2/28/2018

St. Paul’s School for Girls

POSITION:

General Maintenance
REPORTS TO:  

Director of Facilities
STATUS:

Full-time, hourly, non-exempt position
SHIFT: 


8:30am – 5:00pm 

St. Paul’s School for Girls

St. Paul’s School for Girls is an independent, all girls’ college-preparatory school enrolling 425 students in grades five through twelve, founded in 1959, educating young women in the Episcopal tradition.  St. Paul’s Plus, a division of St. Paul’s School for Girls, is an educational childhood program for ages six weeks through Pre-K. St. Paul’s School for Girls educates hearts and minds in an inclusive community that is grounded in the Episcopal values of respect, integrity, and spiritual growth. We empower voice, nurture intellectual curiosity and creativity, and inspire confident leaders who serve in the world.
Position Description

Under the direction of the Director of Facilities, this position is responsible for carrying out the duties required to maintain the schools' buildings, grounds and equipment.  
Primary Responsibilities:

General Maintenance

· Helps to direct traffic at various intersections during carpool and sporting events

· Drives activity bus when needed

· Responds to daily routine work orders such as: changing light bulbs; repairing chairs, desks and lockers; replacing ceiling tiles, securing wall-mounted fixtures such as towel dispensers; replacing window and door blinds; snow removal, and ensuring all lights are out and buildings are secure at the end of the shift

· Coordinates tasks necessary for athletics and fields with Athletic Director and Director of Facilities such as lining of fields, mowing of grass and athletic games set up

· Assist with Event set ups and breakdowns

· Other duties as assigned
Key Qualifications: 

· High school diploma or GED is desirable. 

· 1 year of experience is preferred.

· Landscaping experience a plus.

· Strong interpersonal, communication, technology, and organizational skills 
· Demonstrated professionalism: ability to meet deadlines, lead initiatives, be proactive and flexible, and communicate effectively with all constituencies of school community

Physical Requirements

While performing the duties of this job, the individual must be able to walk, bend, stoop, twist, climb and life up to 50 pounds.  
Full time employees are eligible to participate in SPSG’s comprehensive benefits program which includes, but is not limited to, medical, dental, vision, disability and 403(b).  Other supplemental benefits include free lunch, fitness center and tuition remission. 
Interested candidates can send their cover letter, resume and list of references to Shannon Duckett, Human Resources Director, at sduckett@spsfg.org.  SPSG is an equal opportunity employer.  

