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	PARISH:
	St. Michael the Archangel – Mt. Lebanon/Scott Township

	SITES:
	Formerly St. Bernard Parish (Mt. Lebanon) & Our Lady of Grace Parish (Scott Twp)

	
FLSA Status:

	☐  Exempt	☒  Non-Exempt

	JOB TITLE:
	Maintenance Worker

	NAME :
	Click here to enter text.	
	DATE:  Click here to enter a date.



	Pay Grade:
	Non-Exempt  
	Days/Week:
	Mon - Fri (Sat/Sun as necessary)
	
		
	
	

	Reports to:
	Maintenance Supervisor
	
	





Minimum Qualifications:  
	EDUCATION:
	High school degree or its equivalent.


	EXPERIENCE:
	Minimum of three (3) years’ experience in related field.


	KNOWLEDGE/SKILLS:
	· Successful completion of the Diocesan Safe Environment process;
· Understanding of varying maintenance best practices and procedures;
· Working knowledge and operation of standard tools, materials, methods and practices involved in building and grounds maintenance and repair.  Including, but not limited to, carpentry, plumbing, electrical, mechanical, painting, heating, air conditioning, HVAC controls, hardware and roofing;
· Ability to apply principle of logical thinking to a wide range of practical problems;
· Operation of power tools, maintenance equipment, routine construction and repair techniques;
· Knowledge of safety policy and procedures;
· Knowledge of grounds keeping and grounds equipment operation and minor repair;
· Ability to read and understand labels and instructions, particularly on the use and application of chemicals and products; 
· Knowledge of safe disposal of chemical liquids and other hazardous components;
· Must be a self-starter; well organized; perform multiple tasks simultaneously and work with a sense of urgency;
· Must possess the ability to manually move, lift, carry, pull or push heavy objects up to 50 pounds as necessary;  
· Must be able to stoop, bend, reach and climb ladders, lifts, scaffolds and other related equipment;
· Excellent interpersonal skills and familiarity with the Catholic Church as an organization;
· Must work effectively with and exercise courtesy to the Pastor/Administrator, staff, and parishioners;
· Ability to work collaboratively in a team environment and take direction;
· Ability to work with outside contractors for building repair and maintenance projects;
· Ability to complete jobs on a timely basis;
· Punctuality is a must at all times;
· Ability to prioritize and efficiently complete tasks with minimal supervision;
· Strong attention to detail and conscientiousness;
· Ability to work evenings and weekends;
· Ability to operate small truck or van;
· Ability to provide own transportation for job-related responsibilities;
· Possess a valid PA driver’s license;
· Proof of insurance that meets the minimum requirements of the Commonwealth of Pennsylvania;
· On-call availability for emergencies;
· Able to honor and maintain confidentiality;
· Able to work at both parish sites.


	SUMMARY OF JOB:
	To maintain and ensure the safe and proper maintenance of all church and parish buildings and grounds.  The responsibilities include, but are not limited to, providing maintenance and repair service to buildings, facilities and property including semi-skilled carpentry, plumbing, electrical, painting, grounds keeping, general cleaning, and other minor repair work.  On call for emergency response to the needs of the above parish locations.


	ROUTINE
DUTIES
AND
RESPONSIBILITIES:









	· Identify maintenance problems.
· Perform building maintenance and repair including plumbing, electrical, heating, carpentry, HVAC, grounds keeping, painting, general cleaning and other work not requiring a licensed professional.
· [bookmark: _GoBack]Operate equipment and machinery such as tractors, generators, boilers, air conditioners, locking devices, utility systems and power tools.
· Perform routine inspection, maintenance and minor repair of equipment.
· Perform routine inspection of all lighting, heating, and ventilation ensuring proper working order.
· Perform routine inspection of all plumbing systems and fixtures ensuring proper operation.  
· Perform ice/snow removal with grounds equipment.
· Perform grounds work which may include, mowing, trimming, pruning, raking, watering, and collecting and disposing of leaves and litter.
· Monitor and maintain inventory of equipment and supplies.
· Perform regular fire and safety testing ensuring compliance with general fire and safety standards.
· Perform and respond to routine inspection of buildings regarding security and existing conditions.
· Responsible for the opening/closing of any assigned parish buildings ensuring that all doors/windows are secured, lights are off, and safety lighting is functioning.
· Pickup and delivery of materials, articles, equipment, furniture and donations.
· Assist in setting up/tearing down tables and chairs and other equipment, as requested.
· Assist in clean-up for various events as requested.
· Move furniture, equipment, supplies, and tools as needed.
· Provide assistance to Pastor/Administrator parish staff, parishioners, and visitors as necessary.
· Notify Supervisor(s) of any damages/repairs and needed equipment repairs and/or replacements.


	











	Additional responsibilities as assigned.  
· Signing an Acknowledgement of this job description upon acceptance of an offer of, and as a condition to, employment providing that the employee has read, understands and agrees to the requirements set forth in the job description.
· Agreeing to and signing the standard Pastoral Conduct Manual and the attached document, containing what is commonly referred to as the Cardinal’s Clause, upon acceptance of an offer of, and as a condition to, employment with the Parish.
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