
CLASSIFIED MANAGEMENT 

Work 

Location 
Roseland School District Office 

Responsible 

To 
Superintendent 

Work Year 12 months Hours 
Full-time (8 hours per 

day) 

Salary 
Appropriate step on the Building and 

Grounds Director Salary Schedule 
Benefits 

Eligible for District 

Benefits 

 

DEFINITION: 
The Director of Buildings, Grounds, & Maintenance is responsible for the overall supervision of 

custodial, maintenance and grounds-keeping staff and supervising the general cleaning, 

maintenance, safety and security of all district classrooms, offices, building facilities, and 

grounds. The Director also orders supplies and materials, gets cost estimates and bids, oversees 

necessary repairs, and meets regularly with the superintendent to inform the superintendent 

regarding the status of buildings and grounds. 

RESPONSIBILITIES & DUTIES: 
Duties and responsibilities may include, but are not limited to the following: 

 Directs, supervises, trains and evaluates all custodial and maintenance staff. 

 Develops an annual budget for the district’s facility services operations. 

 Monitors and controls monthly expenses for facility services operations against budget 

plan.   

 Checks all classrooms, offices, and other building facilities periodically to make sure they 

are cleaned and maintained properly. 

 Responsible for all repairs and maintenance in the district, including electrical, plumbing, 

painting, carpentry, etc. 

 Schedules and conducts periodic safety checks of each school site, including offices, 

building facilities, playgrounds, equipment, etc.  Ensures fire safety inspections are 

documented annually and all findings are immediately resolved. 

 Ensures that all safety rules are followed and provides appropriate training for use of 

equipment, chemicals, etc., in compliance with all state and federal safety regulations. 

 Maintains Material Data Safety Sheets on all chemicals and products. 

 Responsible for ordering and purchasing all custodial and maintenance supplies. 

 Maintains inventory control system for equipment and supplies. Monitors school level 

expenses and inventory. 

 Responsible for the maintenance and documentation of district truck, lawn mowers, and 

other equipment. 

 Assists the superintendent in developing five year deferred maintenance plan. 

 Assists in getting cost estimates and bids when necessary and appropriate as per state 

regulations. 

 Assists in the planning, coordination and monitoring of construction and renovation when 

necessary and appropriate. 



 Plans and develops schedules of all work activities, projects and tasks for all custodial, 

maintenance, and grounds-keeping staff including summer maintenance projects. 

 Responsible for the timely approval and submission of leave requests for all custodial, 

maintenance and grounds-keeping staff. 

 Assists the superintendent or designee in employee relations issues related to custodial, 

maintenance, and grounds-keeping staff. 

 Attends management team meetings. 

 Works with independent contractors and consultants when necessary and appropriate. 

 Attends Board meetings when necessary. 

 Assists the superintendent in the hiring of new custodial, maintenance, and grounds-

keeping employees. 

 Makes deliveries between schools when necessary. 

 Monitors work requests and delegates work to appropriate person. 

 Takes leadership on the District Safety Committee and other district committees as 

assigned. 

 Works with custodial staff on district repair and renovation needs as necessary. 

 Ensures all maintenance staff members have currently required training and 

certifications. 

 Other duties and responsibilities as assigned by the superintendent. 

EDUCATION, EXPERIENCE AND OTHER QUALIFICATIONS: 

 High school diploma or equivalent. 

 Minimum 5 years recent experience in building, maintenance, custodial and grounds 

keeping with at least 2 years recent supervisory experience. 

 Possession of a valid California Driver’s license, provide DMV Driver’s License 

Information Report and evidence of appropriate automobile insurance based on DMV 

regulations.  This position requires frequent travel to the district’s school sites.    

 Knowledge, background and experience of all building trades, building construction and 

building and grounds maintenance. 

 Knowledge of modern cleaning methods, chemicals, tools, and equipment. 

 Knowledge of safe use and operation of equipment and chemicals used in janitorial and 

custodial work.  

 Ability to provide training in equipment and chemical use.  

 Ability to complete statistical and other reports/applications as mandated by law in the 

area of maintenance, operations, and safety programs.  

 Knowledge of computer use and current software programs. 

 Ability to develop job specifications for independent contractors. 

 Ability to estimate and determine needed supplies and equipment for specific repair and 

maintenance projects. Example: Electrical, plumbing, irrigation, carpentry, metal work, 

etc. 

 Ability to analyze situations accurately and adapt an effective course of action. 

 Ability to remain calm and patient in stressful situations. 

 Ability to communicate effectively in both oral and written forms. 

 Ability to troubleshoot maintenance problems and ability to perform necessary repairs 

and maintenance on buildings, fixtures, and equipment. 



 Ability to meet the physical requirements necessary to safely and effectively perform 

assigned duties. 

 Ability to establish and maintain effective work relationships with those contacted in the 

performance of required duties. 

 Ability to direct and supervise the work of others. 

 Maintain neat and clean personal appearance. 

PHYSICAL ABILITIES: 
Expectations for additional physical abilities include those required by the RESIG post offer-

preplacement medical screen. 

Continuously:  Standing, walking, neck bending, reaching below shoulder, lifting and carrying 

weights from 0-10 pounds up to 100 yards at a time 

Frequently:  Waist bending, neck twisting, waist twisting, pushing and pulling up to 500 pounds 

at a time to move large pieces of equipment or machinery on dolly or cart; lifting, carrying 

weights of 26-50 pounds up to 150 feet at a time; repetitive hand use, simple grasping, power 

grasping; hand and arm twisting and turning 

Occasionally:  Squatting, climbing, kneeling, reaching above shoulder, lifting and carrying 

weights of 11-25 pounds up to 150 feet at a time; lifting and carrying weights of 51-75 pounds 

up to 100 feet at a time; power grasping; fine manipulation  

Rarely:  Sitting, crawling 

OTHER JOB FACTORS: 
The following conditions are or may be present: 

 Operation of forklifts, tractors and other vehicles; working around and operation of 

power tools; walking on uneven ground and exposure to various temperatures and 

weather conditions when outdoors; exposure to noise and vibration from power 

equipment (earplugs and safety glasses are utilized); exposure to dust, contact cement 

fumes, sawdust, and paint thinner fumes; exposure to various road and traffic conditions 

in positions requiring driving between work sites; possible exposure to raw sewage when 

performing plumbing work; periodic work at heights up to 40 feet on ladder, scaffold, or 

roof and exposure to buildings in which a variety of chemical substances are used for 

cleaning, instruction and /or operation of equipment.  
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