
JOB DESCRIPTION 
Puyallup School District 

Exempt Level 3 
 
 

MAINTENANCE SUPERVISOR 
 

 
Purpose Statement 
The  purpose of this position is to mentor and  evaluate maintenance foreman; maintain an attractive, 
sanitary and safe facility for students, staff and public; provide equipment; identifying, monitoring, and 
tracking deferred routine maintenance within the district; ensuring safe and efficient completion of 
required maintenance work; maintaining district facilities in safe operating condition; and ensuring the 
ability to respond effectively to meet district needs. 

 
Essential Functions: 

 Analyzes maintenance project needs for the purpose of maintaining district facilities in a safe, 
operating condition. 

 Coordinates annual and miscellaneous contracts for the facilities department for the purpose of 
ensuring both fiscal and contractual accountability. 

 Develops and maintains a variety of programs (e.g., equipment inventory, maintenance, replacement, 
materials, supplies standardization, etc.) for the purpose of ensuring the availability of items required 
to properly maintain facilities 

 Maintains the district’s energy use and utilities tracking database; acts as point of contact for various 
utility representatives as well as district staff, for the purpose of providing accurate and current 
information with which to base utility budgeting and resource conservation decisions.  

 Manages the facilities department technology (network) computerized maintenance management 
system for the purpose of ensuring facility work requests are documented, completed, and tracked in a 
timely manner and in support of all work of the facilities department. 

 Oversees the district’s preventative maintenance program; develops computer applications; conducts 
inventories and maintains equipment records; enters data and maintains data accuracy; for the purpose 
of ensuring proper record keeping and accountability. 

 Prepares documents (e.g., works orders, daily/weekly/monthly maintenance schedules for equipment, 
building evaluations, MSDS records, and other reports) for the purpose of providing written support 
and/or conveying information. 

 Processes and maintains designated budget records and purchase orders; monitors expenditures; 
prepares reports as necessary for the purpose of providing fiscal accountability. 

 Performs building inspections and assessments for the purpose of identifying and providing cost 
estimates of deferred routine maintenance, capital, and program enhancement work within the district.  

 Reviews maintenance work assessments to determine the scope of work for projects, estimates 
completion times, and determines associated costs and materials/supplies for the purpose of 
responding to the requests/needs of district buildings and staff.  

 Supervises the Maintenance Division when the Administrator is unavailable, for the purpose of 
providing continuous and consistent Division leadership. 

 Schedules Utility Crew visits and works with site staff for the purpose of efficient and effective use of 
Utility Crew time as well as optimum customer satisfaction. 

 Supervises small capital projects, as assigned, for the purpose of ensuring project completion within 
given time constraints, allocated budget and adherence to public works contracting regulations. 

 Directs and evaluates personnel as assigned (e.g., foreman, special projects groups, etc.) for the 



purpose of maximizing the efficiency of the work force and meeting shift requirements 
 Inspects for the purpose of ensuring that established standards are being met and that all deviations 

are eliminated 
 Performs functions of other positions within area of responsibility for the purpose of ensuring 

adequate coverage of operations 
 Prepares documentation for the purpose of providing written support and/or conveying 

information 
 Researches various information required in the preparation of reports for the purpose of meeting 

deadlines in compliance with state, federal, and/or administrative guidelines 
 Creates and maintains a training program for the purpose of continuously developing 

professional trade and safety awareness skills among assigned personnel 
 Plans and participates in meetings as assigned for the purpose of conveying and/or receiving 

information. Creates and maintains meeting agendas based on the direction of the administrator. 
 

Other Job Functions: 
 Assists other personnel as required for the purpose of ensuring an efficient and effective work 

environment  
 Conducts training for the purpose of providing information on proper procedures for minor 

maintenance of related building equipment. 
 Coordinates the disposition of environmental waste in accordance with Federal, State, and local 

regulations, for the purpose of ensuring regulatory compliance. 
 Monitors maintenance work activities for the purpose of ensuring buildings are ready for staff/student 

occupancy. 
 Oversees the facilities department records, plans, and O & M manuals for the purpose of ensuring 

accountability and availability of these records. 
 Provides technical support, assistance, and training to facilities staff for the purpose of providing 

technical information.  
 Prepares maintenance manuals detailing inspection, adjustment, repair, and replacement work 

procedures, for the purpose of providing preventive and scheduled maintenance to District equipment.  
 

Minimum Qualifications: 
Education Required:  
High School Diploma or equivalent. Demonstrated journeyman level experience and education in general 
construction and/or multi-craft fields.  

 
Experience Required:  
Five years recent, successful, working experience in private enterprise or government agencies in an 
increasing responsible facilities maintenance and operation, commercial, or construction management. 
Knowledge of equipment and repairs, including purchasing and record keeping. Project planning and 
public works contracting experience desirable. Demonstrated leadership skills. 

 
Job Requirements: Minimum Qualifications 

Skills, Knowledge, and Abilities 
SKILLS to communicate effectively and when necessary, to supervise others; operate equipment in safe 
manner; perform basic math calculations; maintain inventory; use standard office equipment including 
computer hardware and software; knowledge and ability to work with District Technology Support 
Center in managing Facilities Department Technology; demonstrated experience in the operation and 
maintenance of computerized maintenance management systems; ability to make effective decisions.  
Demonstrated ability to read blueprints. Demonstrated ability to provide estimates related to 



maintenance work requests and small public works contracts. 
 
KNOWLEDGE of Federal, State, and Local codes; District and departmental policies and procedures; 
safe work practices; methods and use of materials, tools and equipment used in related trades. 
 
ABILITY to stand and walk for prolonged periods, demonstrated computer competency, coordinate 
various job assignments, provide direction to others, problem solve, train others, understand and carry 
out oral and written instructions, work with minimal supervision, establish priorities, adjust to flexible 
assignments with short notice, effectively communicate with others, establish, and maintain cooperative 
work relationships. Significant physical abilities include lifting, carrying, pushing, pulling, climbing, 
balancing, stooping, kneeling, crouching, reaching, handling, fingering, grasping, ordinary talking, 
ordinary hearing, near/far visual acuity, depth perception, and field of vision. 
 
Responsibility 
Responsibilities include working under limited supervision using standardized practices and/or methods; 
directing other persons within a small work unit; and monitoring budget expenditures. Utilization of 
significant resources from other work units is routinely required to perform the job's functions. There is a 
continual opportunity to impact the Organization’s services. 

 

Working Environment 
The usual and customary methods of performing the job's functions require the following physical 
demands: some lifting, carrying, pushing, and/or pulling; some climbing and balancing; and some fine 
finger dexterity. Generally, the job requires 34% sitting, 33% walking, and 33% standing. The job is 
performed under a generally hazard free environment. 
 
 
Licenses/Special Requirements: 
Valid Washington State Driver’s License and evidence of insurability. 
 Criminal Justice Fingerprint Clearance.  
 Management/Leadership Training Certification desirable. 

 
 

 

 

 


