
JOB DESCRIPTION 

 

TITLE:    DIRECTOR OF BUILDINGS AND GROUNDS 

 

QUALIFICATIONS:  1. Minimum high school diploma 

 2. Prefer technical school training in one or more trades 

 3. Knowledge of mechanical, plumbing, electrical and HVAC 

equipment and processing 

 4. Ability to estimate costs and work effort 

 5. Ability to supervise personnel 

 6. Good communication skills.  Able to work well with 

administrators and staff 

 

REPORTS TO:  District Administrator 

 

SUPERVISES:  Custodial / Maintenance Staff 

 

TERMS OF 

EMPLOYMENT: As per contract 

 

PROGRAM GOALS: 1. Provide periodic maintenance services for District facilities 

 2. Provide emergency maintenance services for District 

facilities 

 3. Provide a safe and healthful atmosphere for learning and 

working 

 

PERFORMANCE RESPONSIBILITIES: 

 

1. Supervise and evaluate all regular and temporary maintenance and custodial personnel. 

2. Supervise the work of all contractors who work on the buildings and grounds. 

3. Coordinate the efforts of contractors and utilities personnel who may be concurrently 

working on District facilities. 

4. Advise the business manager, district administrator, and board of education concerning 

necessary maintenance, staffing, etc. 

5. Assist in the hiring of new maintenance/custodial staff.  Hire all substitutes and summer 

staff. 

6. Develop bid specifications for contracted services, parts, supplies and materials.  

Evaluate bids and order services and materials. 

7. Inspect facilities; identify maintenance problems; determine the costs of repair; evaluate 

and assist in the prioritization of maintenance items; and coordinate, and/or perform 

needed repairs. 

8. Identify and solve safety problems that are associated with the buildings and grounds.  

Maintain the folder on Material Safety Data Sheets for hazardous chemicals used in 

cleaning operations. 

9. Develop and prioritize, with the business manager, building principals and building lead 

persons, the list of summer maintenance projects.  Determine costs and man hours needed 



for these projects.  Direct the completion of those items which are approved by the Board 

of Education. 

10. Control costs for maintenance and custodial services by assuring the security of sensitive 

items and monitoring the use  of cleaning supplies and chemicals. 

11. Schedule cleaning and maintenance so as to minimize disruptions in facility (buildings 

and grounds) use. 

12. Schedule staff vacations in accordance with the Teamsters Union contract. 

13. Provide advice to the business manager for asbestos related items.  Maintain (at District 

expense) the annual training and certification as an Asbestos Abatement 

Contract/Supervisor. 

14. Be knowledgeable of the rules of OSHA, DWD, the DNR, and other regulatory agencies 

and assist in the assurances of compliance with those rules. 

15. Train personnel in asbestos and other safety related matters. 

16. Train personnel in the performance of their duties. 

17. Attend conferences and workshops to maintain currency with sound operating procedures 

and management practices. 
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