Desc. 1400-0410

PLYMOUTH COMMUNI TY SCHOOL CORPORATI ON
JOB DESCRI PTI ON

JOBTITLE: Director of Maintenance

EXEMPT: Yes

SALARY LEVEL: Per Classified Policy — Classified Administration
LOCATION: Plymouth Community School Corp.
REPORTSTO: Assistant Superintendent

LENGTH OF WORK: 40 hour s/ week, plusextra hoursneeded — 12 months/ year

JOB GOALS: Directs, supervise personnel, and coor dinates activitiesfor the maintenance of the school
cor por ation buildings, grounds, and utility systems.

ESSENTIAL FUNCTIONS ncludethefollowing. Other dutiesmay be assigned.

1. Assumesresponsibility for the comprehensive overall planning and scheduling of maintenance,
repair, and custodial requirementsof thedistrict.

2. Organizesand implementsa program of preventive maintenance.
3. Overseestheoperation and repair of all air conditioning equipment.

4. Inspectsbuildingsand groundson aregular basisto determinethat high standards of
workmanship, cleanliness, safety and security are maintained.

5. Continually inspectsand supervisesthe operation of all heating systemsin the cor poration to ensure
a safe and comfortable environment for the staff and students.

6. Reviewsand, when appropriate, makesrecommendationsregarding therepair and replacement of
equipment in all buildings.

7. Conductsperiodicinspection of all school facilitiesto ensurethat all fire standar ds are met.

8. Overseesall groundwork, which includesathletic field preparation, cutting grassand shrubs, and
maintaining a neat and attractive overall appearance of all grounds.

9. When requested, supervises and inspects the improvement and renovation wor k performed by
outside contractors, and verifiesthat thetermsof all such contracts have been fulfilled before
authorizing final payment.

10. Assignswork orders, inspectsand assists maintenance staff in daily work schedule.

11. Recommendsand submitsquotesfor suppliesand equipment.

12. Obtainspricequotesand provides cost estimates of work to be completed in the corporation by staff
or outsideindependent contractors.

13. Assistsin recruitment, screening, assignment, transfer, promotion, demotion or dismissal of
operational and maintenance personnel.
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14. Coordinateswork schedules of maintenance personnel.
15. Coordinatesvacation schedulesfor departmental personnel.

16. Conductsa continuing program of staff training and personnel development in boiler maintenance,
A/C maintenance, and equipment maintenance usng manuals provided by manufacturer of
equipment, which has been installed in the corpor ation.

17. Worksto achieve a school district which meetsall of therequirements mandated by IOSHA and
AHERA.

18. Developsa system to deal with emergency repair problems.

19. Works cooper atively with school principalsto provide a safe and comfortable environment for
school children and staff.

20. When necessary, or ganizes and implementsan orientation program regarding proper and safe
oper ation and maintenance of school equipment and facilities.

21. Keepsabreast of latest trends, developmentsand productsin all areas of responsibility.

22. Assumesthedutiesasthe Designated Person for AHERA.

SUPERVISORY RESPONSIBILITIES
Directly supervi sesemployeesin the maintenance division. Carriesout supervisory responsibilitiesin
accor dance with the organization's policies and applicable laws. Responsibilitiesinclude interviewing,
hiring, and training employees; planning, assigning, and directing work; appraising performance;
rewar ding and disciplining employees; addressing complaints and resolving problems.

QUALIFICATION REQUIREMENTS
To perform thisjob successfully, an individual must be ableto perform each essential function
satisfactorily. Therequirementslisted below arerepresentative of the knowledge, skill, and/or ability
required. Reasonable accommodations may be madeto enableindividuals with disabilitiesto perform
the essential functions.

EDUCATION and/or EXPERIENCE:
High schoal diploma or general education degree (GED) plusvocational training; or oneto two
year s experience and/or training; or equivalent combination of education and experience.

CERTIFICATES, LICENSES, REGISTRATIONS:
Valid statedriver'slicense - operator permit
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LANGUAGE XILLS
Ability toread and inter pret documents such as safety rules, operating and maintenance
instructions, and procedure manuals. Ability towriteroutinereportsand correspondence.
Ability to speak effectively before School Board, Superintendent, School Administrators,
faculty, and the general public.

MATHEMATICAL KILL:
Ability to calculate figures and amounts such as discounts, interest, commissions, proportions,
per centages, ar e, circumference, and volume.

REASONING ABILITY:
Ability to solve practical problemsand deal with a variety of concrete variablesin situations
where only limited standar dization exists. Ability tointerpret avariety of instructions
furnished in written, oral, diagram, or schedule form.

OTHER SKILLSand ABILITIES:
Employee must maintain a positive r elationship with other staff, parents, and students.

PHYSICAL DEMANDS:
The physical demands described here arerepresentative of thosethat must be met by an employeeto
successfully perform the essential functionsof thisjob. Reasonable accommodations may be madeto
enableindividualswith disabilitiesto perform the essential functions.

While performing the duties of thisjob, the employeeisregularly required totalk or hear. The
employeefrequently isrequired to stand, walk, sit, use handsto finger, handle, or feel objects,
tools, or controls, reach with handsand arms, and taste or smell.

The employee must frequently lift and/or move up to 10 pounds, frequently lift and/ar move up
to 25 pounds, and occasionally lift and/or move up to 50 pounds. Specific vision abilities
required by thisjob include close vision, distancevision, color vision, peripheral vision, depth
perception, and the ability to adjust focus.

WORK ENVIRONMENT:
Thework environment characteristics described here arerepresentative of those an employee
encounter swhile performing the essential functions of thisjob. Reasonable accommodations may be
made to enableindividualswith disabilitiesto perfor m the essential functions.

While performing the duties of thisjob, the employee occasionally wor ks near moving
mechanical partsand in outside weather conditionsand is occasionally exposed to fumes or
airborne particlesand toxic or caustic chemicals.

Thenoiselevel in thework environment is usually moderateto loud.

TERMSOF EMPLOYMENT:
Twelvemonthsper year. Salary and benefitsas per Classified Policy.
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EVALUATION:
An evaluation will be done on the employee's performance after thefirst thirty daysand then on an
annual basis.

Revised 12/8/00
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