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Facility Maintenance & Upkeep

1.

Order and maintain an adequate inventory of cleaning/maintenance equipment and
supplies;

Ensure all classrooms, hallways, restrooms, and other areas have been properly
cleaned and sanitized:;

Remove all unnecessary debris and trash when necessary; coordinate and monitor trash
removal schedule;

Ensure all restroom supplies (paper, soap, etc.) are fully stocked immediately prior to
lunch each day.

Arrange chairs and tables and other equipment as requested;
Ensure follow through of school recycling programs, as appropriate;

Monitor HVAC systems to ensure efficient performance; initiate corrective action when
appropriate;

8. Assemble, install, deliver, or move furniture and/or equipment as necessary,

10.
11.

12.

13.
14.

Safety

Clean, maintain, weed, and manicure all lawns, landscaping, and shrubs throughout
school property;

Ensure lots and walkways clear of snow and/or ice, including days, evenings, weekends,
snow days, holidays, etc.

Ensure building is properly heated/cooled, cleaned, and locked/unlocked, and ready for
all school activities;

Perform routine proactive maintenance as required, including changing light bulbs and
ballasts, repairing locks or other hardware; paint and plaster surfaces in disrepair,
perform minor plumbing, electrical and carpentry repairs, change batteries in smoke
detectors; etc.

Inspect the facility and grounds weekly, making recommendations for improvements;

Coordinate scheduled maintenance, including during winter break, spring break, and
summer vacation;

Identify and report safety and emergency repairs to the Chief Executive Officer. Report
any acts of vandalism and breakage;

Inspect school playground weekly, advising Chief Executive Officer of potential safety
concerns and performing routine maintenance to ensure student safety;

Be familiar with and support school leadership in the effective implementation of the
school’s Emergency Response Plan;

Respond to staff inquiries in a timely manner and provide accurate, reliable information;
communicate and respond to all potential safety concerns, as well as emergencies, and
provide hands-on assistance whenever and wherever conditions require;

Review and be familiar with the Material Safety Data Sheets (MSDS) and keep abreast
of changes.
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Core Competencies

Values and Integrity: Adheres to core values and beliefs during both good and tough times;
acts in line with those values; rewards the right values and disapproves of others; practices
what he/she preaches; is widely trusted; truthful individual; can present the unvarnished truth in
an appropriate and helpful manner; keeps confidences; doesn’t blame others for his/her own
mistakes or misrepresents him/herself for personal gain or protection.

Action Oriented: Enjoys working hard; is action oriented and full of energy for the things that
he/she sees as challenging; not fearful of action with little planning; seizes opportunities when
they arise; doesn’t hold back anything that needs to be said; does whatever it takes to get the
job done despite resistance. Pursues everything with energy and drive; rarely gives up before
finishing.

Approachability & Composure: Is easy to approach and talk to; builds rapport well. Is cool
under pressure; does not become cynical, moody or hostile when times are tough; is not
knocked off balance by the unexpected; is a settling influence in a crisis; takes unpopular stands
if necessary; faces difficult situations with guts and tenacity.

Knowledge: Has the functional and technical knowledge and skills to do the job at a high level
of accomplishment. Knowledgeable about how the organization functions; understands how to
get things done using both formal and informal channels; understands the origin and reasoning
behind key policies, practices, and procedures.

Managing & Measuring Work: Clearly assumes responsibility for tasks and decisions; monitors
process, progress, and results as required; delivers completed work-product both accurately
and timely; knows what to measure and how to measure it; can see opportunities for synergy
and integration where others can’t.

Setting Priorities and Problem Solving: Spends time on what’'s important; quickly zeros in on
the critical few and puts the trivial aside; can quickly sense what will help or hinder
accomplishing a goal; eliminates roadblocks; creates focus; solves problems with effective
solutions; probes all fruitful sources for answers; looks beyond the obvious and doesn’t stop at
the first answer.

Organizing: Can orchestrate multiple activities at once to accomplish a goal; uses resources
effectively and efficiently; arranges information and files in a useful manner; understands how to
separate and combine tasks into efficient work flow;

Commitment & Dedication: Can be counted on to exceed goals; pushes for results; is dedicated
to providing the highest quality service which meets the needs and requirements of both internal
and external customers; is committed to constant improvement; commitment to team success
evident in actions.

Customer Focus: Is dedicated to meeting the expectations and requirements of internal
(supervisor, co-worker, Board of Trustees) and external (students, parents) customers; gets
first-hand customer information and uses it for improvements in services; talks and acts with
customers in mind; establishes and maintains effective, positive relationships with customers
and gains trust and respect. Relates well with all kinds of people; builds effective relationships;
uses diplomacy & tact.

Technical Learning: Picks up on technical things quickly; can learn new skills and knowledge; is
good at learning new procedures, requirements, software applications, etc.
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Job Specifications

The following represents the qualifications that have been identified by the Board of Trustees of
the Bear Creek Community Charter School as to individuals serving in the role of
Custodian/Maintenance Technician.

The successful candidate should have at least one year experience in a maintenance position
and have a thorough knowledge of building cleaning and preventative maintenance practices.

Candidate must demonstrate the ability to:
®  Be consistent and reliable in arrival and attendance;

" Work on multiple projects and respond to requests and deadlines in an accurate, timely
manner;

" Be knowledgeable of safety regulations, proper methods for using and storing
chemicals. Thorough knowledge of cleaning operations, chemicals, and equipment;

" Possess effective interpersonal skills with the ability to interface diplomatically with
teachers, administrators, parents, students, support staff and outside professional
contacts;

®  Maintain an organized work environment;

®  Follow written and verbal directions; work and complete assignments with minimal
supervision;

"  Be proactive, exercising good judgment in prioritizing tasks and work as a team with
other members of the school staff;

"  Dress, look and conduct themselves in a professional manner at all times;
"  Make sound decisions within the parameters of authority;

"  Assists other personnel as may be required for the purpose of supporting them in the
completion of their work.

Special Requirements

Employee must be willing to work additional hours/overtime as requested; be available to work
on snow days, weekends, holidays and after-hours to address issues of inclement weather and
emergency situations that arise;

Employee must demonstrate the ability to safely and effectively use a motor vehicle, snow plow,
salt spreader, snow blower, snow shovel, and ice pick, among others.

Employee is required to obtain a state and federal criminal background check, along with
Pennsylvania child abuse clearance verification. This must be done within 30 days of hire with
results that are satisfactory to school leadership;

Employee must maintain a driving record that is clear of any motor vehicle violations, and
authorize Bear Creek Community Charter School to verify his/her driving record prior to hire, on
an annual basis, and on an intermittent basis as the need arises;

Employee must maintain a vehicle insurance policy at all times that meets Pennsylvania
statutory requirements.
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20.
21.

22.

23.
24.

25.

26.

27.

WORKING CONDITIONS & PHYSICAL EFFORT:

Lift objects weighing up to 20 pounds

Lift objects weighing 21 to 50 pounds

Lift objects weighing 51 to 100 pounds

Lift objects weighing more than 100 pounds
Carry objects weighing up to 20 pounds
Carry objects weighing 21 to 50 pounds
Carry objects weighing 51 to 100 pounds
Carry objects weighing 100 pounds or over
Standing up to one hour at a time

Standing up to two hours at a time

Standing for more than two hours at a time
Stooping and bending

Ability to reach and grasp objects

Manual dexterity or fine motor skills

Color vision, the ability to identify & distinguish colors
Ability to communicate orally

Ability to hear

Pushing or pulling carts or other such objects

Proofreading and checking documents for accuracy

Using a keyboard to enter and transform words or
data

Using a video display terminal

Working in a normal office environment with few
physical discomforts

Working in an area that is somewhat uncomfortable
due to drafts, noise, temperature variation, or other
conditions

Working in an area that is very uncomfortable due to
extreme temperature, noise levels, or other
conditions

Working with equipment or performing procedures
where carelessness would probably result in minor
cuts, bruises or muscle pulls

Operating automobile, vehicle or van

Other physical, mental or visual ability required by
the job
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To perform this job successfully, an individual must be able to satisfactorily fulfill the functional
roles described above. The requirements listed in this job profile are representative of the
knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable
individuals with disabilities to perform the essential functions.

This job description should not be construed to imply that these requirements are the exclusive
standards of the position. Incumbents may be required to follow any other instructions, and to
perform any other related duties, that may be required by their supervisor.

ACKNOWLEDGMENT

l, , have read and received a copy of this job description and
understand that a copy of this job description will become part of my personnel file.

Employee Signature Date
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