
Responsibilities: 

 1. Monitor and maintain facilities and property with safety as the highest priority. This includes HVAC, 
plumbing, electrical, lighting, water, snow removal and other mechanical systems.  

2. Keep the buildings and property clean, attractive, well-maintained and energy efficient. 

 3. Purchase and maintain a cost-effective inventory of cleaning, paper, lighting and repair supplies 
which includes monitoring prices to ensure economic purchases. 

 4. Ensure a proper environment, including temperature, ventilation and accessibility which require 
preventative maintenance and reasonable anticipation of foreseeable problems.  

5. Assess, schedule and implement solutions for repair issues based on maintenance staff abilities, 
budget concerns, timing and priorities.  

6. Assist vendors and contractors hired to provide maintenance, repairs and inspections. 

 7. Communicate with staff regarding facility scheduling and use. 

 8. Set-up rooms in the manner and timeframe requested. 9. Maintain records and logs required for 
maintenance, insurance, health, safety and code compliance.  

10. Available and on-call 24/7 for emergencies.  

11. Attend Buildings & Grounds meetings as needed.  

12. Assist staff and volunteers as needed and requested with ladder, hanging decorations, and other 
manual tasks.  

13. Investigate pricing and obtain bids for significant purchases of equipment, repairs and maintenance 
contracts.  

14. Maintain painting as needed for exam rooms, bathrooms, interior hallways. 

Requirements:  

1. Lift a minimum of 50 lbs.  

2. Spend 80-90% of work time on your feet doing a wide variety of moderate physical activity both 
indoors and outdoors.  

3. Use basic computer skills including word processing, email, and calendaring,  

4. Relate well, communicate professionally and courteously with staff, volunteers, contractors and 
vendors.  

5. Knowledge of and experience in all phases of building and grounds maintenance.  

6. Basic knowledge of electrical, plumbing, HVAC and mechanical systems.  

7. Basic painting skills. 

8. Self-motivated to work independently with little supervision.  



9. Maintain confidentiality in all matters.  

10. Good problem solving and prioritization skills.  

11. Maintain a neat appearance.  


