
1106 Pennsylvania Avenue | Wilmington, Delaware 19806 | 302.658.7158 | ursuline.org 

 
MAINTENANCE SPECIALIST  

JOB DESCRIPTION 
 

Department:  Facilities 

Supervisor:  Assistant Director of Operations 

Status:  Full-time 

 

The Maintenance Specialist is responsible for maintaining HVAC, electrical, plumbing, 

mechanical, and related systems throughout the campus.  

 

SPECIFIC DUTIES:  

Direct Maintenance 

 Performs minor repair of all buildings and equipment, including some aspects of major 

repairs and renovations under the supervision of licensed contractor.  

 Performs minor troubleshooting, repairs, and adjustments for minor equipment and 

structures such as locks, doors, cabinets, desks, windows, and lockers. 

 Changes filters on heating, ventilating, and air conditioning units. 

 Repairs and maintains structures such as floors, showers, sinks, walls, roofs, and carpet. 

 Performs basic carpentry work and repairs structures such as partitions, walls, doors, 

window frames, office furniture, and shelves. 

 Identifies and performs basic repairs of plumbing leaks or breaks; opens clogged lines and 

drains; replaces washers and other minor parts. 

 Performs basic electrical installation and repair work in wiring switches, outlets, plugs, 

cables, power circuits, and appliances; repairs lighting systems and inspects electrical 

systems for unsafe conditions. 

 Repairs plaster and drywall; paints building structures. 

 Repairs refrigeration equipment. 

 Maintains mechanical closets and storage areas in a neat and clean manner. 

 Maintains assigned vehicles ensuring their availability in a safe operating condition. 

 Responds to emergency maintenance requests as required. 

Inspection & Monitoring 

 Completes daily, weekly, and monthly checklists on building equipment maintenance 

procedures and maintains records of scheduled maintenance procedures. 



 

 Cleans and inspects boiler; treats water with proper chemicals. 

 Calibrates and repairs pneumatic systems. 

 Operates a computer which controls and monitors mechanical equipment and utility 

systems. 

 
Assistance in Overall Operations 

 Performs snow removal and salts walkways during inclement weather. 

 Performs custodial duties as required. 

 Assists in arranging furniture and equipment to provide adequate preparations for special 

events. 

 Performs other related duties as assigned for the purpose of ensuring the efficient and 

effective functioning of the school campus. 

 

COMPETENCIES NEEDED:  

The position requires possession of a current and valid motor vehicle operator's license with 

commercial driver’s license preferred.  The employee will understand and follow oral and written 

instruction and follow training in universal precautions. The position requires the effective use a 

variety of hand and power tools and the reading of blueprints.   

 

WORK ETHIC:  

 Works in a manner that promotes personal safety and the safety of the Ursuline 
Community. 

 Maintain confidentiality at all times regarding the Ursuline community. 
 Attend all required meetings and events and willing to perform all other duties as 

assigned. 
 Contribute by personal example to an atmosphere of faith commitment consistent with 

Catholic values and our founder St. Angela Merici. 
 Respect, cooperate, and maintain a positive attitude with colleagues (faculty and staff), 

students, parents, and alumnae, and exemplify the core values. 
 

REQUIREMENTS: 

 High School diploma 
 Minimum 5 years of experience in maintenance work 
 Experience with HVAC systems 
 Familiarity with fire alarm and sprinkler systems 
 OSHA 30-hour training card or willingness to complete the training 

 

PHYSICAL DEMANDS: 

Work is performed in indoor and outdoor environments. The position requires frequent walking, 

standing, sitting, bending, reaching, climbing, and lifting up to 40 pounds. Specific vision ability 

required including close, distance, peripheral vision, and ability to adjust focus. Reasonable 



 

accommodation may be made to enable individuals with disabilities to perform the essential 

functions. 

 
WORK ENVIRONMENT: 

The noise level in the work environment is moderate to high.  The employee may be exposed to 

moving equipment, toxic fumes, chemicals and infectious diseases. While performing the duties 

of this job the employee occasionally works in outside weather conditions exposed to extreme 

cold and or extreme heat. 

 

SALARY/BENEFITS: 

 Commensurate with experience and education 
 Generous benefits package offered 


