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Position Title: Director of Maintenance 
Department: District Office 
Reports To: Superintendent 
Approved By: BOE          Date:           Spring 2017    
 
 
PURPOSE: Directs and oversees the maintenance of all buildings and grounds owned 
by the District.  
 
ESSENTIAL DUTIES: (Other duties may be assigned) 

 

 Supervisor for classified staff (e.g. maintenance, grounds maintenance, 
custodial) 

 Troubleshoot and repair electrical, plumbing, mechanical, HVAC, alarm, and 
related operating systems 

 Works on multiple projects, sets  priorities, and allocates resources for project 
completion 

 Identifies and communicates department goals and objectives 

 Implements and updates operating policies as required 

 Oversees the operations and activities for building and grounds maintenance and 
custodial services for all of the District’s properties 

 Assists in the planning for new facilities and major additions or alterations to 
existing facilities 

 Plans and directs the work at all of the district’s buildings and grounds 

 Determines and initiates the proper action to be taken to effectively and 
expeditiously complete repairs and new construction in accordance with school 
policy, sound maintenance practices, safety, and priority/urgency of operations 

 Conducts routine and periodic inspections of school and facilities 

 Allocates the departments’ annual budget and monitors expenditures to ensure 
budget compliance 

 Coordinates central purchasing of all maintenance, custodial, and grounds 
supplies 

 Supervises building and grounds maintenance inventory control activities 

 Provides in-service training for maintenance, grounds, and custodial personnel 
on new equipment, supplies and work methods 

 Develops annual priority list for the general and annual maintenance for all of the 
District’s buildings and grounds 

 Evaluates organizational performance in terms of equality of work, scheduling 
compliance, efficiency, etc. and defines and implements required corrective 
action.  

 Advices the Superintendent of significant problems, developments and 
achievements on a regular basis 

 Develops specifications and bidding documents for contracts, major purchases of 
equipment, supplies and construction projects 
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 Serves as overall supervisor for the Hazardous Materials and Crisis Management 
policies, plans, and procedures within the district 

 Serves as the District’s Asbestos Program Manager 

 Serves as advisor to the Superintendent of responses to inclement weather and 
public safety   

 Assists the school board and superintendent in the attainment of district goals. 

 Answers to the superintendent of schools.     
 

Qualifications:  
 
Thorough knowledge of modern grounds maintenance, high level of planning and 
organizational skills; high level skill in directing, and evaluating; commitment to 
communicating with all staff and interested parties; working knowledge of mechanical 
systems, working knowledge of grounds requirements; working knowledge of budgeting, 
purchasing procedures, and record management. Consistency in handling deeds and 
actions. Knowledge of pertinent rules and regulations regarding OSHA and other 
governing organizations. Good physical condition commensurate with the demands of 
the position.  
 
Contract Length:  This position is a 12 month/261 day contract. 
 
Supervisory Responsibilities: Building and Grounds Maintenance and Custodial 
personnel.  Carries out supervisory responsibilities in accordance with the 
organization’s policies and applicable laws. Responsibilities include training employees, 
planning, assigning and directing work; appraising performance, rewarding and 
disciplining employees, addressing complaints and resolving problems. 
 
Qualifications Requirements: To perform the job successfully, an individual must be 
able to perform each essential duty satisfactorily. The requirements listed below are 
representative of knowledge, skills, and/or ability required. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
 
Education and/or Experience: A person holding the position should have a minimum 
of five years’ experience within the field of electrical, plumbing, and/or HVAC. 
Certification or license preferred.     
 
Certificates, Licenses, Registration: Valid Kansas driver’s license. Good driving 
record required. 
 
Language Skills: Ability to read and interpret documents such as safety rules, 
operating and maintenance instructions, and procedure manuals. Ability to write routine 
reports and correspondence. Ability to speak effectively before supervisors, vendors or 
employees. 
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Mathematical Skills: Ability to calculate figures and amounts such as discounts, 
interest, commissions, proportions, percentages, area, circumference and volume. 
 
Reasoning Ability: Ability to define problems, collect data, establish facts, draw valid 
conclusions. Ability to interpret an extensive variety of technical instructions in written, 
oral, mathematical or diagram form and deal with several abstract and concrete 
variables. 
 
Other Skills and Abilities: Ability to establish and maintain effective working 
relationships with vendors, staff and the school community. Ability to speak clearly and 
concisely both in oral and written communication. Ability to perform duties with 
awareness of all district requirements and Board of Education policies. 
 
Physical Demands: 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. Must score a 4 on the Fit For Duty Assessment. 
 
While performing the duties of this job, the employee is regularly required to sit, talk and 
hear. The employee is frequently required to stand and walk. Specific vision abilities 
required by this job include close vision, color vision, and depth perception. While 
performing the duties of the job the employee will visit various buildings for inspections 
and meetings. The employee will frequently list up to 90 pound, such as unloading 
trucks, moving office furniture or various other supplies. Some extended hours and 
multiple demands from several people are frequently required of the employee. While 
performing the duties of this job the employee occasionally works in temperatures 
above 100 degrees and below 30 degrees. The employee will occasionally walk on 
slippery surfaces. 
 
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 person will frequently work inside and outside, must be able to work in extremely 
cold or hot conditions. The person will need to be able to work in confined spaces. The 
employee will also be exposed to environmental allergen, solvents, gases, fumes, 
sprays, etc. This person is occasionally exposed to germs, bacteria, and viruses. Noise 
level varies depending on environment. 
 
The information contained in this job description is for compliance with the American 
with Disabilities Act (A.D.A.) and is not an exhaustive list of the duties performed for this 
position.  Additional duties are performed by the individuals currently holding this 
position and additional duties may be assigned. 
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I have read and understand the above position description.  After reviewing, I agree to 
perform all the above mentioned to the best of my ability and agree that I am able to 
perform the above mentioned qualifications and physical demands without reasonable 
accommodations.  If reasonable accommodations are needed, I will provide that 
information at the bottom of this position description. 
 
 
_____________________________________________________________________ 
Name         Date 
 
Reasonable accommodations needed to perform the essential functions of the above 
mentioned position:  

 
 
 
 


