
Town of Strasbourg  

Strasbourg Memorial Hall  
 Hall Maintenance Manager Duties 

 
The following list summarizes, but does not limit, the maintenance duties: 
 

1. Act as the maintenance contact person for the Strasbourg Memorial Hall renters, service 
personnel, and tradespeople for all deficiencies and repairs, accessibility to the Hall, and 
emergency calls. 

2. Check the facility daily (specifically, for proper operation of the furnaces, boiler, and water softener) 
and prepare facility for renter. Open doors (including elevator door) if requested. Ensure furnaces 
are turned up to proper temperature. Boiler thermostat is not to be touched – only turn on/off with 
the change of seasons. After event, turn furnaces down, check that taps and toilets are not running, 
and ensure that facility doors are locked and lights shut off.  

3. Check in periodically during events to see if there are issues, if possible. Otherwise, be available, 
by phone, to renters if problems arise during their event.  

4. Notify the Town Office of equipment or major deficiencies that need to be replaced or repaired. All 
major expenditures must have prior approval by Town Council.   

5. Order maintenance supplies from Strasbourg Building and Home Supply, Strasbourg Hardware 
and Variety, and Bulyea Co-op on the Town’s purchasing accounts. Let the Administrator know if 
there is something that needs to be ordered from elsewhere. 

6. Report any damage and/or maintenance issues to Town Office immediately after event.  
7. Check with Town Office monthly for events and programs (Town will notify of any additions or 

cancellations). 
8. Make minor repairs to the facility. This can be at your initiation or the Town’s. Repairs to be 

approved by the Council and/or Administrator. The repairs include, however are not limited to the 
following: 

a. Bathroom and kitchen tap repairs/replacements. 
b. Fixture replacements such as toilet paper dispensers, paper towel dispensers, soap 

dispensers, etc. 
c. Appliance repairs – stoves, dishwasher, and coolers. 
d. Replace weather stripping to entrance doors. 
e. Minor electrical repairs including light bulbs, cover plates, and fixture replacements. This 

includes exterior lights, Library, and Lions’ Den. 
f. Minor roofing repairs. 
g. Eaves trough and downspout repairs. 
h. Repairs to windows and sills. 
i. Clear drains to sinks and toilets where possible. 
j. Furnace repairs and servicing – belts, filters, motors, lubrications, etc. 
k. Entrance door adjustments, maintenance, and repair. 
l. Interior door adjustments, maintenance, and repair. 
m. Kitchen cabinet door adjustments and repair. 
n. Minor painting and drywall patching – interior and exterior. 
o. Re-caulking of counter tops. 
p. Replace and maintain interior door locks. 
q. Ceiling tile replacement. 
r. Minor plumbing repairs including the replacement of toilets, sinks, etc. 
s. Test smoke detectors, ensure fire exit lights are operational, and that fire extinguishers are 

not expired. 
t. Minor flooring (carpet & lino) repairs. 
u. Minor exterior stucco repairs. 
v. Deliver and put salt in water softener. 
w. Repair broken chairs, tables, or other pieces of furniture within the Hall, including curtains 

on the stage.  



 

9. All work performed by the Maintenance Manager that is beyond the terms of this agreement MUST 
be approved by the Town Council before being performed. Remuneration for these tasks will be 
$20.00 per hour. Additional work assignments are to be invoiced separately from the contract.  

a. Subject to the qualifications of the Maintenance Manager, the Town may allow the 
maintenance manager to bid upon certain tasks (i.e. painting, flooring, roofing, etc.). 

10. Regularly inspect the interior and exterior of the Hall for fire and safety hazards and report to Town 
Office for remedial action.  

11. Inspect the closets, furnace rooms, and cubbie holes upon a semi-annual basis. Keep them clean 
and free of debris.  

12. Remove snow and ice from all entrances to the building (including Lions’ Den, Library, Senior’s 
Room, elevator, etc.), the sidewalks on the north side of the building, and the staircase from the 
north side of the building. The removal of snow and ice will be done as soon as possible. Use ice 
melt when needed. The Town Public Works will remove the snow from the parking lots (east and 
west).  

13. Ensure all exits are kept clear and check elevator for proper operation. 
14. Have knowledge of technical equipment in Upper and Lower Hall and its proper operation and use. 
15. Liaise with the Hall Janitor for any issues that may arise. 
16. Such other duties as directed by the Town.  

 
Additional Notes: 

 This is not an exhaustive list, and certain maintenance issues will arise from time-to-time that need 
to be dealt with. Constant contact with the Town Office is imperative for smooth operation of the 
Hall.   

 Maintenance Manager must notify the Town Office if they are to be away for any length of time. 
They need to have someone in place, at the approval of the Town, to fill in for them during their 
absence.  

 All areas of the Hall must be maintained. This includes the Upper Hall, lobby, stage floor and 
backstage, staircases, Lower Hall, main entrance, elevator entrance, kitchen, all bathrooms 
(including handicapped), Legion Room, Senior’s Centre, Lions’ Den, and Library (when requested). 

 It is highly recommended that the individual hired in the Maintenance Position sit on the Strasbourg 
Memorial Hall Board and provide insight into the budget and repairs for the subsequent year.  

 A maintenance report is to be submitted to Town Council quarterly (or as requested from the 
Council) detailing the work that has been performed, as well as budget requests and upcoming 
jobs.  

 


