
 
 
 
 

PERSONNEL POLICY GUIDELINES FOR PARISHES 
JOB DESCRIPTION – Maintenance Assistant 

 
 
I. IDENTIFYING INFORMATION 
 
 Position Title:   Maintenance Assistant 
 Status:    Part-time; Non-Exempt, 12 months 
 Reports to:     Facility Manager  
 
II. PRIMARY FUNCTION OF THIS POSITION 
 

Responsible for maintaining all facility equipment, buildings, and surrounding 
grounds throughout the parish campus.   

 
III. POSITION CONTENT 
 
 A. DUTIES & RESPONSIBILITIES  
 

• Daily custodial, light carpentry, painting, repair of doors and windows  
• Must have knowledge of maintenance/repair of plumbing, electrical and 

mechanical systems  
• Maintains all buildings and grounds  
• Perform troubleshooting, preventative maintenance, and repair on 

facility’s mechanical, electrical, and piping infrastructure 
• On-call for snow removal and the salting of sidewalks/parking lots as 

winter weather dictates 
• Follow all safety rules, policies, and regulations 

 
IV. POSITION SPECIFICATIONS/REQUIREMENTS 
 
 A. SKILLS, KNOWLEDGE AND/OR ABILITIES (SKAs) 
 

• Must be able to climb ladders, carry up to fifty pounds, stand for long 
periods of time, and perform physical tasks as required 

• In-depth ability to work independently with minimal supervision 
• Knowledge of the use and operation of hand and power tools 
• Strong ability to perform assigned tasks properly and efficiently 
• Good attendance and reliability 

 
 



  
B. EDUCATION, TRAINING AND/OR EXPERIENCE 

 
• High School Graduate or GED, some technical training preferred 
• Three to five years of experience in facility maintenance  
• Basic knowledge of HVAC systems, electrical trouble shooting, plumbing 

and carpentry  
 
 
V. WORKING ENVIRONMENT 
 

Employees of Old St. Mary’s & Sacred Heart Catholic Church will have knowledge of 
the Catholic faith, a willingness to work for a Catholic, faith-based agency and 
adhere to the policies the churches. Employees will not publicly oppose the 
teachings of the Catholic faith nor publicly advocate for any position in conflict with 
Catholic teaching, or the specific positions of the Archdiocese of Cincinnati or the 
United States Conference of Catholic Bishops. This requirement includes any public 
speech, demonstration or writing including the use of social media or other digital 
technologies. 

 
Please submit resumes to David Wimmel. Email: dwimmel@osmshcincinnati.com. 


