Buildings and Grounds Supervisor
Job Description 
Role:  To provide a learning environment that promotes the safety, health, and comfort of the students and employees.

Knowledge/Skill Preferences:

· Steam and hot water boilers

· Electricity and wiring

· Plumbing

· HVAC

· Refrigeration

· Hydroponics

· Digital Controls

· Refrigeration
Required Certifications (Must have or be willing to get): 

· Asbestos Certification

· Lead Safe Renovator Certification
Essential Functions: 

MAINTENANCE

1. Examine school buildings on a regular basis for needed repairs and maintenance.

2. Establish appropriate maintenance, grounds keeping, security, and custodial requirements for each school building and installation.  

3. Direct the maintenance of all buildings and grounds as to cleanliness and safety.

4. Ensure that standards consistent with all applicable laws are maintained at a minimum.

5. Determine and establish detailed specifications pertaining to supplies, materials, equipment, and local contract work.

6. Establish and recommend priorities on repair projects.

7. Develop a system for dealing with emergency repair problems with efficiency.

8. Estimate cost of repair projects in terms of labor, material, and overhead; secure quotes as necessary.
9. Plan and do all maintenance and repair work, maintaining a high standard of safety, cleanliness and efficiency; recommend and oversee external contracting as needed and appropriate.
10. Assign, supervise, assist and inspect completion of work orders by custodial staff as appropriate.
11. Prepare reports on costs of work done, materials used, and labor expended.

12. Order materials as needed, and make recommendations of supplies and equipment for purchase.

13. Advise on the hiring of contractors to perform certain maintenance or repair services.
14. Conduct regular preventive maintenance on, including but not limited to, all boilers, air handling units, HVAC components, digital systems and other building support devices/systems being sure to keep complete records for future uses. 
15. Coordinate the day-to-day maintenance of roofs on all district buildings. Manage roof database.
16. Serve as a liaison between the school district and contractors during projects.

17. Maintain kitchen equipment in reliable condition.  

18. Ensure removal of snow and ice from sidewalks, parking, loading dock area and playground before the start of the school day.

19. Ensure appropriate upkeep of the school grounds and athletic facilities  (Mowing, watering, fertilizing, and controlling of weeds, trimming, fertilizing and spraying the trees).
20. Ensure re-striping and maintaining of parking lots, loading areas and playground slabs.
CUSTODIAL SUPERVISION 
21. Selection, assignment, and scheduling, to include coverage for absences, of the custodial staff.

22. Train and supervise all custodial personnel, and make recommendations on their employment, transfer, promotion, and release; provide ongoing training as required by law and needed.
23. Collaboratively with building principals, evaluate the performance of the custodial staff on an annual basis. 
24. Maintain such personnel and other records as are required. 
ADMINSTRATIVE

25. Submit all required reports in a timely fashion.
26. Maintain an inventory and recommend purchase of suitable supplies, tools, and equipment.  

27. Ensure completion of inspections, including but not limited to, boilers and fire alarm system.

28. Coordinate the annual purchase of custodial supplies.
29. Participate in Administrative Team meetings and activities as requested.
WORK ENVIRONMENT

30. Demonstrate organization and professionalism in fulfilling the responsibilities of the job.

31. Maintain a positive rapport with students, staff, parents and the community.

32. Cooperate with and work in a courteous manner with co-workers and other personnel.

33. Demonstrate a positive attitude toward school, students and job and communicate the same to the community.

34. Accept constructive criticism and suggestions and seek to improve each performance responsibility.

35. Maintain confidentiality in the school operation.

36. Adhere to applicable state and federal laws, rules and regulations, board policies and administrative rules.

CONSTRUCTION PLANNING AND PROJECT MANAGEMENT
37. Assist in selection and contracting of consultants.

38. Assist in coordinating and expediting the preparation of plans and specifications (bidding documents) for projects by consultants.

39. Perform technical review of contract documents and coordinate the review by district personnel and building officials to ensure compliance with applicable codes and educational and technical specifications; ensures that consultant incorporates review comments in final bidding documents.

40. Assist in the review and analysis of bids for construction projects.

41. Research and evaluate materials, projects/procedures related to design and construction; recommend improvements as appropriate.

42. Arrange and coordinate pre-construction conferences, construction startups, jobsite meetings and weekly review meetings.  Monitor performance of external providers during construction.

43. Monitor and report on the construction progress/schedule.

44. Evaluate and recommend approval of contractor's request for payment, change orders, and contract close-out submittals.

45. Provide for administration of the Plant and Equipment Levy projects constructed by outside contractors.

46. Develop procedures for construction supervision.
ENVIRONMENTAL AND SAFETY MANAGEMENT
47. Plan, organize and direct the District’s environmental safety programs to ensure that the District provides a safe environment for all students and staff. 
48. Serve as district’s asbestos program manager. 
49. Manage and solve IAQ and mold activities.

50. Conduct periodic inspection of all school facilities to ensure fire safety.

51. Annually inspect the playground equipment and indoor and outdoor bleachers for loose bolts, broken supports, sharp corners and any other problems that affect the safe use of the equipment.

52. Ensure that the district’s property conforms to federal, state and city laws.

53. Ensure that safety operations are performed in accordance with approved policies and procedures.

54. Serve as the department’s resource for safety and environmental issues. 

Physical Requirements: 

Involves lifting over 20lbs, 

Working from heights greater than 10 feet
Working Conditions:  

Work involves unaired buildings and outside work during summer and limited outside work during winter conditions.
