
HR Form, Revised 7/1/2025 

Position Title: PCN: 

Department/School: Location/
Address: 

Reports to(Title 
only): 

Work 
Hours  am      to      pm 

Salary/Position 
Category:  Non-Certified Administrator       Certified Administrator       Non-Exempt Hourly       Teacher 

Position type/ Grade 
(to be completed by 
HR) 

Position # 
of days 

Travel Required FLSA 
Status 

 Exempt 
 Non-exempt 

Job Description 

JOB PURPOSE/REASON: 

EDUCATION:     High School Diploma or Equivalent         Associate’s Degree    Bachelor’s Degree 

REQUIRED QUALIFICATIONS: 

  Master’s Degree           Other 

EXPERIENCE & TRAINING: 



HR Form, Revised 7/1/2025 

LICENSING/CERTIFICATION: 

OTHER SKILLS/REQUIREMENTS: 

PREFERRED QUALIFICATIONS: 

SUPERVISION RESPONSIBILITY (IF APPLICABLE): 

Direct Reports:      ___ # of non-exempt/classified        ___ # of exempt/administrators/teachers 
Indirect Reports:   ___ # of non-exempt/classified        ___ # of exempt/administrators/teachers 

PRIMARY POSITION RESPONSIBILITIES: 
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PRIMARY POSITION RESPONSIBILITIES, CONTINUED: 

SECONDARY POSITION RESPONSIBILITIES 

PHYSICAL/MENTAL REQUIREMENTS: 

NOTE: The above is intended to describe the general content of and requirements for the performance of this job.  It is not to be 
construed as an exhaustive statement of essential functions, responsibilities or requirements.  This job description must not be 
misconstrued as a promise of employment, nor deemed as an employment contract. 

Department Head Date 

Associate/Chief/Executive 
Director 

Date 

Superintendent (if applicable) Date 

Human Resources Date 


	Position Title: Facilities Grounds Officer
	PCN: TBD
	DepartmentSchool: Facilities Management
	Location Address: 3999 Bridge View Dr
N. Charleston, SC 29405
	NonCertified Administrator: On
	Certified Administrator: Off
	NonExempt Hourly: Off
	Teacher: Off
	NonCertified Administrator Certified Administrator NonExempt Hourly TeacherTravel Required: Limited Local Travel 
	undefined: On
	undefined_2: Off
	JOB PURPOSEREASON EDUCATION High School Diploma or Equivalent Associates Degree Bachelors Degree REQUIRED QUALIFICATIONS Masters Degree Other EXPERIENCE  TRAINING: 1. Ten (10)+ years of experience in related fields;
2. Working knowledge of computer software such as Microsoft Office, Excel, and Computer Maintenance Management Systems (CMMS);
3. Five (5)+ years of experience in management/implementation of industry code compliance;
4. Five (5)+ years of experience in project management of multiple projects including costs benefit analysis, development, and scheduling; and
5. Five (5)+ years of experience participating or managing multi-discipline teams.
	High School Diploma or Equivalent: Off
	Associates Degree: Off
	Bachelors Degree: On
	Masters Degree: Off
	Other: Off
	Department Head: Steve Hamer
	Date: 11/17/2025
	AssociateChiefExecutive Director: Jeff Borowy
	Date_2: 11/17/2025
	Superintendent if applicable: 
	Date_3: 
	Human Resources: 
	Date_4: 
	Work Hours: 8:00
	JOB PURPOSE/REASON: Provide operational and contractual expertise to assist the Facilities Management Department in providing grounds and operational services to all CCSD facilities. Supervise the work requirements and evaluate the performance of Grounds, Pest Control and Head Start branches. Recommend refurbishment and/or renovation projects that are within the scope and responsibility of the Facilities Management Department. 
	PRIMARY POSITION RESPONSIBILITIES: 
	Text15: 
	Text16: 1. General knowledge of facilities design and construction methods, techniques and industry standards and various skilled trades related to facilities maintenance;
2. Must have a valid driver's license and able to operate a motor vehicle; and
3. Ability to develop and present information and brief in public and key decision making forums.
	Text17: 1. Bachelor's degree in a degree related to public grounds or parks or athletic fields management.
	Text18: 1. Solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists;
2. Determine priorities, sequence of work, and methods to be used in completing assignments;
3. Interpret a variety of instruction furnished in written, oral, diagram and schedule form;
4. Plan, assign, and schedule the work of others;
5. Establish standard procedures for actions under their area of responsibility;
6. Make hiring and promotion decisions;
7. Provide advice to peers that they must consider carefully before making a decision; and
8. Provide information to supervisors/management that they use in making decisions.
	Text19: 1. While performing the duties of this job, the employee is occasionally required to stand, walk, use hands and fingers to handle, or feel objects, tools or controls, and talk or hear. The employee occasionally must squat, stoop or kneel, reach above the head and reach forward. The employee will occasionally bend or twist at the neck and trunk more while performing the duties of this job.
2. Specific vision abilities required by this job includes close vision, color vision, peripheral vision, depth perception and the ability to adjust focus.
3. INCLEMENT WEATHER DUTIES: During inclement weather, snow, flood, ice, hurricane, etc., if you are required to perform pre and post preparation and recovery duties, if the communication indicates school and office closed, unless it specifies essential personnel, you will be required to report to work; unless otherwise directed.
	Position  of days: 240
	NonCertified Administrator Certified Administrator NonExempt Hourly TeacherPosition type Grade to be completed by HR: C52
	Reports toTitle only: Associate of Facilities Management
	LICENSINGCERTIFICATION OTHER SKILLSREQUIREMENTS PREFERRED QUALIFICATIONS SUPERVISION RESPONSIBILITY IF APPLICABLE Direct Reports  of nonexemptclassified  of exemptadministratorsteachers Indirect Reports  of nonexemptclassified  of exemptadministratorsteachers PRIMARY POSITION RESPONSIBILITIES: 1. Monitor and supervise all aspects facility grounds support including grounds maintenance. fencing and gates, storm water management. athletic fields, tree maintenance, paving maintenance. sidewalk repairs. tennis court maintenance, synthetic turf maintenance, parking lot signage, parking lot stripping;
2. Monitor and supervise all aspects of school playgrounds construction. inspections and maintenance;
3. Monitor and supervise all aspects of school Head Start facilities;
4. Supervise CCSD and contracted staff to determine priorities, sequence of work and methods to be used;
5. Keep current on latest trends, developments, products, etc., in the assigned areas of responsibility and advises appropriate personnel accordingly;
6. Identify materials that complement and support specific areas of responsibility;
7. Analyze, monitor and control budgeted expenses;
8. Ensure compliance with laws and regulations and that policies and codes are met on all projects;
9. Develop and maintain good working relationships with the CCSD administrative staff members, state and national agencies, and/or community as appropriate;
10. Work cooperatively with agencies, organizations, individuals, and groups within the community, state and/or nation;
11. Submit QA reports generated from electronic inspection program of all discrepancies for Grounds and Head Start;
12. Provide advice and assistance in the area of grounds support to principals and administrators;
13. Responsible for yearly evaluations, mid year evaluations and monitoring associates that need to improve their work performance;
14. Note facility maintenance discrepancies and submit maintenance work orders to initiate corrective action;
15. Assist in identifying and developing long-range plans to address management goals and objectives;
16. Prepare correspondence for the Associate of Facilities Management for signature;
17. Work with the Associate of Facilities Management to develop objectives and action plans for office;
18. Oversee staff development and training; and
19. Perform other duties as assigned by the Associate of Facilities Management.
	Work Hours2: 4:30
	Text1: 
	0: 
	0:  2
	1:  1

	1: 
	0:  0
	1:  0




