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GENERAL DESCRIPTION

Goal:  

The maintenance supervisor shall prayerfully support the administrative, teaching, 

and ministry functions of FBC/WCCA through the efficient maintenance of school and 

church facilities and grounds.  

Overview:
The maintenance supervisor shall be a born-again high school graduate who feels 


called of God to serve in the ministry of FBC/WCCA.  He/she shall have related 


experience preferred, and shall demonstrate appropriate maintenance skills.  Other



Qualifications may be added by the Board as deemed appropriate.

Employment:
 At will.

Responsible to: Pastor and principal.                           

Evaluation:
Performance will be evaluated by the principal in conjunction with 




the pastor, and shall be in accordance with provisions of the Board's policy on 

 
evaluation of personnel and this job description.

                        . 
REQUIRED PERSONAL QUALITIES

The maintenance supervisor shall: 

1.
Have received Jesus Christ as his/her personal Savior.  

2.
Believe that the Bible is God's Word and standard for faith and daily living.  

3.
Be in whole-hearted agreement with the school's Statement of Faith and Christian 


philosophy of education.

4.
Be at all times, both in and out of school, a Christian role model in attitude, speech, and 
actions toward others.  This includes being committed to God's biblical standards for sexual 
conduct (Luke 6:40).

5.
Show by example the importance of Scripture study and memorization, prayer, witnessing, 
and unity in the Body of Christ.

ADDITIONAL PERSONAL QUALITIES

The maintenance supervisor shall:

1.
Demonstrate the character qualities of courtesy, flexibility, integrity, kindness, self-control, 
perseverance, and punctuality.

2.
Maintain a personal appearance that is a Christian role model of cleanliness, modesty, good 
taste, and agreement with school policy.

3.
Use acceptable English in written and oral communication.  

4.
Respectfully submit and be loyal to constituted authority.

5.
Notify the administration of any policy he/she is unable to support.

6.
Refuse to use or circulate confidential information inappropriately.  Avoid off-the-cuff

comments and inappropriate communication of administrative, staff, parent, or student


information.

JOB DESCRIPTION - Essential Functions

The maintenance supervisor shall:

1.
Reflect the purpose of the school, which is to honor Christ in every class and every 
activity.

2.
Cooperate with the Board and administration in implementing all policies, procedures, and


directives governing the operation of the school.

3.
Recognize the need for good public relations.  Represent the school in a favorable and 


professional manner to the constituency and the general public.  

4.
Follow the Matthew 18 principle in dealing with students, parents, staff, administration, and 
the Board.  

5.
Attend and participate in scheduled meetings.

6.
Know the procedures for dealing with issues of an emergency nature. 

7.
Inform the administration in a timely manner if unable to fulfill any duty assigned.

8.
Be a self-starter, working well with and without supervision. 


9.
Fulfill applicable specific duties professionally and in accordance with school policy and 
training.  

· Supervise the janitorial staff

· Inventory and order janitorial supplies

· Receive notifications of hazards or needed repairs on school grounds, facilities, and school-owned homes 

· Perform general electrical, plumbing, painting and carpentry work
· Arrange for the correction of hazards and needed repairs.  Personally correct those conditions for which he/she has the abilities and expertise to complete safely; seek outside assistance or professionals when appropriate, establishing and maintaining positive, productive working relationships with external professionals
· Establish, maintain and follow a work-order process with the ability to prioritize work activities
· Ability to set-up projects and oversee and/or complete those projects
· Maintain necessary asbestos training as the designated school person
· Conduct and record yearly asbestos refresher training with janitors
· Conduct and record semi-annual asbestos inspections and make minor repairs consistent with training
· Assist with oversight of/work in conjunction with professionals hired to work on facilities and ground
· Inspect exit signs, emergency lights, and fire extinguishers monthly in conjunction with the monthly fire drill
· Ensure that the facilities are in compliance with various inspections including fire inspection, health inspection, and elevator inspection
· Conduct and record quarterly fire sprinkler tests
· Perform and record monthly fire drills and semi-annual smoke detector tests in the absence of the principal
· Conduct, record, and file monthly safety inspections using the Safety Inspection Report 
· Conduct, record, and file monthly safety meetings with the safety committee
· Maintain earthquake safety:  secure items, label utilities, etc.
· Establish and maintain annual and monthly inspections (not otherwise listed) being available during the inspections
· Work cooperatively with both the school and church in purchasing decisions
· Exhibit flexibility in meeting the needs of teachers and staff
· Research and make suggestions for purchase of equipment and supplies, selection of outside professionals, etc.
· Utilize available technology to prioritize and manage work activities
· Oversee maintenance of trees, shrubs, plants, sprinklers, and field, in conjunction with the janitors and athletic director
· Schedules and oversees “work days” as needed
· Complete summer projects as needed:  classroom repairs, painting, minor construction, etc.

JOB DESCRIPTION - Supplemental Functions

The maintenance supervisor shall:

1.
Utilize evaluation processes for professional growth.

2.
Provide input and constructive recommendations for the school program.

3.
Perform any other duties that may be assigned by the pastor or administration.
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Walnut Creek Christian Academy – Maintenance Supervisor

Physical Requirements to Fulfill the

Essential Functions of this Position


FREQUENCY OF REQUIRED EXPOSURE/USE.

	WORKING ENVIRONMENT
	OCCASIONAL
	FREQUENT
	DAILY

	COLD (50 F or less)
	
	X
	

	HEAT (90 F or more)
	
	X
	

	GASES/FUMES/DUST
	
	X
	

	CHEMICALS/SOLVENTS
	
	X
	

	NOISE
	
	
	X

	CLIMBING STAIRS
	
	
	X

	CRAWLING OR KNEELING
	
	
	X

	STANDING
	
	
	X

	SITTING
	
	
	X

	WALKING
	
	
	X

	RUNNING
	X
	
	

	BENDING
	
	
	X

	REACHING OVER SHOULDER
	
	
	X

	PUSHING
	
	
	X

	PULLING
	
	
	X

	MOVING HEAVY ITEMS
	
	
	

	LIFTING/LOWERING:
	
	
	

	
Up to 20 lbs
	
	
	X

	
Up to 50 lbs
	X
	
	

	
More than 50 lbs
	X
	
	

	LIFTING OVER SHOULDER:
	
	
	

	
Up to 20 lbs
	
	X
	

	
Up to 50 lbs
	X
	
	

	
More than 50 lbs
	X
	
	

	CARRYING:
	
	
	

	
Up to 20 lbs
	
	
	X

	
Up to 50 lbs
	X
	
	

	
More than 50 lbs
	X
	
	

	
	
	
	

	
	
	
	

	
	
	
	





	OTHER REQUIREMENTS
	OCCASIONAL
	FREQUENT
	DAILY

	ON-TIME ARRIVAL
	
	
	X

	REGULAR ATTENDANCE
	
	
	X

	SUMMON EMERG. HELP
	X
	
	

	APPLY CPR/FIRST AID
	X
	
	

	LEAD FIELD TRIPS
	
	
	

	COMMUNICATE DATA
	
	
	X

	PREPARE REPORTS
	X
	
	

	VISUAL ACUITY: Near
	
	
	X

	VISUAL ACUITY: Far
	
	
	X

	COLOR DISCRIMINATION
	
	
	X

	HEARING
	
	
	X

	SPEECH
	
	
	X

	MANUAL DEXTERITY
	
	
	X

	EYE/HAND COORD.
	
	
	X

	OUTDOOR DUTY
	
	
	X

	DRIVING
	X
	
	

	FLYING
	
	
	

	
	
	
	

	
	
	
	


	OPERATE MACHINERY
	OCCASIONAL
	FREQUENT
	DAILY

	TELEPHONE
	
	X
	

	FAX
	X
	
	

	COPIER
	X
	
	

	COMPUTER
	X
	
	

	PRINTER
	X
	
	

	CALCULATOR
	X
	
	

	OVERHEAD PROJ.
	
	
	

	AV EQUIPMENT
	
	
	

	OTHER (Please list)
	
	
	

	Substitute in Physical 

Education Class
	
	
	

	Substitute in Classroom
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