
Maintenance Coordinator Job Description  

Reports to: Pastor 

Summary of Responsibilities: 

Responsible for ensuring the safety, cleanliness and general maintenance of church grounds and 
buildings, including the Church, O’Connell Hall, and the Bullock Center, and the safety and general 
maintenance of the Rectory. 

Responsibilities: 

 Overall responsibility for maintenance of all parish buildings and grounds, including, but not 
limited to minor painting, floor cleaning, caulking, light fixture and furniture maintenance. 

 Maintain a weekly and seasonal maintenance schedule for all property, including but not limited 
to leaf and snow removal, fire alarm testing, gutter cleaning, mowing, seasonally adjust heating 
or cooling systems and lighting system. 

 Coordinate set-up, break-down and cleaning of facilities for meetings, social functions and 
parish activities, including Religious Education classes and outside groups. 

 Oversee ordering and stocking of supplies needed for cleaning and maintenance. 

 Serve as the parish liaison, by creating and maintain relationships with various maintenance 
vendors including, but not limited to, plumber, electrician, septic service, HVAC, snow 
removal/plowing, waste management, recycling, oil company, gas company, electric company, 
alarm company, carpenter and locksmith.  

 Ensure compliance with all safety codes. 

 Serving as a member of and working closely with Facilities Committee in planning for and 
executing property maintenance and repair. Participating in Facilities Committee meeting.  

 Hire and supervise high school and/or college students to work after school/weekend/school 
vacation/summer hours as needed to meet the maintenance needs and activity level of the 
parish. 

 Other duties as assigned. 

Basic Knowledge and Skills: 

 Have experience in cleaning and building/property maintenance with attention to detail. 

 Must have capacity for light labor involved in the moving of furniture and room set-up. Must be 
able to lift and carry up to 50 pounds without assistance and up to 140 pounds with assistance. 

 Must maintain a weekly schedule for cleaning, and in addition, be able to address immediate 
needs such as snow removal as dictated by the weather and needs of the parish. 

 Must have good supervision skills, strong communication and interpersonal skills and light 
carpentry skills and experience. 

Experience/Education: 

 Must have a high school diploma or equivalent 

 At least 1 year experience of related general repair experience required.   

 At least 1 year experience in area of property and/or building maintenance, professional 
cleaning and custodial work required. 

 Previous supervisory experience preferred. 

 



Hours: 

The Maintenance Coordinator is expected to work 15 hours per week, including occasional hours, as 
needed, during weekends. Will work with the Pastor to set a work schedule based on the level of parish 
activity on a weekly and seasonal basis. 


