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JOB DESCRIPTION

MAINTENANCE SUPERVISOR

Title: Maintenance Supervisor 

Purpose: To assure that District grounds, buildings and equipment are safe, in good repair and in appropriate condition to support the education program. 

Principal Responsibilities: 

1. Develop and maintain preventative maintenance plan for all district facilities and for equipment used by maintenance and custodial staff. 

2. Develop annual and possible long-range budget proposals for maintenance department. 

3. Coordinate purchase of goods or services needed to complete maintenance activities. 

4. Supervise the work of contractors employed to complete maintenance projects. 

5. Supervise custodial staff. 

6. Conduct periodic inspections of all facilities to assure safety of all areas used by students and staff. 

7. Maintain inventory of materials, supplies, equipment and tools assigned to maintenance.

8. Assure that district employees receive appropriate training and necessary certification to comply with AHERA, Hazardous Material, Radon, etc. Act as district compliance officer in all safety occupational health areas. 

9. Is available, on call, along with Superintendent, Business Manager and Principals in the event of emergencies. 

10. Perform such other tasks as directed by the Superintendent of Schools. 

Reports To: Superintendent 

Supervises: Maintenance and, in conjunction with Administrators, custodial employees and tradesmen hired by the district.

Factors To Be Considered When Evaluating Performance: 

1. Assists Business Manager with appropriate record keeping, purchasing and budget development. 

2. Securing maximum benefit from resources of money, materials and personnel. 

3. Completes tasks on time, within budget. 

4. Keeps Superintendent informed of problems, personnel issues and needs of the district. 

5. Works well with others, including staff and contractors. 6. Follows directives in a timely fashion. 
Minimum Qualifications: 

1. High School diploma. 

2. Four years experience in trade (plumbing, electricity or carpentry). 

3. Experience in specification writing and/or bidding. 

4. Experience in supervising building maintenance or construction. 

5. Ability to supervise other personnel.

6. Ability to lift a minimum of 50 lbs. and a maximum of 100 lbs. 

Preference will be given to individuals with successful experience in supervising maintenance of public facilities and grounds, and who has a higher level of education. 

Evaluation: Will be performed on an annual basis by the Superintendent or his/her designee. 

Adoption Date: April 18, 1998

Re-Adoption Date:  September 26, 2006

