
JOB DESCRIPTION 

PRESCOTT SCHOOL DISTRICT NO. 402-37 

 

JOB TITLE: DIRECTOR GROUNDS/MAINTENANCE 

 

EXEMPT: YES JOB CODE:    

SALARY LEVEL: PER SALARY SCHEDULE  

REPORTS TO: SUPERINTENDENT/PRINCIPAL 

  

PREPARED BY:  PATTI JOHNSON   DATE:  JANUARY 25, 2017 

APPROVED BY: MR. BRETT COX   DATE:  JANUARY 25, 2017 

 

SUMMARY: Installs, maintains and repairs machinery, equipment, physical structures, pipe and 

electrical systems and maintains school district grounds by performing the following duties: 
 

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following.  Other duties may be assigned: 
 

 Visually inspects and tests machinery and equipment. 

 Listens for unusual sounds from machines or equipment to detect malfunction and discusses 

machine operation variations with supervisors and other maintenance workers to diagnose problem 

or repair machine. 

 Dismantles defective machines and equipment and installs new or repaired parts. 

 Cleans and lubricates shafts, bearings, gears, and other parts of machinery. 

 Installs and repairs electrical apparatus, such as transformers and wiring, and electrical and 

electronic components of machinery and equipment. 

 Lays out, assembles, installs and maintains pipe systems and related hydraulic and pneumatic 

equipment, and repairs and replaces gauges, valves, pressure regulators, and related equipment. 

 Repairs and maintains physical structure of establishment and rental units. 

 May operate cutting torch or welding equipment to cut or join metal parts. 

 Fabricates and repairs counters, desks, partitions, and other wooden structures. 

 Cuts lawns.  Trims and edges around walks, flower beds, and walls. 

 Prunes shrubs and trees to shape and improve growth or remove damaged leaves, branches, or twigs. 

 Sprays lawn, shrubs, and trees with fertilizer, herbicides and insecticides.  Rakes and bags or burns 

leaves. 

 Cleans grounds and removes litter. 

 Spreads chemicals on public passage ways to prevent ice buildup. 

 Plants grass, flowers, trees and shrubs.  Waters lawns and shrubs. 

 Repairs fences, gates, walls, walks. 

 Cleans out drainage ditches and culverts. 

 Sharpens tools such as weed cutters, edging tools and shears. 

 Cleans snow and debris from sidewalks as required. 

 May help prepare rooms for meetings and programs. 

 Compiles and maintains equipment inventory records. 

 Determines needs and orders supplies and materials, within assigned budget limits. 

 Attends meetings as requested. 

 Maintains a high degree of confidentiality with regard to district-related matters and records. 

 Coordinate contractors. 

 Paint, drywall repair, floor refinishing and other tasks as assigned by Superintendent. 

 Anticipate and order materials and supplies for all aspects of school operation related to grounds, 

maintenance and custodial. 



 Supervises and instructs custodian and grounds personnel, assigns tasks and work schedules as 

needed. 

 Prepares yearly budget request for Business Manager. 

 Submits purchase requests and purchase order requests to business office 

 Orders, as needed, upon approval, all items necessary to maintain operations. 

 Reviews monthly budget status reports. 

 Prepares yearly supply orders for all maintenance, custodial and district-wide support items. 

 

QUALIFICATIONS 

To perform this job successfully, an individual must be able to perform each essential job duty satisfactorily.  

The requirements listed below are representative of the knowledge, skill and/or ability required.  Reasonable 

accommodations may be made to enable individuals with disabilities to perform the essential functions: 

 

 Ability to work independently and to independently learn operations, procedures, processes and use 

of equipment. 

 Ability to maintain a positive attitude and foster a positive attitude in students and co-workers 

 Ability to exercise sound, independent judgment, including handling of confidential matters. 

 Ability to keep work organized and carry out duties effectively under pressure. 

 Ability to communicate clearly and concisely, with courtesy and respect. 

 Ability to interact with others in the work environment, including the ability to adapt to new or 

different conditions.  Must be able to multi-task. 

 Ability to be dependable, including good habits in attendance and punctuality. 

 Ability to anticipate and expect systems to fail and act accordingly when they do. i.e. HVAC, 

electrical, plumbing 

 

EDUCATION AND/OR EXPERIENCE:  High school diploma or general degree (GED); or one to two years 

related experience and/or training; or equivalent combination of education and experience.  School District 

experience preferred. 
 

SPECIAL SKILLS 
 

 Ability to operate modern office machines, including copier, computer, FAX and calculator 

 Ability to work in WORD and EXCEL 

 Make change quickly and accurately 

 Establish and maintain effective working relationships with students, staff, parents and the general 

public 

 

LANGUAGE SKILLS:  Ability to read and interpret documents such as safety rules, operating and 

maintenance instructions and procedures manuals.  Ability to write routine reports and correspondence. 

 

MATHEMATICAL SKILLS:  Ability to add, subtract, multiply and divide in all units of measure, using 

whole numbers, common fractions and decimals.  Ability to apply concepts such as fractions, percentages, 

ratios and proportions to practical situations.  

 

REASONING ABILITY:  Ability to apply common sense understanding to carry out instructions furnished in 

written, oral, or diagram form.  Ability to deal with problems involving several concrete variables in 

standardized situations.  Ability to interpret a variety of instructions furnished in written, oral, diagram, or 

schedule form. 

 

PHYSICAL DEMAND:  The physical demands described here are representative of those that must be met by 

an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be 

made to enable individuals with disabilities to perform the essential functions. 

 



While performing the duties of this job, the employee is regularly required to talk or hear.  The employee 

frequently is required to use hands to finger, handle or feel objects, tools or controls and reach with hands and 

arms.  The employee is occasionally required to stand, walk, sit and stoop, kneel, crouch or crawl. 

 

The employee must frequently lift and/or move up to 25 pounds and occasionally lift and/or move up to 50 

pounds with assistance.  Specific vision abilities required by this job include close vision, distance vision, color 

vision, peripheral vision, depth perception and the ability to adjust focus. 
 

 

 

 

WORK ENVIRONMENT:  The work environment characteristics described here are representative of those 

an employee encounters while performing the essential functions of this job.  Reasonable accommodations may 

be made to enable individuals with disabilities to perform the essential functions. 
 

 The noise level in the work environment is usually moderate. 

 While performing the duties of this job, the employee occasionally works in outside weather conditions. 

 While performing the duties of the job, the employee occasionally works near moving mechanical parts 

and is occasionally exposed to risk of electrical shock. 

 

EVALUATION:  In accordance with Board Policy. 


