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ALEXANDER CITY SCHOOLS
JOB DESCRIPTION

JOB TITLE:  Maintenance Supervisor
REPORTS TO:  Superintendent

SUPERVISES:
All maintenance staff

QUALIFICATIONS:

1. Five (5) years experience in maintenance or related maintenance field.
2. Two (2) years supervisory experience preferred.

3. High School Diploma or GED

KNOWLEDGE, SKILLS AND ABILITIES:

1. Working knowledge of blueprints and electrical, HVAC, plumbing, carpentry, concrete and painting trades. 
2. Basic computer skills.
3. Skill in reading, interpreting and applying information in technical manuals and other documents. 
4. Ability to delegate and monitor assignments. 
5. Ability to work cooperatively with others. 
6. Ability to troubleshoot problems and implement corrective actions. 
7. Leadership skills necessary to direct the work of a maintenance team.

JOB GOAL:

To assure that all maintenance jobs are completed in a timely, safe and responsible manner.

PERFORMANCE RESPONSIBILITIES:

1. Assign jobs to specific personnel and provide coordination among maintenance functions.

2. Ensure that safety practices are followed and maintain records documenting safety efforts.

3. Assist in all work areas when and where needed.

4. Perform energy management setup changes.

5. Provide advisory assistance in regard to equipment and facility needs and conditions.

6. Supervise and train the maintenance personnel for maximum productivity.

7. Inspect all schools on a regular basis to ensure a safe and desirable condition for learning.
8. Maintain all equipment manuals, equipment warranties, and tool inventories.
9. Review work orders to ensure proper documentation.
10. Establish and evaluate the preventive maintenance program.
11. Develop and update site plans showing utilities that serve the schools or are on School Board property.

12. Direct employees in the use of safety equipment and procedures.

13. Assist administrative personnel in the development of long-range facility goals.

14. Participate in assigned training programs offered to increase skill and proficiency related to assignment.
15. Communicate effectively with students, parents, staff and administrators.
16. Conduct annual performance appraisals, and make appropriate employment recommendations.

17. Prepare all required reports and maintain all appropriate records.

18. Perform other tasks consistent with the goals and objectives of this position.

PHYSICAL REQUIREMENTS:
Frequent lifting of 50 lbs. or more
TERMS OF EMPLOYMENT:
Salary and benefits shall be paid consistent with the system's approved compensation plan. Length of the work year and hours of employment shall be those established by the system.

EVALUATION:
Performance of this job will be evaluated in accordance with provisions of the Board's policy on evaluation of personnel.

It  is the policy of the Alexander City Board of Education that no person shall, on the grounds of race, color, disability, sex, religion, creed, nationality, origin, or age be excluded from participation in, be denied the benefits of, or be subjected to discrimination under program, activity, or employment.  
Signature: ______________________________________________ Date: _________________
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