
St. Vincent de Paul Parish 
Superintendent of Buildings and Grounds 

 Job Description 

September, 2014 

 
GENERAL DUTIES:  

Implement programs and procedures to keep the church, undercroft, rectory and grounds clean, 

safe, and in good repair. Primary responsibilities include weekly cleaning and maintenance. 

Perform routine maintenance and minor repairs in the areas of painting, carpentry, plumbing, and 

electrical work. 

 

CONDITIONS OF EMPLOYMENT:  

 Must have a high school diploma or equivalent. 

 Must be able to lift 50 lbs. independently and heavier weights with assistance. 

 Must be able to stand, walk, stoop, reach, climb, bend and operate equipment for 

prolonged periods of time. 

 Must be available to respond in emergency situations (e.g. flooding, snow, heat or air 

conditioning failure). 

 Must have excellent communication skills and interpersonal skills to interact with 

parishioners, contractors, clergy, visitors, colleagues, etc.  

 Must have basic computer skills to correspond using email, enter data into the parish 

calendar, etc. 

 

Essential Functions 

 In consultation with Facilities Committee and Pastoral associate, keep a maintenance 

schedule to all buildings and facilities equipment.  Note: No changes to the grounds or 

buildings may be made without consent of Pastoral Team. 

 Perform cleaning and maintenance tasks such as waxing and buffing floors, vacuuming, 

dusting, sanitizing bathrooms, painting, emptying trash, changing filters and light bulbs, 

etc. 

 Perform grounds keeping tasks such as mowing grass, trimming hedges, removing snow 

and debris, etc. 

 Complete necessary repairs in church and rectory, prioritizing work orders according to 

parish needs.  

 Where necessary coordinate work with any hired contractors being sure to schedule 

approved work, meet workmen and help them gain access to the buildings as needed.  

 Oversee cleaning of rectory and church. 

 Prevent, report and correct to all potential safety hazards.  

 Report all facility issues that are not immediately repairable to the Pastoral Associate and 

Facilities Committee.  

 Develop preventative maintenance systems to ensure constant monitoring of HVAC, 

boiler, etc.  

 Work with Facilities Committee to support an environment that is clean, safe, and in 

good repair for parishioners, staff, and pastoral team. 



 Keep file of warranties and maintenance contracts for all equipment in church and 

rectory. 

 Schedule all maintenance contract work with appropriate party at appropriate times. 

 Set up and clean up rooms for meetings in the Rectory, Undercroft and Church when 

necessary. 

 Ensure general cleanliness of grounds around church and rectory. 

 Regular maintenance of equipment, such as the snow blower in winter and lawn mower in 

spring and summer  

 Maintain inventory of supplies and purchase appropriate materials to ensure ability to clean 

all areas of church and rectory.  

 Oversee and coordinate with volunteers the proper care of garden areas. 

 Schedule events and activities using the parish calendar and communicate with all necessary 

parties re: events/activities 

 Attend all meetings as needed (e.g. Staff  Meetings, Facilities Committee meetings) 

 

Perform other duties as assigned. 

 

 


