	Ware County School System

Job Description

Classified Personnel

	Site:
	Schools


	Position Title:
	Groundskeeper

	Reports To:
	Asst Director of Grounds

	Work Year:
	10 months

	FLSA Status:
	 FORMCHECKBOX 
 Exempt
	 FORMCHECKBOX 
 Non-Exempt

	Primary Function:
	Under general supervision, assists in the grounds maintenance and landscaping functions at facilities of the school system to improve appearance.  Work involves the responsibility for safe efficient operation of motorized equipment such as mowers, edgers, and other types of power equipment.  Employee must exercise independent judgment and initiative in performing assigned duties.  Reports to the Assistant Director of Grounds items which need attention

	Qualifications:
	     

	 FORMCHECKBOX 

	Educational Level: 
	High School Diploma or its equivalency is preferred; and some experience in landscape work and in the operation of a variety of motorized equipment; or any equivalent combination of training and experience which provides the required skills, knowledge and abilities.
	
	

	 FORMCHECKBOX 

	Certification/Licensing: 
	Must have a valid GA driver's license and maintain a safe driving record
	
	

	 FORMCHECKBOX 

	Proficiency Skills: 
	Ability to work outside in undesirable temperatures and carry heavy objects.  Some knowledge of shrubs, trees, grass and their care.  Able to assume responsibility and follow both written and oral instructions.  Must be able to read and understand equipment manuals, warnings and symbols.  Ability to work well with others.  
	
	

	 FORMCHECKBOX 

	Personal Skills: 
	Requires the ability of speaking and/or signaling people to convey or exchange information.  Includes receiving instructions, assignments or directions from supervisors. Requires the ability to read a variety of correspondence, work orders, etc. Requires the ability to prepare correspondence, time sheets, etc., using prescribed formats.  Requires the ability to speak with people with poise, voice control and confidence.  Requires the ability to apply common sense understanding to carry out detailed but uninvolved written or oral instructions; to deal with problems having a few concrete variables.
	
	

	 FORMCHECKBOX 

	Physical Skills: 
	Must be physcially able to operate a variety of equipment including backhoes, bobcats, graders, weed eaters, edgers, blowers, hedge clippers, chain saws, shovels, rakes etc.  Must be able to operate a motor vehicle.  Must be able to exert up to 150 pounds of force occasionally, and/or up to 75 pounds of force frequently, and/or 25 pounds of force constantly to move objects.
	
	

	Essential Duties:
	
	

	1.
	Maintains a pattern of prompt and regular attendance.  

	2.
	Demonstrates appropriate communication skills as applicable for the job.

	3.
	Acts in a professional manner and maintains a professional attitude towards the public and colleagues and exhibits the fundamentals of good public/customer service.

	4.
	Participates in appropriate training, workshops and staff development activities and applies what is learned to the job; accepts new challenges in a professional manner.

	5.
	Shows initiative and assumes responsibility for all aspects of job responsibilities.

	6.
	Performs routine duties and tasks with little or no direct supervision.

	7.
	Limits personal business and phone calls to a minimum during work hours.

	8.
	Treats all individuals, including students, coworkers, parents, and the public with dignity, respect, and courteousness.

	9.
	Complies with school, system, state, and federal regulations and policies including the PSC Code of Ethics, as related to job requirements.

	10.
	Maintains confidentiality of sensitive information and materials.

	11.
	Maintains a professional appearance as appropriate for job responsibilities.

	12.
	Exhibits time on task, a flexible, cooperative and hard-working attitude.

	13.
	Takes direction and guidance from supervisors in a cooperative manner.

	14.
	Assists in ground maintenance and landscaping functions such as fencing, asphalt and concrete repair, grass mowing, debris cleanup and removal, tree removal, pruning, etc.

	15.
	Maintains the grounds, grass, shrubbery, trees, walkways, steps and retaining wall of all school properties.

	16.
	Operates mowers, trucks, edgers, trailers and other hand tools and hand powered equipment while landscaping.

	17.
	Request, maintain and is repsonbile for the inventory and accountability of material, tools, repair parts and equipment assigned and is issued for use.

	18.
	Inventory all tools and equipment and submit results to the Coordinator of Pupil Transportation.

	19.
	Responsible for having a general working knowledge of the department's work order system and the document flow associated with that system.

	20.
	Must have general knowledge of all department operating procedures to include but not limited to:  the work order procedures, credit card procedures,and other departmental procedures developed and implemented.

	21.
	Inspects areas to be mowed and remove debris from the path of the mower.  Be aware of exposed pipes and sprinkler heads.  Move and trim grass using gasoline engine powered equipment.

	22.
	Use backpack blowers, brooms, rakes, shovels and other tools to remove excess leaves and grass from lawns, walks and driveways.

	23.
	Move grounds maintenance equipment to work site and mow area according to schedule with emphasis on safety.

	24.
	Complete all projects in a competent workman ike  manner and ensure proper recording ot time and materials.

	25.
	Trim trees, clean fence olines and remove trash and debris.

	26.
	Maintain equipment in satsifactory condition.

	27.
	Operate Ware Board owned vehicles in a safe manner and assume responsibility for all supplies and equipment on the vehicle.

	28.
	Participate in training programs to increase skills and proficiency related to the assignments.

	29.
	Ensure adherence to good safety procedures.

	30.
	Follow federal and state laws, as well as Board policies.

	31.
	     

	32.
	     

	33.
	     

	34.
	     

	35.
	     

	36.
	     

	37.
	     

	38.
	     

	
	Important Notes

ESSENTIAL DUTIES

Job descriptions are designed and intended only to summarize the essential duties, responsibilities, qualifications, and requirements for the purpose of clarifying the general nature and scope of a position’s role as part of the overall organization.  Job descriptions do not list all tasks an employee might be expected to perform, and they do not limit the right of the employer/supervisor to assign additional tasks or otherwise to modify duties to be performed—even if seemingly unrelated to the basic job.  Every employee has a duty to perform all assigned tasks.  (An employee who is a assigned a duty or task believed to be unlawful should report the assignment to the Assistant Superintendent of Personnel Management).  It should also be noted the order of performance responsibilities as listed in the job description is not designed or intended to rank duties in any order of importance relative to each other.

QUALIFICATIONS

In filling a vacant position, preferred or required credentials regarding education, training, experience, and other bona fide occupational qualifications may be established.  The credentials shown in this job description may be interpreted only as the minimum criteria existing at the time the description was developed.  Other bona fide occupational qualifications and criteria may be utilized as needed in the selection process.




	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	I acknowledge the duties of this job and understand the responsibilities required of the position.



	
	
	
	
	

	Print Employee’s Name
	
	Date
	
	Signature of Employee

	
	
	
	
	


Print Supervisor/Principal Name

       Date

        Signature of Supervisor/Principal




Date Adopted:
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