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HPBC Fac i l i t ies  Associa te  -  Ma intenance  

Classification 

Employee Status:      Regular Full-Time  

Employee Grade:     Non-Exempt 

Employee Category:                                                  Support Staff 

Supervisor:      Director of Facilities 

Weekly Hours:      38 and 40 

                                                                                   Sundays are required plus four Weekdays;  

                                                                        Church Business Hours; Saturdays and  

                                                                                   Evenings will be required for Special   

                                                                                   Events; Day and Evening Shifts;  

                                                                                   On-Call Duties     

                                                                                                                                                                            

Statement of Vision 

Our Statement of Vision is Engaging Austin to passionately pursue Jesus by focusing on the 

priorities of Worship ◦ Grow ◦ Serve ◦ Pray ◦ and Evangelize. 

 

Summary/Objective 

The HPBC Facilities Associate – Maintenance is responsible to assist the Director of Facilities in 

the day-to-day management of church buildings and grounds with the goal of promoting a safe, 

clean, and comfortable environment. The Associate will model a positive and professional 

attitude in performing all responsibilities and duties.  

Major Responsibilities and Essential Functions 
1. Assist the Director of Facilities in the day-to-day management of church buildings and 

grounds. 

2. Be on time, regular in attendance, ready to work, demonstrate a positive and professional 

attitude, look for opportunities to serve others, and avoid saying “that’s not my job”.  

3. Assist in the maintenance, repairs, and installation of the church facilities, equipment, and 
grounds. Perform general maintenance which will include, but is not limited to the following 
areas: 
A. General/Cosmetic Repairs (e.g., Doors, Windows, Cabinets, Floors, Ceilings, Walls, 

Furniture, Equipment, Locks, Sidewalks, Kitchen, Laundry Rooms, Playgrounds, and 
Parking Lot); 

B. Electrical (e.g., Light Switches, Outlets, Bulbs/Lamps, Ballasts, Sockets, Fuses, Cords, 
and Large/Small Appliances); 

C. Plumbing (e.g., Leaks, Drains, Faucets, Commodes, Unclogging of Drains/Commodes, 
Trenches and Laying New Lines, Hoses, and Small/Large Appliances); 

D. Painting (e.g., Repair Surfaces, Painting by Brush, Roller, or Sprayer, Stain, and 
Varnish);  
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E. Carpentry (Basic/General); 
F. Masonry (Basic/ General). 

4. Perform all duties related to opening, closing, and securing the church building.  
5. Support the Director in the management of the HPBC Facility Systems (e.g., HVAC, 

Electrical, Plumbing, Fire Safety, Landscaping, Waste Disposal, Generator, Elevators, 
Parking Garage, Security, Carpentry, Painting, Masonry Work, and Two-Way Radios). 
Engage in daily or weekly inspections of facilities and grounds. 

6. Maintain a clean and organized workspace. Clean-up after completing all projects. 
Communicate to Supervisor if additional “detail” cleaning is needed. 

7. Manage an efficient work order system and supply list. Complete work orders in a timely 
manner. Run errands as needed.  

8. Perform preventive maintenance duties for the facilities, grounds, and equipment on a 
regular basis to prevent breakdown and issues caused by wear and tear. 

9. Be a TEAM PLAYER to maximize efficiency and productivity. Assist HPBC Facilities Staff - 
Housekeeping as needed. Conduct general housekeeping services as needed. Assist with 
room set-ups and tear downs as needed. Help with trash removal as assigned. Aid staff with 
heavy lifting and moving jobs.   

10. Adhere to the Financial Policy. Demonstrate good stewardship of the facilities and budget.  
11. Serve as the Secondary Point of Contact for contractors and staff.  
12. Maintain and adhere to inventory processes for all church equipment, tools, keys/fobs, and 

off-site furniture.  
13. Provide timely and effective communication to Director, team members, and staff about 

relevant issues concerning the status, operation, and repair of the facility or equipment.  
14. Adhere to the accident prevention program to avoid the improper usage of equipment. 

Follow procedures for the handling, storing, disposal, and documentation of hazardous 
materials. Participate in Workers’ Compensation training and requirements.   

15. Be VISIBLE and AVAILABLE to staff, members, and visitors on Sundays and Special 
Events. 

16. Support “All Hands on Deck” which means everyone is needed to help in a particular 
situation or emergency.  

17. Perform all other duties as assigned by Director of Facilities and/or designee.  
 

Other Responsibilities  

Please note that this job description is not designed to cover or contain a comprehensive listing 

of all activities, duties, or responsibilities that are required of the employee for this job. The 

omission of specific statements does not exclude them from the position if work is similar, 

related or a logical assignment to the position. Duties, responsibilities, and activities may 

change at any time with or without notice.  

Qualifications & Skills 
1. A vital and growing relationship with Jesus Christ as Lord and Savior.  
2. Must have a High School Diploma or GED. 
3. Prefer two years of relevant building maintenance experience. Should possess a general 

working knowledge in a facilities specialty (e.g., Electrical, Plumbing, HVAC, Painting, 
Carpentry, General Maintenance, and Custodial Skills).  

4. Ability to use or the willingness to learn safety procedures for the operation of large and 
small machinery (e.g., One-Man Lift, Lawn Mower, Buffer, Extractor, and Hand Tools). 

5. The Core Values of behavior are INTEGRITY, DEPENDABLE, TEAM, DILIGENCE, and 
RESPECT.  

6. Exhibit good verbal and written communication skills as well as organization skills with the 
ability to prioritize competing projects.   
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7. Must have strong customer service skills with emphasis in positive language skills, patience, 
adaptability, managing difficult or emotional situations, and thick skin. 

8. Possess good decision making skills, enjoy problem solving, and embrace a teachable 
personality.  

9. Enjoys serving and working with others (Able to see role as ministry).  
10. Ability to perform tasks independently and thoroughly with minimal direct supervision.  
11. Essential to have basic computer proficiency skills include Microsoft Office, Email, and 

Internet Browsing. 
 

Work Environment/Physical Demands 
This job operates in a professional church office environment. While performing the duties of 

this job, the employee is exposed to a variety of different interior and exterior environments 

which may involve fumes or airborne particles, moving mechanical parts, and vibration. The 

work environment and physical demands described here are representative of those that must 

be met by an employee to successfully perform the essential function of this job. Reasonable 

accommodations may be made to enable individuals with disabilities to perform these essential 

functions. 

1. Significant and frequent amounts of walking and standing are required as well as extensive 
stooping, kneeling, twisting, reaching, crouching, crawling, bending, climbing stairs, lifting, 
carrying, pushing, and/or pulling or transporting objects weighing up to 50 pounds. 

2. Balancing & climbing (not afraid of heights).  
3. Specific vision abilities required by this job include close vision, distance vision, color vision, 

peripheral vision, depth perception and ability to adjust focus.  
4. Exposure to varying extremes of cold and hot temperatures.  
5. Flexibility is necessary due to the ever-changing needs in ministry. 
6. Other physical, mental or visual ability required by the job. 

 
Note 

The position description does not constitute an employment agreement between employer and 

employee and is subject to change by the employer as the needs of the employer and 

requirements of the position change.  

I acknowledge that I have read and understand the above job description in its entirety 

and I am capable of performing all of the stated requirements.  

 

_____________________  _____________________  ____________ 

Employee Signature   Printed Name    Date 
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