Ministry Position Description

Asbury United Methodist Church

6612 Creedmoor Road     Raleigh, North Carolina   27613

Phone: (919) 847-2818 

Our Mission: To know God intimately, grow in a community of Christ followers,

 go and influence the world for Him.

                                Position Title
    


    Department
	Maintenance Supervisor


	Finance & Administration


Ministry Position Description

Maintaining the Asbury United Methodist Church campus (buildings and grounds) in an orderly and neat fashion, making repairs when needed and to communicate maintenance needs to the Trustees of Asbury United Methodist Church as well as the Business Administrator.

Reports To: 

Business Administrator
Responsibilities

· Communicate needs and concerns with the Business Administrator so that church building and grounds are maintained at all times.

· Perform maintenance work as necessary or required for example:

Plumbing: replace washers in faucets; replace toilet tank parts, open clogged sink drains and toilets, replace hot water heater elements and thermostats and caulk sinks.

Electrical: replace light bulbs in fixtures; replace frayed wires and broken plugs on appliances, replace exhaust fan motors in bathrooms, replace ballast’s and broken contacts in fluorescent fixtures, replace batteries and bulbs in emergency lights and exit signs, periodically test emergency lights and exit signs, program electronic and mechanical timers controlling exterior lights, trouble shoot tripped circuit breakers and call for service if necessary.

HVAC: replace filters in air handlers two times per year and/or as necessary, trouble shoot HVAC problems and call for service if necessary, replace batteries in and program electronic thermostats when necessary, maintain inventory of filters for air handlers.
Building Maintenance: replace water damaged ceiling tiles, repair minor sheet rock wall damage, interior painting, glue loose carpet base moldings, lubricate door locks and hinges, call locksmith when necessary, repair folding tables and chairs, maintain Asbury cleaning equipment in good working order, hang shelving, white board and cork strips on wall, other miscellaneous repair jobs.

· Recruit, train and manage a team of maintenance volunteers to assist with routine repairs and upkeep.

· Review and respond daily to on-line work orders promptly by priority utilizing Microsoft Outlook and Excel.
· Maintain and update the current list of service contractors utilized by Asbury.
· Supervise and schedule most contract repair work.

· Interface with evening cleaning service.  Relay concerns and requirements to cleaning service as necessary.  

· Perform minor set-up in regard to Asbury’s ongoing ministries as necessary.

· Coordinate custodial setups including Sunday worship, Church dinners, as well as weddings and other special events.

· Order and receive materials relating to maintenance including paper products, soap, light bulbs, and other materials.

· Perform minor clean-up duties when needed.

· Identify maintenance concerns that need action by Trustees.

· Coordinate fire extinguisher, smoke detector, range hood, and fire alarm system inspections.

· Unlock buildings and rooms as needed.

· Inspect rooms and restrooms each day for out of place items.

· Inspect Kitchen Freezer each day to ensure proper working conditions.

· Monitor and schedule Pest Control treatments and inspections.

· Other duties as delegated by the Business Administrator.

· Conduct monthly AED inspections and record results. 
· Conduct monthly exit and emergency light inspections and record results.

· Be aware of and adhere to, Asbury’s Safe Sanctuaries policy.

Qualifications:

· Excellent verbal and written communication skills.

· Ability to meet and deal tactfully and courteously with fellow employees and vendors/contractors

· Computer literate, knowledgeable of Microsoft Outlook and Excel

· Be able to make required repairs.

· Must be a highly organized self-starter

· Must be in agreement with the mission and strategy of Asbury United Methodist Church, which is to know God intimately, grow in a community of believers and go and influence the world for Him.
Physical Requirements of the Maintenance Supervisor Position

· Able to life and work off ladders up to 15 – 20 feet off the ground, including step and extension ladders.

· Ability to lift and carry 50 lbs. or more such as bags of salt, lifting chairs and tables.

· Experience operating and using hand tools and power tools such as drills and skill saws.

· Working in inclement weather when required, shoveling snow and spreading salt.

Time Commitment: 
Position is Part Time
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