
Code: MC 
 

CUSTODIAL MAINTENANCE SUPERVISOR 

 

CUSTODIAN & MAINTENANCE COORDINATOR 

PARK COUNTY SCHOOL DISTRICT #16 

JOB DESCRIPTION 

 
REPORTS TO:   Superintendent 

 

WORK HOURS:   Established in conjunction with Superintendent 

 

QUALIFICATIONS: Knowledge of maintenance necessary for the upkeep of 

school buildings, grounds, skill in performing maintenance 

duties and supervisory ability. 

 Electrical, HVAC, boiler operations 

 Carpentry, plumbing, sprinkler systems, concrete, 

floor  

Care, custodial activities, excavation and landscaping 

 Possess a Wyoming Driver’s License and a CDL is 

desirable 

 HS education 

 Preferably lives in Meeteetse area. 

 Possess physical requirements necessary to perform 

duties. 

 

JOB SUMMARY:  Provide the supervision necessary to develop, organize and 

maintain a competent, skilled staff of custodians and to 

operate maintain and upgrade district facilities and grounds. 

     

 

DUTIES: 

 Responsible for the housekeeping necessary and the cleaning of all school district 

buildings. 

 

 Organize and coordinate the work flow of the custodial staff and modify as 

necessary. 

 Outline work to be accomplished and time frame for completion. 

 Identify problems and problem-solve collaboratively to solve them. 

 Maintain a current chart of work orders indicating priorities and progress of 

each. 

 Supervise part-time or seasonal employees. 

 



 Plan, evaluate and oversee the general upgrading f school facilities. 

 Become familiar with the general condition and repair of buildings and 

grounds. 

 Develop implement plans for the continual improvement of buildings and 

grounds. 

 Maintain blueprints on each building. 

 

 Oversee the maintenance of equipment and see that preventative maintenance is 

effectively carried out. 

 Maintain files on periodic maintenance of all major equipment, conforming 

with manufacturer’s recommendations. 

 Perform routine building and equipmen6t maintenance. 

 

 Assist in planning, laying out and designing of all remodeling projects. 

 

 Maintain current code books and determine the need for building permits for 

major projects. 

 Be responsible for building security. 

 

 In a timely fashion, order supplies, materials and equipment for custodial use. 

 

 Report immediately and conditions that would affect the safety or well being of 

students, parents, community members, or staff. 

 

 On a regular basis, supervise and evaluate all custodians. 

 

 Improve your work performance by attending workshops appropriate for the 

position. 

 

 Oversee and report on the acceptability of the work of outside contractors hired 

by the district. 

 

 Perform other duties as assigned by administration. 

 

 

Adoption Date: 05/20/2014 

 


