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Elevator Maintenance - Project Manager
Company Name: [INSERT COMPANY NAME HERE]
Department: Operations
Reports to: Operations Manager
Location: [INSERT LOCATION HERE]
1. Position Summary
You'll manage our elevator modernizations and major repairs, such as controller, door equipment, machine and hydraulic cylinder replacements. You order long-lead equipment, file permits, plan shutdowns with building owners so tenants keep a working car, and book the acceptance inspection. The Field Supervisor runs the mechanics; you run the schedule, the money and the paperwork.
2. Essential Duties and Responsibilities
1. Turn each sold modernization or repair proposal into a plan: scope, equipment list, crew needs, shutdown dates and budget.
1. Review layouts and equipment submittals with the manufacturer, and track controller, machine and door equipment lead times.
1. File installation or alteration permits with the state or local elevator authority, and schedule the acceptance inspection.
1. Plan car shutdowns with building owners and property managers so each building keeps service, and post tenant notices well ahead.
1. Coordinate Phase I fire service recall testing with the fire alarm contractor, and machine room or pit work with electricians and general contractors.
1. Write change orders for hidden conditions, like hoistway, pit or rail repairs, and get them approved before the work starts.
1. Close each job with the inspection certificate, wiring diagrams, warranty, and a handoff of the car to its maintenance route.
3. Key Tasks / Daily Activities
1. Check equipment ship dates and move installation dates when a controller or machine ships late.
1. Walk a modernization in progress with the Field Supervisor to check progress, safety and the return-to-service date.
1. Tell property managers when each car will be back in service, and warn them early about changes.
1. Chase permit status and inspector dates with the elevator authority.
1. Review mechanic hours and material costs against each job's budget.
4. Key Performance Indicators (KPIs)
1. Cars returned to service by the promised date: [your target].
1. Acceptance inspections passed on the first visit: [your target].
1. Modernization gross margin: [your target].
1. Tenant complaints during shutdowns: [your target].
1. Callbacks on modernized cars after turnover: [your target].
5. Required Qualifications and Skills
1. [3+] years managing elevator modernization or new installation projects, or [5+] years as an elevator mechanic.
1. Knows traction, hydraulic and machine-room-less elevators well enough to scope a modernization and review a layout.
1. Understands how your state permits and inspects new and altered elevators, including acceptance tests.
1. Has planned work in occupied buildings with property managers and tenants.
1. Writes clear shutdown notices and schedules that property managers can pass straight to tenants.
6. Preferred Experience
1. Working knowledge of ASME A17.1, the elevator safety code, as your state has adopted it.
1. A state elevator mechanic license where your state issues one, or NAEC Certified Elevator Technician (CET) status.
1. Experience with escalator, wheelchair lift or destination dispatch projects.
1. Experience with public agency bids and certified payroll.
7. Physical Requirements
1. Stand in machine rooms and climb pit ladders during job walks, with a mechanic present.
1. Lift and carry drawings, parts samples and tools up to [25] pounds.
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. Time in the office and in machine rooms of buildings across [your service area].
1. Weekday hours: [7 a.m. to 3:30 p.m.], matched to the mechanics' shift.
1. Early-morning, night or weekend shutdowns when a building can't spare a car during business hours.
1. Machine rooms and hoistways can be hot, cramped, noisy and greasy.
9. Compensation and Benefits
1. Pay: [range and hourly or salary basis].
1. Additional pay: [overtime, bonus or incentive terms, or none].
1. Benefits: [health, dental, vision, retirement, paid time off, and when they start].
10. Company Culture and Overview
1. [Two or three sentences on what your company does, the area you serve, and the support a new project manager gets in the first 90 days.]
11. How to Apply
[Apply link or email]. Our process: [phone interview, in-person interview, and next steps]. Contact [hiring contact] if you need an accommodation during the application process.
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