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POSITION DESCRIPTION 

COUNTY OF LAPORTE, INDIANA 

 

POSITION:   Assistant Building Maintenance Supervisor                          

DEPARTMENT:  Building Maintenance 

WORK SCHEDULE: As Assigned  

JOB CATEGORY:  Unclassified 

 

DATE WRITTEN:  March 2006    STATUS:  Full-time 

DATE REVISED:    February 2019    FLSA STATUS:   Exempt 

 
To perform this position successfully, an individual must be able to perform each essential duty satisfactorily.  The 

requirements listed in this document are representative of the knowledge, skill, and/or ability required.  The County 

of LaPorte provides reasonable accommodation to qualified employees and applicants with known disabilities who 

require accommodation to complete the application process or perform essential functions of the job, unless the 

accommodation would cause an undue hardship. 

 

Incumbent serves as Assistant Supervisor for the LaPorte County Building Maintenance Department, 

responsible for assisting in the supervision of maintenance department personnel. 

 

DUTIES: 
 

Assists in planning, delegating, and controlling work assignments of assigned staff.  Interviews 

candidates for job openings, makes hiring recommendations, provides orientation for new employees, 

provides training, ensures proper completion of tasks and conformance with policy, maintains 

discipline, and recommends corrective action as warranted. 

 

Assists in overseeing and administering department operations. 

 

Periodically analyzes department workload and employee assignments.  Recommends personnel 

actions such as promotions, transfers and demotions. Reviews salaries of assigned staff and makes 

recommendations for changes when warranted.   

 

Works with architects, engineers, contractors and consultants for many large projects such as new 

construction, telephone systems and energy management.  

 

Inspects condition of buildings and assists with the planning of future improvement projects as 

necessary.  

 

Evaluates equipment of maintenance, repairs and/or replacement, estimates cost and recommends 

purchase to County Commissioners. 

 

Maintains inventory of department supplies and equipment, prices and submits requisitions as needed. 

 

Prepares and submits annual budget request and administers budget upon approval, including 

maintaining financial records and documents.  
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Periodically performs duties of maintenance staff including carpentry, masonry, concrete and lawn 

work, and seasonally plows snow and salts parking lots and sidewalks using appropriate equipment 

and materials. 

 

Receives maintenance and custodial work requests from various County departments and maintains 

schedule of work to be performed.  

 

Assists Maintenance Supervisor with department budget, attends budget hearings and tracks budget 

expenditures. 

 

Travels to various County buildings to assist and/or supervise employees.  Responsible for updates and 

maintenance of twenty-two (22) County buildings at any given time.  

 

Assists in daily indoor and outdoor tasks necessary to maintain safety of employees and public while 

on County property. 

  

Performs duties of Maintenance Supervisor in his/her absence. 

 

Occasionally serves on 24-hour call and responds to emergencies from off-duty status. 

 

Performs related duties as assigned. 

 

 

I.  JOB REQUIREMNTS AND DIFFICULTY OF WORK: 
 

High school diploma or GED. 

 

Must be at least 18 years of age with three years previous maintenance experience required.  Previous 

supervisory experience preferred. 

 

Ability to meet all hiring requirements, including passage of a medical exam and a drug test. 

 

Possesses a working knowledge of the principles and techniques of budgeting and the ability to 

effectively administer the departmental budget including, but not limited to, making cost effective 

purchases of building maintenance related equipment and materials.   

 

Possesses a working knowledge of carpentry, masonry, concrete, electricity, heating, cooling, and 

plumbing, and ability to perform necessary inspections of building and equipment and determine 

appropriate methods to secure necessary repairs. 

 

Ability to apply working knowledge of OSHA regulations as well as practical safety guidelines and 

rules for operation of vehicles and equipment and the ability to enforce such rules at work sites. 

 

Ability to plan, directly administer and supervise activities of the department.   

 

Ability to prioritize and delegate work assignments establish specific work goals, administer 

department policies, provide training, evaluate work performance, ensure proper completion of tasks 

and conformance with policy, maintain discipline, and recommend corrective action as warranted. 
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Ability to safely operate, protect, and maintain a variety of hand and/or power tools including, but not 

limited to, such as hammer, screw drivers, wrenches, drills, power saws, air compressor, 

deburring/deflashing tools, mop, broom, gauges, files, driver, ratchet, steam cleaner, calipers, snow 

blower, masonry tools, and lawn tools. 

 

Ability to safely operate, protect, and maintain a variety of machinery/equipment including, but not 

limited to a pallet jack, grinder, carousel, belt sander, pressure washer, sand blaster, delivery truck, and 

drill press. 

 

Ability to properly operate standard office equipment, including computer, copy machine, fax 

machine, and telephone. 

 

Ability to provide public access to or maintain confidentiality of department information and records 

according to state requirements. 

 

Ability to competently serve the public with diplomacy and respect, including occasional encounters 

with irate/hostile persons.  

 

Ability to comply with all employer and department policies and work rules, including, but not limited 

to, attendance, safety, drug-free workplace, and personal conduct. 

 

Ability to effectively communicate orally and in writing with co-workers, other County departments, 

and members of the general public in a courteous and tactful manner, including being sensitive to 

professional ethics, gender, cultural diversities, and disabilities. 

 

Ability to work alone with minimum supervision and with others in a team environment. 

 

Ability to work on several tasks at the same time and work rapidly for long periods. 

 

Ability to understand, memorize, retain, and carry out written or oral instructions and present findings 

in oral or written form. 

 

Ability to occasionally work extended, evening, and/or weekend hours and travel out of town to work 

on County buildings. 

 

Ability to read/interpret detailed prints, specifications and maps with a high degree of accuracy to 

protect and maintain tools for safety of everyone 

 

Ability to occasionally serve on 24-hour call and respond to emergencies from off-duty status. 

 

Ability to perform physical requirements of essential duties. 

 

Possession of a valid Indiana driver’s license and a demonstrated safe driving record. 

 

 

II.  RESPONSIBILITY: 

 

Incumbent determines own priorities and accomplishes duties and assignments according to own 

schedule.  Work is guided by policies which are discussed with supervisor as necessary.  Decision and 
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work product are reviewed for overall soundness of judgement, attainment of objectives and 

compliance with department policies and legal requirements.  

 

Incumbent applies knowledge, is highly motivated and innovative towards non-standard solutions of 

operation on a daily basis with people/locations/plans/layouts and assigned work projects.    

 

 

III.  PERSONAL WORK RELATIONSHIPS: 

 

Incumbent maintains frequent contact with co-workers, other County departments, other government 

agencies, vendors and public to coordinate schedules and to provide services needed with satisfaction 

to those involved.  Incumbent is expected to handle non-routine problems and emergencies and possess 

the ability to proceed with the correct procedures.  

 

Incumbent reports directly to the Maintenance Supervisor. 

 

 

IV.  PHYSICAL EFFORT/WORKING CONDITIONS: 

 

Incumbent performs duties requiring moderate physical exertion, such as sitting/walking at will, 

standing/walking for long periods, lifting/carrying objects weighing between 25 to 50 pounds, 

crouching/kneeling, bending, reaching, driving, color perception, hearing sounds/communication, and 

handling/grasping tools and equipment.  Incumbent must be able to sustain performance on a daily 

basis and/or for a prolonged period of time at multiple locations.  Incumbent may be exposed to irate/ 

hostile individuals. 

 

Incumbent performs duties in various work environments, including a standard office, storeroom, 

garage/shop, and in the field.  Incumbent is exposed to extreme temperatures, inclement weather, 

coolants, salts, noise from HVAC pumps, and high places as required by maintenance tasks.  Safety 

precautions, including the use of protective equipment such as rain/cold gear and face masks, must be 

used at all times to avoid injury to self and others. 

 

Incumbent may have prolonged contact with mold/mildew/dust/chemicals/bio-hazard waste.   

 

Incumbent may occasionally work extended, evening, and/or weekend hours and travels out of town to 

work on County buildings.  Incumbent is occasionally required to serve on 24-hour call and regularly 

required to respond to emergencies from off-duty status. 
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APPLICANT/EMPLOYEE ACKNOWLEDGMENT 
 

The job description for the position of Assistant Supervisor for the LaPorte County Building 

Maintenance Department describes the duties and responsibilities for employment in this position.  I 

acknowledge that I have received this job description, and understand that it is not a contract of 

employment.  I am responsible for reading this job description and complying with all job duties, 

requirements, and responsibilities contained herein, and any subsequent revisions. 

 

Is there anything that would keep you from meeting the job duties and requirements as outlined? 

Yes_____  No_____ 

 

 

_________________________________________   _______________________ 

Applicant/Employee Signature     Date 

 

 

_________________________________________ 

Print or Type Name 

 

 

  


