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	Sample Job Description


This is a sample job description document.  It contains some of the duties, responsibilities and qualifications typically associated with this position, but is not intended to serve as a model or advice for specific job description content and format.  Your company should add, modify or delete as needed for your purposes.
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	Sample Job Description Continued



Building & Grounds Maintenance Technician

	Job Title:
	Building & Grounds Maintenance Technician
	FLSA Status:
	

	Department:
	
	Reports To:
	Building Maintenance Manager

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary 

Under the direction of the maintenance supervision, the Building & Grounds Maintenance Technician ensures the completion of building and grounds related upkeep and repair, in accordance with company policies and procedures.

Essential Duties and Responsibilities

This list of duties and responsibilities is not all-inclusive and may be expanded to include other duties and responsibilities, as management may deem necessary from time to time.

1. Maintain and upkeep the physical grounds of the facility to include the following activities:  cut grass; tend to, repair and plant flowers, grass, trees and shrubs; prune trees and shrubs; water lawn, plants, trees, shrubs, etc.

2. Sprays fertilizers and insecticides as needed; rake and remove leaves; pick up and dispose of trash on lawns and in parking lots; remove snow using snow removal equipment and shovels; spread snow and ice melting chemicals on ice and snow on sidewalks and parking areas as needed; all other grounds related activities.

3. Perform building maintenance activities to include:  collect and remove all waste, placing recyclable materials in the proper containers; wax and repair floors; steam clean carpets and rugs; replace burned out lights; replace or repair light fixtures, outlets, switches; dispose of hazardous wastes following correct procedures; maintain and repair bathroom and drinking fixtures and plumbing; replace or repair ceiling tiles; all other building related activities.

4. Move office furniture and equipment from office to office or building to building.

5. Perform preventive maintenance and minor repairs of all mechanical equipment assigned to building and grounds, to include snow removal equipment, fork lift truck, steam cleaner, welding equipment, bobcat, grass cutting equipment, etc.

6. Monitor and maintain building and grounds supplies, ordering as necessary.

7. Run errands and pick up supplies and parts as requested.

8. Inspect fire extinguishers and emergency lighting, ensuring their operability.

9. Respond to fire alarms; extinguish fires if possible.

10. Complete and maintain all required paperwork, records, documentation, etc.

11. Follow and comply with all safety and work rules and regulations.

12. Maintain departmental housekeeping standards.

Marginal Duties

· Delegate work assignments and monitor work of summer groundskeepers.

· Clean and maintain storage sheds.

· Repair leaky roofs.

· Assist with the company picnic.

Qualifications

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

Education and/or Experience

Requires four years of high school and three to twelve months related experience; or two to three years of progressively responsible related experience; or a combination of education and experience.

Language Skills

Ability to read and interpret documents such as safety rules, operating and maintenance instructions, blueprints and procedure manuals. Ability to write routine reports and correspondence. Ability to communicate effectively with vendors and other employees of the organization.

Mathematical Skills

Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals. Ability to compute rate, ratio, and percent and to draw and interpret bar graphs.

Reasoning Ability

Ability to apply commonsense understanding to carry out instructions furnished in written, oral, or diagram form. Ability to deal with problems involving several concrete variables in standardized situations.

Other Qualifications

Requires the ability to operate a fork lift truck, bobcat, steam cleaner, welding and torching equipment, a variety of small hand tools, ladders, and a variety of standard business machines, such as a computer, calculator, telephone, etc.

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.

While performing the duties of this job, the employee is regularly required to stand; walk; and use hands to finger, handle, or touch objects, tools, or controls. The employee frequently is required to talk or hear. The employee is occasionally required to sit; reach above shoulders; use foot/feet to operate equipment; climb or balance; and stoop, kneel, or crouch. The employee must frequently lift and/or move up to 25 pounds and occasionally lift and/or move up to 100 pounds. 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.

	Employee Acknowledgment
	
	Date:
	

	The above statements reflect the general details necessary to describe the principle functions of the occupation described and shall not be construed as a detailed description of all the work requirements that may be inherent in the occupation.


This sample document is only an example and is based on the laws in effect at the time it was written. MRA-The Management Association, Inc. does not make any representations or warranties regarding the appropriateness or prudence of using this information for any particular individual or situation. Your company should add, delete, or modify the content of this document as needed to suit your purposes. This material is for your information only and should not be construed as legal advice. In some circumstances it may be advisable to have legal counsel review final documents prior to implementation. 
For further assistance call or visit www.mranet.org, © MRA – The Management Association, Inc. 
Wisconsin: 800.488.4845  Minnesota 888.242.1359  Northern Illinois: 800.679.7001  Iowa & Western Illinois: 888.516.6357
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