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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: 
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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: Head Start General Mechanic
	PCN: 70114232
	DepartmentSchool: Plant Operations
	Location Address: 3999 Bridgeview Drive
N. Charleston, SC 29405
	NonCertified Administrator: Off
	Certified Administrator: Off
	NonExempt Hourly: On
	Teacher: Off
	NonCertified Administrator Certified Administrator NonExempt Hourly TeacherTravel Required: Limited local travel
	undefined: Off
	undefined_2: On
	JOB PURPOSEREASON EDUCATION High School Diploma or Equivalent Associates Degree Bachelors Degree REQUIRED QUALIFICATIONS Masters Degree Other EXPERIENCE  TRAINING: Two to three years of general maintenance experience
	High School Diploma or Equivalent: On
	Associates Degree: Off
	Bachelors Degree: Off
	Masters Degree: Off
	Other: Off
	Department Head: 
	Date: 
	AssociateChiefExecutive Director: 
	Date_2: 
	Superintendent if applicable: 
	Date_3: 
	Human Resources: 
	Date_4: 
	Work Hours: 7:00
	JOB PURPOSE/REASON: Perform a variety of grounds, custodial, carpentry, electrical, plumbing, and HVAC functions.  To preserve the public investment in school property, protect the health and safety of our students, portray a good image of the school to the community and provide a well maintained and safe environment in which all of our students can learn and develop life skills.  Head Start Maintenance Mechanic is responsible for daily general maintenance of CCSD facilities by performing general maintenance duties.
	PRIMARY POSITION RESPONSIBILITIES: 12.  Able to anticipate, takes initiative with, and resolves customer problems effectively and efficiently by usage of CCSD programs or development of innovative solutions resulting in excellent customer relations.

13.  Attend meetings and training opportunities as required by the supervisor.
	Text15: Must have valid SC Driver's License
	Text16: 
	Text17: 
	Text18: 1.   Perform carpentry work in the alteration, repair, and general maintenance of buildings, floors, stairways, steps, platforms, doors,
      windows, cabinets and equipment.

2.   Replace and repair door hardware.

3.   Install doors and partitions.

4.   Replace damaged ceiling tile, floor tile and wall covering.

5.   Maintain painted areas, interior and exterior by touching-up areas that are in need of repainting, damaged by weather or cannot be
      cleaned.

6.   Install and repair wiring, electrical fixtures, light bulbs, and equipment such as switches, receptacles, and lighting fixtures.

7.   Able to test continuity of circuits to ensure electrical compatibility and safety of all components using such instruments as
      ohmmeter, ammeter, and multimeter.

8.   Install, repair and maintain plumbing by replacing washers on faucets, opening clogged drains, install sinks, commodes, urinals,
      electric hand dryers, soap and toilet tissue dispensers.

9.   Able to cut, thread, solder, brazing and install pipes, assemble and install valves and ipe fittings composed of iron, steel, copper,
      plastic and galvanized.

10.  Assist in major repairs as necessary.

11.  Ensure that equipment is maintained in proper working order.

12.  Complete interior and exterior building inspection.

13.  Replace HVAC filter per replacement schedule.

14.  Purchase materials and supplies.

15.  Assist other crafts and trades.

	Text19: Medium Work:  Exerting up to 50 pounds of force occasionally and/or up to 50 pounds of force frequently,  and/or up to 10 pounds of force constantly to move objects.
	Position  of days: 240
	NonCertified Administrator Certified Administrator NonExempt Hourly TeacherPosition type Grade to be completed by HR: A13
	Reports toTitle only: Plant Operations Officer
	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.   Report to assigned building/buildings in accordance to established frequency.

2.   Inspect the interior and exterior of building for damage, areas in need of repair or replacement.

3.   Follow Head Start Maintenance Mechanic "daily to do schedule".

4.   Perform custodial cleaning duties such as, but not limited to: empty trash, mop floors, clean restrooms, vacuum carpet, wash
      windows, clean restrooms.

5.   Work flex schedule to facilitate maintenance needs that cannot be performed while students are present including weekend work
       and after normal work hours.

6.   Know the location of all electrical panels, water cut offs, fire extinguishers, and pull stations.

7.   Is safety conscious and alert to any unsafe conditions in the building and on the grounds.  Corrects said conditions and reports
      them to supervisor.

8.   Perform housekeeping task, truck upkeep and other related job duties as required by supervisor.

9.   Respond to emergencies and perform other tasks as deemed necessary by supervisor.

10.  Complete work order request in a timely manner.  Must have basic computer skills or successfully complete basic computer
       training in order to be efficient in the use of "SchoolDude.com".

11.  Must be able to put customer first without compromising other responsibilities, ability to communicate effectively with the
       students, staff, Principal and the general public,  Employee must be able to project a courteous and helpful image.


	Work Hours2: 3:30
	Text1: 
	0: 
	0: 
	1: 

	1: 
	0: 
	1: 




