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POSITION:     Maintenance & Custodial Supervisor 

RESPONSIBLE TO:   Superintendent 

JOB SUMMARY:   Plan, coordinate & manage the overall operation and maintenance of the 

buildings & grounds of the Concrete School District. 

DUTIES & RESPONSIBILITIES: 

1. Maintain school buildings and grounds in top condition as well as ensuring boilers, heating 

and plumbing function properly; troubleshoot equipment malfunctions; lubricates equipment 

and change filters. Plan and oversee all maintenance and repair work. 

2. Conduct detailed inspections of buildings and grounds and establish maintenance and repair 

schedules for district facilities. 

3. Repairs roofs, interior and exterior walls, ceilings and other surfaces.  Arranges for major 

repairs with outside contractors. 

4. Arrange for the services of outside contractors as needed. 

5. Works with superintendent and building contractors during facilities construction; work with 

business manager to obtain bids from contractors for district projects.  Obtain training in 

new systems. 

6. Order and maintain suitable supplies, tools and equipment.  Maintain an inventory of parts 

and supplies for maintenance and custodial.  Chemical applicator license or obtain. 

7. Supervise custodial and maintenance staff; provides input to hiring process; assigns, reviews 

and schedules work.  Trains new staff members in custodial/maintenance procedures; 

demonstrates proper use of equipment and chemicals. 

8. Evaluate the performance of custodial and maintenance staff on a regular basis and submit a 

written, annual evaluation on each staff person. 

9. Monitor the time records of custodial and maintenance staff. 

10. Arrange for maintenance and custodial substitutes as needed or personally cover positions.  

11. See that district policies are observed during all activities. 

12. Keep abreast of new information, innovative ideas and techniques. 

13. Work with business manager to develop, monitor and implementing the maintenance budget. 

14. Maintain a high standard of safety, cleanliness and efficiency in all maintenance and repair 

projects. 
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15. Ensure that all activities conform to government regulations protecting the health, safety and 

rights of employees and the public (including but not limited to asbestos, hazardous 

chemicals, access to buildings by the handicapped and playground safety). Adhere to all 

district health and safety policies, including all precautions of the Bloodborne Pathogens 

Exposure Control Plan. 

16. Responsible for the record-keeping of all MSDS Books in the buildings and for leading all 

safety committee meetings. 

17. Promote the safety, health and comfort of students and employees in school buildings and 

grounds. 

18. Respond to building emergencies and take appropriate action to protect and preserve 

property.  

19. HVAC/boiler experience or certification preferred. 

20. Performs other duties as assigned by the Superintendent. 

 

PHYSICAL REQUIREMENTS/ENVIRONMENTAL CONDITIONS: 

 

1. Requires physical exertion to manually move, lift, carry, pull or push heavy objects, equipment 

or materials. Ability to lift a minimum of 80 lbs. 

2. Requires climbing, stooping, kneeling, crawling, bending, turning and reaching. Works around 

machinery with moving parts and works on  ladders and lifts at various heights.  

3. Must work indoors and outdoors year-round. 

4. On-call for emergencies. 

5. Use of hazardous chemicals requires safety awareness and understanding of Washington State 

law.  

 

MINIMUM QUALIFICATIONS: 

 

1. High school diploma or equivalent. 

2. Knowledge of computer systems and applications including such standard computer applications 

as Word, Excel, internet and email. 

3. Previous experience working in facilities-related areas including custodial, maintenance and 

grounds. 

4. Prior supervisory experience with emphasis in maintenance, grounds and custodial services 

preferred. 

5. Knowledgeable in reading and translating blueprints. 

6. Proven record of punctuality and dependability. 

7. Ability to develop and maintain a cooperative relationship with all school personnel. 

8. Possess a valid Washington State driver’s license. 

9. Possess or obtain a valid First Aid/CPR card within one month of employment. 

10. Possess or obtain a current asbestos worker and pesticide certification within one year of 

employment. 

 


