
 
Title: Buildings & Grounds Maintenance Supervisor 
 
Purpose and Scope 
 

Under the direct supervision of the Pastor, this position supports the parish and 
assumes the responsibility for the safety, maintenance, cleaning, and upkeep of 
the parish buildings, grounds, furnishings, tools, equipment and vehicle. 
Coordinates the work of the maintenance department and work as a contributing 
member of the team. Performs skilled and semi-skilled building maintenance and 
repairs, including, but not limited to carpentry, plumbing and minor electrical 
work. Additionally, this person will oversee setup and tear down of arrangements 
for Parish events. 
 

The Building & Grounds Maintenance Supervisor has a clear understanding of 
acceptable business practices in relationship to Church teachings and has the 
ability to collaborate with and support the Pastor, parish staff and parishioners.   
 
Essential Job Functions 
 

 Manages and performs all work related to the maintenance of parish 
buildings including but not limited to HVAC, plumbing, electrical, custodial 
and security of the parish. Also maintains accurate records of 
maintenance repairs.  

 

 Works with Business Manager and Pastor to report problems, solutions, 
and costs associated.  

 

 Supervises the maintenance staff by assigning routine work and special 
projects necessary to maintain the parish grounds and equipment in 
optimal operating condition. Screens personnel for positions, performs 
work performance reviews. Approves any/all work order requests 
submitted by subordinates. 

 

 Maintains kitchen equipment in good condition inspecting it periodically 
and arranging for repairs as required.  

 

 Supports all events scheduled within the parish grounds; room set-up, 
take down and restoration of room. Provides necessary maintenance 
support during events to ensure trash is emptied as needed as well as 
cleaning and replenishing bathrooms. 
 

 

 Oversees daily cleaning and maintenance activities for the exterior 
grounds. Walks the property periodically with the maintenance worker to 
identify needed repair, landscaping and clean-up activities. Purchases and 
coordinates the planting of perennial foliage as required, presenting a 
pleasing appearance. 

 



 Oversees the daily activities involved with the maintenance and 
appearance of all building interiors. This includes cleaning of the church 
and hall after every scheduled activity as well as the restoration of chairs, 
tables and general appearance of each and every classroom or other 
space utilized by a group for a scheduled activity. It also includes the 
planning and execution of any needed repair, painting or other 
maintenance to ensure the buildings maintain a “like new” appearance 
and operational capability. 

 

 In addition to interior cleaning, identifies needed work on the external 
grounds and ensures that it is performed by the maintenance staff. 

 

 Develops and administers the maintenance budget for the parish ensuring 
that regular, recurring work as well as special project costs are 
appropriately planned and managed. 

 
Additional Job Functions 
 

 Promotes a positive team attitude with employees and volunteers. 
 

 Keeps buildings safe by making sure they meet building code 
requirements. 

 

 Supervises contractors and vendors as they relate to maintenance. 
 

 Develops and maintains a relationship with all contractors and vendors 
ensuring efficient facility operations. 

 
 File all accident reports and fax the report to Catholic Mutual. 

 
 Attends staff meetings. 

 

 Adheres to all Diocesan policies. 
 
Knowledge, Skills and Abilities Required 
 

 Must have good interpersonal skills and familiarity with the Church as an 
organization. Must work effectively with and collaborate with the Pastor, 
parishioners, parish staff, and parish committees.  

 

 Must have initiative, creativity, and sensitivity to the needs of people. Must 
be able to identify and address any items requiring attention from a 
maintenance viewpoint. 

 

 Must have an in depth understanding of the facilities and operating 
systems. 

 

 Must work both outside and inside performing manual tasks with frequent 
interruptions. Must be able to work with a wide variety of personalities in a 
sensitive manner. 



 

 Ability to execute projects systematically. 
 

 Skilled at using standard tools, materials, methods and practices involved 
in building and grounds maintenance and repair; including but not limited 
to carpentry, plumbing, electrical, mechanical, lighting and painting. 
 

 Working knowledge of safe work practices. 
 

 Ability to lift, move and use ladders, lifts, scaffolds and other related 
equipment up to 50 pounds. 

 

 Maintains strict confidentiality in all matters. 
 

 Ability to be available for emergencies as needed. 
 
Minimum Qualifications 
 

 Minimum of 3 years experience in facilities management and supervising 
of others. 

 

 Diocesan employment requirements must be met. 
 

 Good organizational and communication skills. 
 

Comments 

This position is full time and non-exempt.  Must have a valid Arizona 
driver’s license and have own transportation.  Employee is subject to the 
personnel policies of the Diocese of Phoenix for parish personnel. 

 


