
St. Gabriel Parish  
Job Description 

Maintenance Person @ East Campus 

(St. Joseph Church) 
 

 

Position:  Maintenance Person 

Supervisor:  Pastor/Bookkeeper 

Status:  Part Time, Non-Exempt 

I. General Description:  To inspect and maintain East Campus buildings and 

equipment and perform any basic repairs or preventative maintenance when required.  

This position also requires set up of tables and chairs and mopping/cleaning of floors 

when social hall/gym is used.  To do well in this role you should be flexible, have 

previous experience in maintenance, be highly skilled with various hand and power 

tools and be able to read repair manuals.   

 

II. Essential Duties & Responsibilities:   

All Buildings 
1. Check and repair all plumbing equipment in the building. 

2. Check and repair lighting and electrical:  switches, ballast, bulbs. 

3. Check and repair unit ventilators in offices, classrooms, social hall & church units above 

sacristies. 

4. Replace belts, motors and bearings as needed. 

5. Check and repair heaters in hallways and kitchen. 

6. Check and make sure all dispensers in restrooms are operating properly. 

7. Watch for ants, wasps, bees’ nests, etc. and take proper action, within guidelines of pest 

management. 

8. Check outside nightlights to make sure timer is operating properly. 

9. Check exit light fixtures; make repairs as required. 

10. Check emergency light fixtures; make repairs as required. 

11. Replace filter media in unit ventilators as needed & all filters in classrooms as needed. 

12. Clean heat registers in church and classroom areas every three months. 

13. Make sure stove and ovens are clean. 

14. Check and repair doors and windows. 

15. Install miscellaneous equipment as requested. 

16. Repair and paint desks, chairs, tables, cabinets, and cupboards as needed. 

17. Clean inside of classroom lighting fixtures every summer. 

18. If walls in rooms cannot be cleaned properly, paint during the summer. 

19. Remove covers from electrical lights.  Dust and vacuum then return covers. 

20. Keep basement clean and free from all flammable materials. 

21. Check sump pumps monthly or more often during heavy rains. 



22. Check eave troughs and downspouts to make sure they are clear and water is discharging 

away from the building. 

23. Keep garage clean and orderly. 

24. Check dehumidifiers. 

25. Clean and inspect all air conditioner units during cooling season. 

26. Install or remove insulation in air conditioning return air units depending on season. 

27. Check and repair sprinkler system as needed. 

. 

 

 Setting up for Events: 

   
1.  Set up tables and chairs for all church and school events.  

 

           

            Boiler Room: 

  
1. Check air compressor. 

2. Check boiler operation and water pressure in heating season. 

3. Check head tanks for proper level. 

4. Check heating hot water pumps in heating season. 

5. Check circulating pump and timers for proper operation. 

6. Check timers on all systems especially after power failure. 

7. Check sump pumps monthly. 

8. Keep boiler room clean.  Keep free from all flammable materials. 

9. If a given area is not functioning properly, investigate systems and solve problems. 

10. Inspect tunnels at least twice a year for problems, leaks, etc. 

 

 

Lawn Care: 

 
1. Trim every two weeks. 

2. Edge all sidewalks and parking lots as needed. 

3. Landscaped areas and lawn should be maintained weekly.   

4. Remove grass from sidewalks and parking lots with leaf blower as needed. 

5. Trim shrubs, bushes and trees as needed. 

 

 

 

III.  Accountability & Collaborative Relationships: 
1.  Direct report is to Pastor/Bookkeeper 

2.  Must develop collaborative and constructive relationships with other Staff and Principal 

of School. 

3. Must be able to cover in the absence of the Maintenance Person at West Campus. 

 

 

 



IV.  Working Conditions 
This position requires inside and outside work in varying weather conditions. While performing the 

duties of this job, the employee is required to stand, walk, talk, hear and use proper safety techniques 

in using tools and maintain logs required for snow/ice removal, etc.  May be required to lift up to 50 

pounds.  Some evening and weekend work may be necessary.  

 

  V.  Qualifications and Skills 
1. Ability to follow instructions. 

2. Knowledge of general building maintenance and repairs. 

3. Ability to use power tools and hand tools. 

4. Ability to manage time efficiently and be flexible. 

 

VI.  Time Requirement 
Approximately 20 hours per week for a 12-month period.  Extra time must be approved by the pastor. 

 

 

This position is accountable to perform these duties according to the Mission and Values of the 

employer and the policies and procedures outlined in the Catholic Diocese of Saginaw Employee 

Handbook 

 

 

JOB DESCRIPTION REVIEW AND ACCEPTANCE: 

 

I understand the job description and its requirements.  I understand that this is not an exhaustive list 

of job functions and that I am expected to complete all duties as assigned.  I understand the job 

functions may be altered by management without notice.  I understand that this job description in no 

way constitutes an employment agreement and that I am an at-will employee. 

 

SIGNATURES: 

 

* Employee’s signature after hire indicates acceptance of duties and responsibilities 

* Supervisor’s signature indicates assignment of duties, line of supervision 

 

 

Employee: ____________________________ Date:  ___________________________ 

 

Supervisor:  ___________________________ Date:  ___________________________ 

 

 


