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State College Area School District

Physical Plant Office

Job Description – Grounds Supervisor – First Line

Reports to:

Director of Physical Plant

Supervises:

Groundskeepers, Mailman




Other temporary help as assigned

Job Goal:
To provide students and other building occupants with a safe attractive, comfortable, clean and efficient educational environment.

Essential Daily Duties:
1. Receives supply deliveries, posts inventory, and stores or delivers to buildings per custodial supply orders.

2. Moves furniture, equipment, and fixtures between various buildings and arranges set-ups as directed by the Director of Physical Plant.

3. Picks up and delivers supplies and equipment in the District according to work orders.

4. Picks up trash at various locations for proper disposal.

5. Assists in maintaining security for various athletic and community events.

6. Maintains supply rooms, workshop and job area in a clean, neat, and orderly condition.  Protects surrounding property from damage during the progression of work.

7. Plans, lays out, assigns and supervises work of grounds keepers and mailman.

a. Makes technical decisions to ensure work is performed correctly and efficiently.

b. Follows up on job progress to check the quality of work and adherence to work schedules.

8. Maintains an inventory of supplies and equipment.  Orders supplies, parts and equipment as needed according to prescribed procedures.

9. Ensures that properly operating equipment is available to complete work assignments.  Repairs, adjusts, and performs preventative maintenance programs for equipment.

10. Always ensures that safe working conditions prevail.

a. Ensures that all employees take proper safety measures when equipment and tools are being utilized.
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b. Maintains skill in utilizing such equipment.

11. Reports any unusual occurrences or circumstances to the Director of Physical Plant.

12. Prepares surfaces for painting, mixes and matches paints and other coverings, and applies according to work orders.

13. Directs energy conservation tasks as required.

14. Works with customers to obtain specific details for the job to be done, and makes minor adjustments of work orders and coordinates work to be completed with the building principal to minimize disruption of classes or related student activities.

a.  
Coordinates certain projects with other maintenance personnel to ensure timely completion.

15. Manages work orders, custodial orders and any other prescribed databases.

16. Reads and interprets drawings and layouts, and plans work in the proper sequence.

17. Arranges for and delivers new materials, equipment, etc. to the job site.

18. Advises the Director of Physical Plant on cost and time information for various projects, repairs required, methods of construction, and any associated problems.

19. Performs other related duties as assigned by the Director of Physical Plant.

Required Equipment Proficiency:
Must be able to operate the following pieces of equipment:

1. Lawn mowers and tractors.

2. Snow and leaf blowers.

3. Various hand tools.

4. Vehicles and snowplows.

5. Various landscape equipment including but not limited to chain saws, weed trimmers, and grading equipment.

6. Field liners.
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Essential Periodic Duties:
1. Evaluates performance, disciplines, assists in interviews of new employees, recommends hiring and firing of employees, schedules vacation and overtime, resolves employee complaints.

2. Supervises snow removal of District parking lots, driveways and sidewalks.

3. Maintains grounds, shrubs, and athletic fields through planting, fertilization, cutting, trimming, lining with paint, and the installation of necessary equipment for events.

4. Repairs asphalt, paved, and concrete areas as necessary.

The following are requirements representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Education and Experience:
1. Must have a high school diploma or GED.

2. Must have a driver’s license, CDL preferred.

3. Must have at least 2 to 4 years experience in logistical work.

Skills:
1. Ability to use hand tools, basic machine equipment and grounds machinery.

2. Must possess good verbal and written communication skills.

3. Ability to enter and retrieve information from a computer.

4. Ability to supervise other staff members.

5. Ability to communicate effectively with a wide variety of individuals and groups.
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Physical Demands:
While performing the duties of this job, the employee must stand, walk, or drive for most of the shift.  Occasional climbing, bending and stooping are required.  The employee is expected to lift up to 50 lbs.  Sufficient vision to see assigned tasks is required.

Work Environment:
The employee is expected to work outside in all kinds of weather.  The employee must occasionally work in hot, cold, dirty, wet and/or noisy areas.  The employee is required to clean bodily fluids.

During emergency situations (snow, flood, etc.), all physical plant employees will be considered essential employees.
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