
 
 

 
 
 
MAINTENANCE DIRECTOR: 
St. Mary Academy – Bay View, an all-girls, Catholic school, Pre-K through Grade 12, located in 
East Providence, RI, has an immediate opening for a full-time Maintenance Director.  
Experience with employee supervision, building systems, scheduling and managing multiple 
priorities is a plus. The candidate will be required to pass a national background check with 
fingerprints.  
 
Examples of Key Duties and Responsibilities: 

1. Supervise, and work closely with a dedicated staff of 5 to maintain the school buildings 
and 15 acre campus, with an emphasis on the safety of the students, employees and 
visitors.  

2. Assist in the preparation and review of the staffing and expense budget for the 
Maintenance Department operating budget. 

3. Perform or assist in the repair of plumbing, flooring, ceiling, lighting, ballast 
replacement, hard surfaces, walls, furniture and shelves. Assist in the landscape 
maintenance of the property and playing field, including grass cutting, trimming, 
seasonal cleanup and snow removal on stairs and walkways.  

4. Manage vendor relationships, such as janitorial, snow removal, painting, etc., including 
the coordination and supervision of their work. Prepare Requests for Proposals and 
provide input on the selection of vendors and contractors. 

5. Supervise and assist in the preparation and breakdown for special events. Become 
familiar with the school’s crisis management plan and the Maintenance Department’s 
role in those circumstances. 

6. Respond to emergency, after hour calls for repairs and security. 
7. Gain the required certifications for first aid and asbestos control. 
8. Organize annual inspections with regulatory agencies to meet city and state safety codes. 
9. Attend bi-weekly Administrative Team meetings. 

  
Additional Knowledge, Skills, and Abilities: 

1. Experience in 24x7 maintenance support of building systems and basic security, 
including scheduling vendor support services and internal Work Orders. 

2. Basic computer skills for email, appointments and ordering supplies. 
3. Excellent interpersonal communication skills 
4. Ability to successfully manage and prioritize multiple tasks 
5. Knowledge and experience of small project management 

 
Employment Standards:  
 
Ability to operate and use a broad spectrum of tools and equipment skillfully and safely 
perform physical labor, such as bending, standing, walking, climbing, lifting and carrying up to 
50 lbs.; follow and give oral and written instructions; maintain cooperative working 
relationships. 
 
To Apply:  Please email cover letter and resume to employment@bayviewacademy.org. 


