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MAINTENANCE SPECIALIST  

JOB DESCRIPTION 
 

Department:  Maintenance 

Supervisor:  Assistant Director of Operations 

Status:  Full-Time 

 
Under the direction of the Assistant Director of Operations, the Maintenance Specialist is 
responsible for the maintaining HVAC, electrical, plumbing, mechanical, and related systems 
throughout the campus. 
  
Founded in 1893, Ursuline Academy is an independent, Catholic, college preparatory school 
serving over 400 students per year across three divisions: Lower School, Middle School, and 
Upper School. Ursuline Academy is co-ed through fifth grade, and serves girls only in grades six 
through twelve. Part of a worldwide network of more than 105 schools, Ursuline Academy has 
been guided by the values and mission of the Ursuline Sisters. Committed to our mission of 
Serviam or “I will serve,” Ursuline has been a leader in education since 1893. 
 

SPECIFIC DUTIES: 

Direct Maintenance 

 Performs minor repairs of all buildings and equipment, and some aspects of major repairs 
under the supervision of a licensed contractor. 

 Performs troubleshooting, repairs and adjustments for minor equipment and structures, 
such as, doors, locks, cabinets, desks, lockers and closets and door hinges. 

 Assists with the renovation/remodeling of buildings; repairs plaster and drywall; paints 
building structures.  

 Replaces broken windows, and installs window and window blinds. 
 Installs electrical wiring and equipment; replaces and repairs wiring switches, outlets, 

plugs, cables, power circuits and appliances, as needed; and repairs lighting systems. 
 Repairs refrigeration equipment. 
 Repairs electrical locks and control panels to maintain building security. 
 Installs computer cable. 
 Performs basic carpentry work and repair of 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; maintains and monitors septic systems.  
 Responds to emergency maintenance requests, as required. 

 
 



 
Inspection and Monitoring 

 Performs preventive maintenance procedures on building mechanical equipment on a 
scheduled basis; inspects equipment and systems for unsafe conditions; replaces or 
repairs belts, checks fluid levels, replaces grease bearings, seals, filters on heating, 
ventilating and air conditioning units, etc. 

 Cleans and inspects boiler, treats water with proper chemicals. 
 Calibrates and repairs pneumatic systems. 
 Completes daily, weekly, and monthly checklists on building maintenance procedures, 

and maintains records of scheduled maintenance procedures. 
 Operates a computer which controls and monitors mechanical equipment and utility 

systems. 
 
Assistance in Overall Operations  

 Performs outside custodial duties, such as snow removal, as needed. 
 Assists with moving furniture and equipment at various facilities/sites to provide 

adequate preparations for events. 
 Performs other related duties as assigned for the purpose of ensuring the efficient and 

effective functioning of the work unit. 
 
Vehicle Maintenance 

 Maintains assigned vehicles, tools, and equipment ensuring availability in safe operating 
conditions. 

 
WORK ETHIC:  

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

 Maintains confidentiality at all times regarding the Ursuline community. 
 Attends all required meetings and events and is willing to perform all other duties as 

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

Catholic values and our founder St. Angela Merici. 
 Respects, cooperates, and maintains a positive attitude with colleagues (faculty and staff), 

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

 High School diploma. A minimum of 5 years’ experience in maintenance work. 
 Experience with HVAC systems. 
 Familiarity with fire alarm and sprinkler systems 
 Valid and current motor vehicle operator’s license. CDL license preferred. 
 Good interpersonal and communication skills, and ability to work in a team setting. 
 Ability to work under direct supervision, and follow verbal and written instruction. 
 Ability to multitask in a busy environment. 
 Ability to effectively use a variety of hand and power tools, read blueprints, and identify 

projects needed to be serviced by outside contractors.   
 OSHA 30-hour training card, or willingness to complete the training. 
 Must follow training in universal precautions. 

 
 



 
PHYSICAL DEMANDS: 

Work is performed indoors and outdoors environments.  The position requires frequent walking, 
standing, bending, climbing and lifting up to 75 pounds up to 50 yards as a regular part of the 
job.  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 high.  The employee may be exposed to moving 
equipment, extreme weather conditions, 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. 
 
TO APPLY:   

Interested candidates must submit the following materials by September 9, 2022:  

● Current resume  
● List of three references with name, phone number, and email address (References will not 

be contacted until mutual interest is established and only with the candidate’s 
permission)  

Please send all application materials under one cover to: uaemployment@ursuline.org. Include 
“Maintenance Specialist” in the subject line of the email.  
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