
MISSAUKEE COUNTY 

Title:  Buildings & Grounds Director/ Safety Officer Department: Buildings & Grounds 

Purpose: 

Supervises and maintains all county buildings and properties, including repairs, clean up and 

general maintenance.  Supervises Assistant Custodian. This position may require irregular hours.  

This position may require use of the employee’s personal vehicle.  Also acts as the Missaukee 

County Safety Officer 

 

Responsibilities/Essential Job Functions: 
Any employee in this position may be called upon to do any or all of the following essential 

functions. These examples do not include all the duties that the employee may be expected to 

perform.  To perform this job successfully, an individual must be able to perform each essential 

function satisfactorily. 

1. Reports to County Administrator, brings issues to the attention of the Buildings and 

Grounds Committee. Makes recommendations to County Administrator and Board of 

Commissioners. Follows County Purchasing Policy. 

2. Prepares annual budget for the department. 

3. Maintains HVAC and basic maintenance. Performs filter changes, coil cleaning, and 

other related tasks to ensure proper functioning units. Supervises vendor 

provided/contracted services for heating and cooling. 

4. Reports needed plumbing related tasks such as replacing fixtures including sinks, 

toilets, and water fountains.  

5. Performs minor electrical tasks, such as replacing light bulbs. 

6. Performs carpentry tasks, such as building partitions, repairing walls and ceilings, 

hanging doors, assembling or moving furniture. 

7. Supervises interior and exterior painting projects. 

8. Performs general maintenance as need arises, such as repairing or replacing locks or 

broken windows. 

9. Performs and supervises the performance of grounds maintenance tasks, such as the 

removal of snow, salting parking lots, mowing grass, trimming trees or shrubs, 

removing trees or shrubs, and watering lawns. 

10. Orders all supplies necessary for performing the tasks listed, as well as janitorial 

supplies for the Assistant Custodian. 

11. Performs custodial duties in the absence of the Assistant Custodian 

12. Arranges for annual carpet cleaning of all facilities, bi-annually if needed 

13. Renews the County P.O. Box at the local Post Office. 

14. Responsible for night security of all county buildings including locking doors (as 

needed) making sure that the Keyless Entry system is working properly. 

15. Ensures OSHA and MIOSHA Compliance, schedules inspections with MIOSHA as 

needed, ensures the posting of proper posters and other required signage. 

 

 

 



Employment Qualifications: 
The requirements listed below are representative of the knowledge, skills, abilities, and 

minimum qualifications necessary to perform the essential functions of the position. 

 

1. Mechanical aptitude and skilled in several trade areas, including plumbing, electrical 

and carpentry. 

2. Able to perform physical labor 

3. Able to read, write and direct others. 

4. Must possess a high school diploma or equivalent. Some college preferred, not 

required. 

5. Must possess a valid driver’s license. 

6. Must be clean, have a pleasant, caring manner, be helpful and be able to work well 

with other people. 

 

Physical Requirements: 
This job requires the ability to perform the essential functions contained in this description.  

These include, but are not limited to, the following requirements: 

1. Ability to stand and walk for extended periods of time. 

2. Ability to use hands to finger, handle or feel objects, tools, or controls. 

3. Ability to frequently reach with hands and arms. 

4. Ability to occasionally sit. 

5. Ability to lift 25 pounds regularly and occasionally, up to 50 pounds. 

6. Ability to hear, comprehend, and speak English. 

 

Reasonable accommodations will be made for otherwise qualified applicants unable to fulfill one 

or more of these requirements. 

 

Working Conditions: 
1. Works indoors and outdoors in and around County buildings. 

2. May be required to occasionally work outside the normal schedule with advance notice 

provided. 

 

Fair Labor Standards Act (FLSA) Status: 
Non-exempt. 

 

Date:  September 2022 

 
 


