Sample Format (Mainenance)                     

    (Name of Parish, Organization)       
Position Profile


	Title:
	Building and Grounds Maintenance

	
	Incumbent:  
	(Name)

	Reports to:
	Maintenance Supervisor/ Pastor/ ?????

	
	

	Approved by:
	
	
	
	Incumbent Signature:

	
	
	
	
	Anniversary Date:
	

	
	
	
	
	Revision Date:
	



I. OBJECTIVE:

To perform maintenance to the building and grounds for a clean and safe environment to the people who have access to the buildings and grounds at _______________(Parish, etc.)
II. RESPONSIBILITIES:      
The essential functions of the position include but are not limited to the following:

Electrical:


General repairs which include repairs to switches, receptacles, light fixtures, and replacement of light bulbs.

Plumbing:


General repairs to faucets and traps, clean drain pipes.

Painting:


General repairs to building and offices for painting.

Grounds keeping:


Cutting and trimming of grass, shrubs and trees.



Maintaining lawn equipment.


Clearing ice and snow from driveways and sidewalks.

                         (Add others or revise as your situation dictates)
III. QUALIFICATIONS:


Education:



High school education.


Experience:



Five years prior experience in the maintenance especially in the electrical, plumbing, carpentry, painting and grounds keeping areas.
IV. COMPETENCIES:
1. 
Ability to view their work as a ministry to those with whom they have daily contact.

2.
Honest and trustworthy.

3.
Basic knowledge in all areas of building upkeep.

4. 
Ability to use tractor for mowing grass and snow removal, to use hand lawn mower, weed wacker and pruning equipment.

5.
Physically able to perform duties as requested and as defined in Section II above.
6.   Demonstrate an  awareness of job safety at all times.  

V.        PHYSICAL CAPABILITIES:
            1.  Must be able to perform heavy lifting and other duties to execute the tasks as 

                 required.
            2.  Capable of working with/on ladders and comfortable with working at heights.

            2.  Able to leap tall buildings at a single bound.

            3.  Etc. 
1
2

