
 
  

 
 
Purpose of the Role 

The Maintenance Officer reports and is accountable to the Facilities Manager, and with the support 
of contractors and other property staff, is to maintain an agreed standard of the School’s buildings 
and equipment that also provides a safe environment for the school community. 

 
 
Additional Reporting Relationships 
 
The Maintenance Officer may, from time to time, be given instructions from, and asked to report to, 
the Principal or the Business Manager. 

 
 

A Christian Example  

Each employee is required, in connection with their work, to behave in a manner 
consistent with the principles and beliefs and in accordance with the Christian ethos of 
the School, as contained and interpreted in the Vision, Mission, Core Purpose, Statement of 
Faith and Core Values. They provide a specifically Christian role model and example: 

• to all students and families associated with the School, as well as others 
outside the School community; 

• of a faith-filled and Christ-centred life; 
• performing their role diligently and with a servant heart; and 
• showing that the body of Christ has many parts, and each part has a role to play 

that other parts are dependent upon, just as each employee is dependent upon 
others. 

In their interactions with students, parents, other staff, contractors and visitors, employees 
will be sensitive to the needs and circumstances of others, showing grace and 
forgiveness, and always being prepared to speak or act as an example of a follower of 
Christ. 

Position Title Maintenance Officer Career Group Property 

Classification Level 2.2 (10-12) Reporting To Facilities Manager 

Sub-school Administration Executive Leader Principal 



 
 

Summary of Work Responsibilities  
 

1. Contribute to the maintenance of buildings and property to an agreed standard by: 

a. Maintaining equipment and performing or arranging relevant 

repairs and maintenance, as required; 

b. Performing building maintenance programmes, including, but not 
limited to: 

• repairing or replacing locks, doors, furniture, light fittings, broken 
windows, leaking taps, pumps and plumbing, patching holes, 
touch up painting, removing graffiti, etc., as it requires attention; 

• Assist with School improvements such as building renovation 
and refurbishment, fencing, paving, establishing gardens, 
building retaining walls, etc.; 

• Gutters and down-pipes cleared and working effectively; 
• Removal or cleaning of waste, including human waste or 

excreta, dead animals, trade waste or litter; and 
• Assistance with daily and project waste disposal. 
• Any other duties as requested. 

c. Day-to-day liaison with grounds and property sub-contractors 

regarding the fulfillment of programmes; 

d. Ordering and controlling necessary building material supplies; and 

e. Reporting non-programmed maintenance requests to the Facilities 
Manager, as identified. 

2.  Assist the effective operation of the Property Team by: 

a. Contributing to the preparation and review of weekly and annual 
building and equipment maintenance programmes; 

b. Assisting the Facilities Manager and Business Manager with the 
preparation monitoring of the annual maintenance budget and 
building projects plan; 

c. Providing support and advice to Facilities Manager, Business 



 
Manager or Principal when required; 

d. Promoting a team culture amongst the property team by assisting 
and be willing to be assisted by, other workers in the property team 
during periods of leave, absence or high workload so that overall 
objectives across the team can be met; 

e. Maintaining team communication; and 

f. Undertaking any other tasks or responsibilities consistent with the 
role or the grade classification, as directed by the Facilities Manager, 
Business Manager or Principal. 

3.  Provide a secure and safe environment for the school community by:  
 

a. Performing back-up after-hours security and attending call outs 
when rostered to do so.  
 

b. Managing own work environment and work practices;  
 

c. Being aware of and complying with Occupational Health and Safety 
policies, hazardous substances, environmental, water and noise 
regulations, and contributing to the ongoing awareness process;  
 

d. Assisting with the development and maintenance of safe operating 
procedures for equipment, plant and vehicles; and e. Tagging and 
testing electrical items. 

4.  Contribute to a safe and healthy workplace by:  
a. Following WHS instructions and policies;  
 

b. Reporting accidents and hazards, and addressing or escalating 
risks;  
 

c. Generally caring for their own safety and that of others, including 
volunteers, students and parents, that may possibly be affected by 
actions or inaction; and  
 

d. Actively participating in rehabilitation and return-to-work programs.  
 

5.  Attend professional development and training required by the School, and actively 
seek opportunities to increase knowledge, experience and skills held.  

 



 
6.  Where appropriate opportunities present, becoming involved in the life of the School 

in order to promote community and contribute to objectives of the School, 
including:  

a. Attendance at staff meetings;  
b. Working with volunteers and work experience students;  
c. Becoming involved in School events. 

 
 
Essential Criteria 

Attributes that must be held in order to perform the job to a satisfactory standard. 

General requirements 

1. Have a sincere faith in Jesus Christ and are involved in their local church community. 

2. Have a passion for Christian education and integrating a Christian biblical worldview 
into curriculum, pedagogy and their professional witness and relationships with 
students and the wider school community. 
 

Qualifications, education and professional memberships 
 

1. Driver’s License LR or greater, accompanied by a good driving record 
 

Abilities, aptitude and skills 
 

1. Good written and verbal communication skills 
2. Ability to negotiate desired outcomes 
3. Time and work management skills that ensure workload is managed and 

deadlines met according to agreed priorities 
4. Self-directed application of appropriate techniques and equipment 
5. Ability to work at heights, or in confined spaces and perform sustained physically 

demanding work. 
6. Ability to understanding the operation of machinery and equipment relative to 

building maintenance e.g. pumps, air conditioning etc. 
7. Willingness to undertake training or research into building maintenance practices. 

 
Knowledge 

1. General knowledge of electrical, plumbing and general trade maintenance 

2. Knowledge of security procedures and emergency services. 

3. Understanding of operation of machinery and equipment relative to building 
maintenance e.g. pumps, air conditioning. 

4. Ability to undertake and/or co-ordinate emergency maintenance as necessary. 



 
 

Desired Criteria 

Attributes that are not essential to job performance, but which enhance or extend 
performance. 

Qualifications, education, and professional memberships 

- 

Abilities, aptitudes and skills 
1.  Ability to perform specified tasks for the Property Manager during periods of absence. 
Experience 
- 
Knowledge  
1. Knowledge of maintenance material suppliers and contractors. 
2.  Knowledge of WHS, hazardous substances, noise, waste, water and other 

environmental regulations 
 
Agreement 
 
The requirements of this job description are intended to describe the general nature and 
responsibility of work in this job. These statements are not to be construed as an 
exhaustive list of all duties, tasks and skills required of the job. This job description should 
be read in conjunction with the employees’ current Employment Agreement and the 
Enterprise Agreement. Employees will also be required to follow any other job-related 
instructions and school policies, and to perform other job-related duties requested by 
their Immediate Responsible Officer and their Executive Leader to support the School’s 
compliance with its legislative obligations. The Immediate Responsible Officer may, 
through consultation with the employee, vary the responsibilities of the position 
temporarily as required, but within the skills and responsibility levels appropriate to the 
position. 

 
By signing this job description, I agree that it accurately reflects my role.  
 
Employee Signature: 
 
 

Date: 

Print Name: 
 

 

 


