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OAK HILLS HOMEOWNERS ASSOCIATION  
 

MAINTENANCE JOB DESCRIPTION 
 
GENERAL REQUIREMENTS 

 Completion of approved Pool Operators Course and annual updates. 
(Registration to be paid by OHHA) 

 Maintenance and repair knowledge to include painting, plumbing, carpentry, 
electrical repair and landscaping  

 Management of projects relating to OHHA recreational and common areas  
 
POOL AND HOT TUB MAINTENANCE: 

1. The maintenance employee shall be responsible for cleaning the OHHA 
swimming pool and hot tub and maintaining the correct temperature and 
chemical levels of each on weekdays and when substituting for the weekend 
employee.  Job to include: 
 Testing pool and hot tub water for chemical levels adjusting when 

necessary following county requirements  
 Maintaining a daily record of pool chemicals per county requirements 
 Temperature of spa water to be monitored and maintained between 101-

102 degrees F 
 During the pool season the pool temperature should be checked daily and 

kept between 78-82 degrees F 
2. During the pool season the maintenance employee shall vacuum the pool and 

skim the water surface to remove foreign debris and also perform any other 
maintenance to keep the pool looking clean and free of algae as needed 

3. The maintenance person shall: 
 Be responsible for ordering and transporting chemicals and other 

supplies required for pool and hot tub maintenance 
 Keep records for maintenance of pool and hot tub equipment 
 “Material Safety Data Sheets” to be kept in a binder regarding all 

chemicals used for pool/hot tub maintenance (as required by OSHA) 
 Fill out a monthly pool/hot tub checklist and submit this to the OHHA 

Board via the Board Administrative Assistant 
 
JANITORIAL AND MAINTENANCE DUTIES: 

1. Perform cleaning tasks to keep the pool and hot tub area in a safe and 
sanitary condition for use of OHHA residents 

2. Areas to be cleaned include: 
 Sanitize and mop the restroom/hot tub floors 
 Clean interior spa and pool house walls as needed     
 Clean toilets, sinks and showers 
 Wipe down mirrors, glass and tile 
 Replace toilet paper in bathrooms as needed 
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3. Other janitorial duties to include: 
 Collect all trash, including trash from dog refuse collection bins, and place 

in proper receptacles at curb prior to collection day  (currently 
Thursdays) 

 Restock cleanup bags in dog refuse collection bins and clean outside of 
bins and order replacement bags as needed 

 Weekly clean and sanitize pool furniture 
 Once a month clean picnic tables, playground structures and benches 

along sidewalk area and in tennis courts  
 Remove cobwebs and debris from structures  

4. General maintenance and repairs to include: 
 Painting as needed 
 Minor plumbing such as replacing faucet washers, toilet valves,   etc. 
 Carpentry as needed for repairs 
 Minor electrical work such as replacing electrical outlets, light fixtures 

and bulbs, etc. 
 Fencing repair / Tennis court net repair 
 Repair or replace dog refuse stations 

5. Landscape maintenance: 
 Maintain and repair irrigation system in recreation and common areas 
 Clean up landscape debris (fallen branches, etc.) as necessary in 

recreation and common areas 
 Communicate Board landscaping requests to contracted landscaping 

company 
FACILITIES INSPECTIONS: 

1. Maintenance person to perform a weekly walk-through of entire recreational 
facility to determine needed maintenance and cleaning. 

2. Monthly, prior to Board meetings, complete safety checklist of playground 
and overall condition of pool and hot tub to be submitted to Administrative 
Assistant for inclusion in a monthly report to the Board 

3. Every three months the maintenance person shall survey the OHHA common 
areas to assess concerns such as landscaping needs, land use, and fencing.  
These findings are to be reported to the Board at a monthly meeting. 

 
Any other duties assigned by the OHHA Board appropriate for the position relating 
to the maintenance of OHHA. 
 
 
 
 


