Example of Resident Manager Job Description
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Our company is growing rapidly and is looking for a resident manager. If you are
looking for an exciting place to work, please take a look at the list of qualifications
below.

Responsibilities for resident manager

e Following company and approval guidelines, purchase all inventory and
supplies to perform maintenance and repairs

e Adhere to and follow the Emergency Procedure Manual

e Maintain and clean work/utility rooms

 Retrieve packages for the Residents from the Receiving Office after normal
Receiving Hours or if the Receiving Clerk is busy assisting others

e At the beginning and end of each shift, check the Fire Alarm Panel, ensuring
that it is fully operational

e This position requires being properly relieved before the end of the shift

e Manage Engineering team on product related issues

e Coordinate production evaluation runs (PERs) and change notice (CN)
implementation for product/process improvements

e Manage system that tracks non-conformance problems

e Ensure plant conformance to applicable process standards to support
Manufacturing Engineering process audit

Qualifications for resident manager

e Must possess a valid driver's license and be willing to travel to locations
around the state

e Must have minimum of seven (7) years’ experience in substation projects, 5
years of which as project management and construction supervision

¢ Must have a minimum experience of working on three (3) similar nature of



e Perform field contract administration duties of the terms and conditions of
the project contract

» Responsible for maintaining an Contractor’s Application for Payment file and
reviewing the pay request for conformance to the Contract requirements



