
BEMUS POINT UNITED METHODIST CHURCH 
  

JOB DESCRIPTION 
2017 

_______________________________________________________________________  

Job Title:  Building & Grounds Manager   Non-Exempt 
Hourly:  20 hours/wk        

Direct Supervisor:  Co-Lead Pastor 
_______________________________________________________________________ 

   
POSITION SUMMARY 

Under the direct supervision of the Co-Lead Pastor, the Building & Grounds Manager supports 
the mission, vision, and values of the Bemus Point United Methodist Church.  

The Building & Grounds Manager plans, directs, and oversees building maintenance (routine and 
preventative), grounds maintenance, security, and safety functions for all church owned property 
and assets including the Bemus Point United Methodist Church, Parsonage, Flip Side and church 
owned vehicles; responds to all work requests and maintenance inquires in a timely manner; 
develops and maintains an in-depth knowledge of church operations including congregational and 
community activities as they relate to utilization of church owned facilities, grounds and vehicles. 

Essential Functions 

1. Develops and and implements a comprehensive plan of building and grounds 
maintenance 

2. Conducts routine inspections, and preventative and remedial maintenance of 
furniture, maintenance equipment, lawn and snow removal equipment, building 
surfaces, electrical systems, HVAC, plumbing, etc. 

3. Regularly enlists volunteers from the congregation, delegates responsibilities, and 
coordinates their work in various areas around the church 

4. Monitors church owned vehicles for proper working condition and routine 
maintenance in coordination with other BPUMC staff 

5. Performs routine floor maintenance such as, but not limited to, stripping, waxing, 
buffing, and carpet and tile cleaning 

6. Takes recycling to the landfill and inspects garbage dumpsters for regular and 
routine disposal 

7. Meets routinely and works with the Coordinator of Office Administration and 
Cleaner to coordinate building use schedule 
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8. Maintains accurate maintenance and inspection records 
9. Attends all Trustee meetings  
10. Coordinates with Trustees regarding building safety audits and ensures 

compliance with safety codes and procedures 
11. Coordinates outside vendor services including but not limited to routine pest 

control, snow removal, lawn and landscaping services, painting, roofing, complex 
mechanical, electrical, and plumbing services, etc. 

12. Serves as the on-site project manager for minor renovation and restoration 
projects 

13. Secures the church building after services on Sunday and other times throughout 
the week.   

14. Does general repairs and maintenance 
15. Does custodial work as needed 
16. Provides a weekly work log and work status checklist to supervisor 
17. Exhibits regular and predictable attendance and punctuality 

QUALIFICATIONS/SKILLS & KNOWLEDGE REQUIREMENTS 

To perform this job successfully, an individual must be able to perform each essential 
function satisfactorily.  The requirements below are representative of the knowledge, skill 
and/or ability required.  Reasonable accommodations may be made to enable individuals 
with a disability to perform the essential functions. 

Prefer two (2) years of recent experience in a commercial or public building and a High 
School Diploma or GED. Experience should include demonstrated general knowledge of 
HVAC, electrical, plumbing, carpentry and general repair. 

1. Ability to communicate both verbally and in writing 
2. Ability to organize, motivate, and supervise volunteers 
3. Time management skills 
4. Ability to work both independently and collaboratively in an environment with 

frequently changing priorities 
5. Ability to make decisions and follow through 
6. Attention to detail and ability to establish priorities and meet deadlines 
7. Willingness to work cooperatively as a team with the pastors and staff and to 

unwaveringly support others’ ministry here at BPUMC 

PHYSICAL DEMANDS 

While performing the duties of this position, the incumbent is regularly required to stand, 
sit, walk, talk, hear, and see.  Frequent and repeated use of hands and fingers is required.  
The position requires the incumbent to bend, stoop, and lift up to 100 lbs. May be 
required to work in confined spaces and on ladders/scaffolding. Specific vision abilities 
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required by this position include close vision, distance vision, and the ability to adjust 
vision focus.  The noise level in the work environment is mild to moderate.    

GENERAL INFORMATION 

The above statements are intended to describe the general nature and level of work being 
performed by individuals assigned to this position.  They are not intended to be an 
exhaustive list of all duties, responsibilities, and skills required of personnel so classified. 

______________________________________________________________________________  

Applicants should submit a resume by February 17 to applybpumc@gmail.com.   
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