
Comal County 
Job Description 

 
Job Title:  Facilities Manager Job Code Number:  0085 
Department:  Facilities Maintenance DOT Code: 
Employee Name: Michael Boursier Employee ID:  3079 
Salary:  Pay Group E7 Reports To:  Commissioners Court 
Location:  Comal County Prepared By:  Human Resources 
FLSA Status:  Exempt Approved By:  Commissioners Court 
Approved Date:    

 
 
SUMMARY    
 
The Facilities Manager is the Department Head of the Facility Maintenance Department and is 
responsible for all activities associated with the operation, maintenance, and repair of all County 
buildings, facilities, and properties.  This position is responsible for supervising all of the 
employees within the Building Maintenance Department, is responsible for coordinating and 
supervising all repair contractors, and is responsible for acquiring, maintaining, and inventorying 
all supplies, parts, and replacement equipment required for the Building Maintenance 
Department operation.      
 
SUPERVISION RECEIVED  
The Facilities Manager works under the general supervision of Commissioners Court. 
 
SUPERVISION EXERCISED  
The Facilities Manager directly supervises approximately ten (10) employees in the Facilities 
Maintenance Department. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES 
To perform this job successfully, an individual must be able to perform each essential duty 
satisfactorily. Duties include the following: 
 
1. Supervises employees in the Facilities Maintenance Department responsible for general 

janitorial services, maintenance, and landscaping.   
 
2. Routinely inspects buildings, HVAC systems, controls systems, plumbing, electrical, roofing 

systems, parking areas, landscaping, and other matters pertaining to County buildings, 
facilities, and property.  Develops and implements plans and procedures for preventive and 
routine maintenance of these improvements. 

 
3. Initiates, coordinates and monitors independent contractors hired by the County to repair or 

maintain County buildings, facilities, and property when such services are required pursuant 
to County purchasing regulations. Confirms the work of these contractors is properly 
accomplished.  Reviews pay applications of contractors and tracks labor and equipment 
warranties.  
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4. Repairs minor electrical, minor plumbing, minor mechanical and carpentry problems. 
 
5. Coordinates with the County Purchasing Director and County Auditor to process requisitions, 

process purchase orders, track invoices, prepare annual budgets, process budget amendments, 
and recommend payment for supplies, materials, and services required for the operation of 
the Building Maintenance Department.  

 
6. Provide the Commissioners Court an annual report on the operations of the Building 

Maintenance Department.  These reports should include recommended organizational 
improvements, maintenance schedules and task assignments, evaluations of staffing 
requirements, forecasts of future significant maintenance requirements, and status reports 
with detailed evaluations of the condition of each of the County buildings, facilities, and 
property. 

 
7. Act as emergency contact for after-hours incidents at County buildings, facilities, and 

property. (phone number given to police department, fire department, Sheriff, and 
department heads in case of emergency). 
 

8. Attendance is an essential function of the job. 
 
 
 
Note:  The duties listed above are intended only as illustrations of the various types of work that 
may be performed.  The omission of specific statements of duties does not exclude them from the 
position if the work is similar, related or a logical assignment to the position and is assigned by the 
supervisor. 
 
 
MANDATORY QUALIFICATIONS: 
 
EDUCATION and/or EXPERIENCE 
High school diploma or general education degree (GED) is required.  Five (5) years of 
experience in building maintenance operations or related field is required.  Five (5) years of 
supervisory experience is required.  Training in a trade school is desirable.  Experience and 
proficiency with operations and maintenance of HVAC systems and associated controls is 
desirable. The individual should possess a thorough working knowledge of maintenance 
procedures and practices.   
 
CERTIFICATES, LICENSES, REGISTRATIONS 
Other specialized job requirements include a valid Texas driver’s license.  Must be insurable by 
Comal County Insurance Company in order to operate County vehicles. 
 
DESIRED MINIMUM QUALIFICATIONS: 
 
LANGUAGE SKILLS  
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Ability to read and interpret documents such as safety rules, operating and maintenance 
instructions, and procedure manuals. Read and comprehend simple instructions, short 
correspondence, and memos; able to write detailed  correspondence; effectively present 
information in one-on-one and small group situations to elected officials, department heads, 
vendors, and senior managers and supervisors within the organization. 
 
Experience in Microsoft office suite (i.e. email, word processing, spreadsheet), and data base 
programs; prepare clear and concise records, reports, correspondence and other written materials; 
exercise independent judgment within general policy guidelines; establish and maintain effective 
working relationships with those contacted in the course of work. 
 
MATHEMATICAL SKILLS  
Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, 
common fractions, and decimals. Ability to compute rate, ratio, and percent and to draw and 
interpret bar graphs. 
 
REASONING ABILITY  
Ability to apply commonsense understanding to carry out instructions furnished in written, oral, 
or diagram form. Ability to deal with problems involving several concrete variables in 
standardized situations. 
 
PHYSICAL DEMANDS 
The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential duties of this job.  Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions of this job. 
 
While performing the duties of this job, the employee is regularly required to stand; walk; use 
hands to finger, handle, or feel objects, tools, or controls; reach with hands and arms; climb or 
balance; stoop, kneel, crouch, or crawl; talk or hear; and taste or smell. The employee is 
occasionally required to sit. The employee must regularly lift and/or move up to 50 pounds and 
occasionally lift and/or move up to 100 pounds. Specific vision abilities required by this job 
include close vision, distance vision, color vision, peripheral vision, depth perception, and the 
ability to adjust focus. 
 
WORK ENVIRONMENT 
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job. Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions.  
  
While performing the duties of this job, the employee frequently works near moving mechanical 
parts and in outside weather conditions and is frequently exposed to wet and/or humid 
conditions. The employee occasionally works in high, precarious places and is occasionally 
exposed to fumes or airborne particles, toxic or caustic chemicals, and risk of electrical shock. 
The noise level in the work environment is usually moderate to loud. 
 
This position has been identified with possible risk of exposure to bloodborne pathogens and/or 
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other various hazards that require immunization against such exposure. 
 
SELECTION GUIDELINES  
Formal application, rating of education and experience; oral interview and reference check; job 
related tests will be required including background investigation, drug screen and physical.  
 
This job description does not constitute an employment agreement between the employer and 
employee and is subject to change by the employer as the needs of the employer and 
requirements of the job change.  The employee further understands, and accepts, that this 
position falls under the provision of an “At Will” employment, and under no circumstances is 
this a contract for employment.  
 
 
 
Approval: ___________________________  Approval: ___________________________      
      (Supervisor or Department Head)    (Commissioners Court) 
      
Effective Date:                                                   Revision History:_____________________ 
 
Acknowledgement of employee:___________________________________________________ 
     (Printed Last, First Name, MI) 
 
Signature of employee:___________________________________________________________ 
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Comal County 
Job Description 

 
Job Title: Custodian I  Job Code Number: 210  
Department:  Facilities Maintenance Salary:  N2 
Employee Name:  Employee ID:   
FLSA Status:  Nonexempt Reports To:  Facilities Manager 
Prepared By:  Human Resources Prepared Date: 11/2016 
Approve By:  Commissioners Court Updated: 

 
 
SUMMARY    
General cleaning and manual labor to be performed in and around County Courthouse, 
Courthouse Annex and other County Facilities' as directed by supervisor.  Performs routine 
cleaning duties and special jobs as directed by the Facilities Manager. This position requires 
being punctual, dependable, trustworthy and willing and able to work diligently eight hours a 
day, and maintaining a congenial, helpful disposition while working closely with all Department 
Heads and County employees.  
 
SUPERVISION RECEIVED  
Works under the general supervision of the Facilities Manager. 
 
SUPERVISION EXERCISED  
Generally none. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES 
 
To perform this job successfully, an individual must be able to perform each essential duty 
satisfactorily. Duties include the following: 
 

1. Sweep, mop, and scrub floors, clean windows, dust furniture. 
 

2. Clean wash bowls, sinks, drinking fountains and toilets. 
 

3. Collect rubbish and paper; empty wastebaskets. 
 

4. Wax and polish floors as needed. 
 

5. Vacuum and steam clean carpet as needed. 
 

6. Move office equipment, store and replenish office supplies. 
 

7. Sweep sidewalk, maintain parking areas, and maintain ground and shrubs. 
 

8. Perform other related tasks & assist in other County Facilities' as directed by Facilities 
Superintendent. 
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9. Must carry a pager during work hours 8:00 a.m. to 5:00 p.m. 

 
10. This is a full-time position and is essential that the individual be at work during the hours 

of 8:00   a.m. to 5:00 p.m. 
 

11. Attendance is an essential function of the job. 
 

Note:  The duties listed above are intended only as illustrations of the various types of work that 
may be performed.  The omission of specific statements of duties does not exclude them from the 
position if the work is similar, related or a logical assignment to the position and is assigned by the 
supervisor. 
 
MANDATORY QUALIFICATIONS: 
 
EDUCATION and/or EXPERIENCE 
High school diploma or general education degree (GED).  Individual possess working knowledge 
of custodian procedures and practices with one (1) to two (2) years of experience. 
 
CERTIFICATES, LICENSES, REGISTRATIONS 
Other specialized job requirements include a valid Texas driver’s license.  Must be insurable by 
Comal County Insurance Company in order to operate County vehicles. 
 
DESIRED MINIMUM QUALIFICATIONS: 
 
LANGUAGE SKILLS  
Ability to read and comprehend simple instructions, short correspondence, and memos. Ability to 
write simple correspondence. Ability to effectively present information in one-on-one and small 
group situations to customers, clients, and other employees of the organization. 
 
MATHEMATICAL SKILLS  
Ability to add and subtract two digit numbers and to multiply and divide with 10's and 100's. 
Ability to perform these operations using units of American money and weight measurement, 
volume, and distance. 
 
REASONING ABILITY  
Ability to apply commonsense understanding to carry out simple one- or two-step instructions. 
Ability to deal with standardized situations with only occasional or no variables. 
 
PHYSICAL DEMANDS 
This is a sedentary position.  The physical demands described here are representative of those 
that must be met by an employee to successfully perform the essential duties of this job.  
Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions of this job. 
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While performing the duties of this job, the employee is regularly required to stand; walk; use 
hands to finger, handle, or feel objects, tools, or controls; and reach with hands and arms. The 
employee is occasionally required to climb or balance; stoop, kneel, crouch, or crawl; talk or 
hear; and taste or smell. The employee must regularly lift and/or move up to 50 pounds and 
occasionally lift and/or move up to 100 pounds. Specific vision abilities required by this job 
include close vision, distance vision, color vision, peripheral vision, and depth perception. 
 
WORK ENVIRONMENT 
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job. Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions.  
 
This position has been identified with possible risk of exposure to bloodborne pathogens and/or 
other various hazards that require immunization against such exposure. 
  
While performing the duties of this job, the employee frequently works near moving mechanical 
parts and is frequently exposed to toxic or caustic chemicals. The employee occasionally works 
in outside weather conditions and is occasionally exposed to fumes or airborne particles and risk 
of electrical shock. The noise level in the work environment is usually moderate. 
 
SELECTION GUIDELINES  
Formal application, rating of education and experience; oral interview and reference check; job 
related tests might be required.  
 
This job description does not constitute an employment agreement between the employer and 
employee and is subject to change by the employer as the needs of the employer and 
requirements of the job change.  The employee further understands, and accepts, that this 
position falls under the provision of an “At Will” employment, and under no circumstances is 
this a contract for employment.  
 
 
Approval: ___________________________  Approval: ___________________________ 
         (Supervisor or Department Head)       (Commissioners Court) 
 
 
Effective Date:  ____________________             Revision History:_____________________ 
 
 
Acknowledgement of employee:___________________________________________________ 
         (Printed Last Name, First Name, MI) 
 
 
Signature of employee:___________________________________________________________ 
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Comal County 
Job Description 

 
Job Title:  Custodian / Maint II Job Code Number:  211 
Department:  Facilities Maintenance Salary:  N3 
Employee Name:  Employee ID:  
FLSA Status:  Nonexempt Reports To:  Facilities Manager 
Prepared By:  Human Resources Prepared Date: 11/2016 
Approve By:  Commissioners Court Updated:   
  

 
SUMMARY    
Light maintenance, general cleaning and manual labor to be performed primarily in and around 
County Courthouse, Courthouse Annex and grounds keeping around the same, and other County 
Facilities. Perform minor maintenance, routine cleaning, and special jobs as directed by the 
Facilities Manager. This position requires being punctual, dependable, trustworthy and willing 
and able to work diligently eight hours a day, and maintaining a congenial, helpful disposition 
while working closely with all Department Heads and County employees.   
 
SUPERVISION RECEIVED  
Works under the general supervision of the Facilities Manager. 
 
SUPERVISION EXERCISED  
Generally none. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES 
 
To perform this job successfully, an individual must be able to perform each essential duty 
satisfactorily. Duties include the following: 
 

1. Routinely inspect Facilities and mechanisms; follow plan for preventive maintenance. 
 

2. Inspect air-conditioning equipment on a regular basis and insure that it is maintained in 
proper working     condition. 

 
3. Perform preventive maintenance, including painting. 

 
4. Sweep, mop, and scrub floors, clean windows, dust furniture. 

 
5. Clean wash bowls, sinks, drinking fountains and toilets. 

 
6. Collect rubbish and paper; empty wastebaskets. 

 
7. Wax and polish floors as needed. 

 
8. Vacuum and steam clean carpet as needed. 
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9. Move office equipment, store and replenish office supplies. 
 

10. Sweep sidewalk, maintain parking areas. 
11. Maintain ground and shrubs utilizing hand rakes, shovels, as well as using hand held pole 

saws, power chain saws, blowers, lawn mowers and riding mowers, etc. 
 

12. Perform minor maintenance on air-conditioning, plumbing and electrical. 
 

13. Perform other related tasks and assist in other County Facilities as directed by the 
Facilities Superintendent. 
 

14. This is a full-time position and is essential that the individual be at work during the hours 
of 8:00 a.m. to 5:00 p.m.  (Attendance is an essential function of the job.) 
 

Note:  The duties listed above are intended only as illustrations of the various types of work that 
may be performed.  The omission of specific statements of duties does not exclude them from the 
position if the work is similar, related or a logical assignment to the position and is assigned by the 
supervisor. 
 
MANDATORY QUALIFICATIONS: 
 
EDUCATION and/or EXPERIENCE 
High school diploma or general education degree (GED).  Individual possess working 
knowledge of heating, plumbing, electrical, air conditioning, and custodial procedures and 
practices.  One (1) to two (2) years of maintenance operations. 
 
CERTIFICATES, LICENSES, REGISTRATIONS 
Other specialized job requirements include a valid Texas driver’s license.  Must be insurable by 
Comal County Insurance Company in order to operate County vehicles. 
 
DESIRED MINIMUM QUALIFICATIONS: 
 
LANGUAGE SKILLS  
Ability to read and comprehend simple instructions, short correspondence, and memos. Ability 
to write simple correspondence. Ability to effectively present information in one-on-one and 
small group situations to customers, clients, and other employees of the organization. 
 
MATHEMATICAL SKILLS  
Ability to add and subtract two digit numbers and to multiply and divide with 10's and 100's. 
Ability to perform these operations using units of American money and weight measurement, 
volume, and distance. 
 
REASONING ABILITY  
Ability to apply commonsense understanding to carry out simple one- or two-step instructions. 
Ability to deal with standardized situations with only occasional or no variables. 
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PHYSICAL DEMANDS 
This is not a sedentary position.  The physical demands described here are representative of those 
that must be met by an employee to successfully perform the essential duties of this job.  
Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions of this job. 
 
While performing the duties of this job, the employee is regularly required to stand; walk; use 
hands to finger, handle, or feel objects, tools, or controls; and reach with hands and arms. The 
employee is occasionally required to climb or balance; stoop, kneel, crouch, or crawl; talk or 
hear; and taste or smell. The employee must regularly lift and/or move up to 50 pounds and 
occasionally lift and/or move up to 100 pounds. Specific vision abilities required by this job 
include close vision, distance vision, color vision, peripheral vision, and depth perception. 
 
WORK ENVIRONMENT 
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job. Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions.  
 
This position has been identified with possible risk of exposure to bloodborne pathogens and/or 
other various hazards that require immunization against such exposure. 
  
While performing the duties of this job, the employee frequently works near moving mechanical 
parts and is frequently exposed to toxic or caustic chemicals. The employee occasionally works 
in outside weather conditions and is occasionally exposed to fumes or airborne particles and risk 
of electrical shock. The noise level in the work environment is usually moderate. 
 
SELECTION GUIDELINES  
Formal application, rating of education and experience; oral interview and reference check; job 
related tests might be required.  
 
This job description does not constitute an employment agreement between the employer and 
employee and is subject to change by the employer as the needs of the employer and 
requirements of the job change.  The employee further understands, and accepts, that this 
position falls under the provision of an “At Will” employment, and under no circumstances is 
this a contract for employment.  
 
 
Approval: ___________________________  Approval: ___________________________ 
           (Supervisor or Department Head)        (Commissioners Court) 
 
Effective Date:  _______________________           Revision History:  _____________________ 
 
 
Acknowledgement of employee:___________________________________________________ 
                 (Printed Last Name, First Name, MI) 
 
Signature of employee:___________________________________________________________ 
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Comal County 
Job Description 

 
Job Title:  Custodian/Maint III Job Code Number: 212 
Department:  Facilities Maintenance Salary: N4 
Employee Name: Employee ID:   
FLSA Status:  Nonexempt Reports To:  Facilities Manager 
Prepared By:  Human Resources Prepared Date: 11/2016 
Approve By:  Commissioners Court Updated: 

 
SUMMARY    
Light maintenance, general cleaning to be performed in and around (5) County Facilities in an independent 
manner at JP#1, JP#2, JP#3, JP4 and Bulverde Tax Office and grounds keeping around the same, as well as 
other County Facilities as needed and/or directed.  Perform minor maintenance, routine cleaning, and special 
jobs as directed by the Facilities Manager. This position requires traveling and working with limited supervision 
as noted above.  This position also requires being punctual, dependable, trustworthy and willing and able to 
work diligently eight hours a day, and maintaining a congenial, helpful disposition while working closely with 
all Department Heads and County employees. 
 
SUPERVISION RECEIVED  
Works under the general supervision of the Facilities Manager. 
 
SUPERVISION EXERCISED  
Generally none. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES 
 
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. Duties 
include the following: 
 

1. Routinely inspect Facilities and mechanisms; follow plan for preventive maintenance. 
 

2. Inspect air-conditioning equipment on a regular basis and insure that it is maintained in proper working 
condition. 

 
3. Perform preventive maintenance, including painting. 

 
4. Sweep, mop, and scrub floors, clean windows, dust furniture. 

 
5. Clean wash bowls, sinks, drinking fountains and toilets. 

 
6. Collect rubbish and paper; empty wastebaskets.  

 
7. Wax and polish floors as needed 

 
8. Vacuum and steam clean carpet as needed. 

 
9. Move office equipment, store and replenish office supplies. 

 
10. Sweep sidewalk, maintain parking areas ground and shrubs. 
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11. Maintain ground and shrubs utilizing hand rakes, shovels, as well as using hand held pole saws, power 
chain saws, blowers, lawn mowers and riding mowers, etc. 
 

12. Deliver supplies to all J.P. Facilities and Bulverde Tax Office. 
 

13. Perform minor maintenance on air-conditioning, plumbing and electrical. 
 

14. Perform other related tasks and assist in other County Facilities as directed by the Facilities Superintendent. 
 

15. Must carry a pager during work hours 8:00 a.m. to 5:00 p.m. 
 

16. This is a full-time position and is essential that the individual be at work during the hours of 8:00   a.m. to 
5:00 p.m. (Attendance is an essential function of the job.) 

 
 Note:  The duties listed above are intended only as illustrations of the various types of work that may be 
performed.  The omission of specific statements of duties does not exclude them from the position if the work is 
similar, related or a logical assignment to the position and is assigned by the supervisor. 
 
MANDATORY QUALIFICATIONS: 
 
EDUCATION and/or EXPERIENCE 
High school diploma or general education degree (GED).  Individual possess working knowledge of heating, 
plumbing, electrical, air conditioning, and custodial procedures and practices.  One (1) to two (2) years of 
maintenance operations. 
 
CERTIFICATES, LICENSES, REGISTRATIONS 
Other specialized job requirements include a valid Texas driver’s license.  Must be insurable by Comal County 
Insurance Company in order to operate County vehicles. 
 
DESIRED MINIMUM QUALIFICATIONS: 
 
LANGUAGE SKILLS  
Ability to read and comprehend simple instructions, short correspondence, and memos. Ability to write simple 
correspondence. Ability to effectively present information in one-on-one and small group situations to 
customers, clients, and other employees of the organization. 
 
MATHEMATICAL SKILLS  
Ability to add and subtract two digit numbers and to multiply and divide with 10's and 100's. Ability to perform 
these operations using units of American money and weight measurement, volume, and distance. 
 
REASONING ABILITY  
Ability to apply commonsense understanding to carry out simple one- or two-step instructions. Ability to deal 
with standardized situations with only occasional or no variables. 
 
PHYSICAL DEMANDS 
This is a sedentary position.  The physical demands described here are representative of those that must be met 
by an employee to successfully perform the essential duties of this job.  Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions of this job. 
 
While performing the duties of this job, the employee is regularly required to stand; walk; use hands to finger, 
handle, or feel objects, tools, or controls; and reach with hands and arms. The employee is occasionally required 
to climb or balance; stoop, kneel, crouch, or crawl; talk or hear; and taste or smell. The employee must regularly 
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lift and/or move up to 50 pounds and occasionally lift and/or move up to 100 pounds. Specific vision abilities 
required by this job include close vision, distance vision, color vision, peripheral vision, and depth perception. 
 
WORK ENVIRONMENT 
The work environment characteristics described here are representative of those an employee encounters while 
performing the essential functions of this job. Reasonable accommodations may be made to enable individuals 
with disabilities to perform the essential functions.  
 
This position has been identified with possible risk of exposure to bloodborne pathogens and/or other various 
hazards that require immunization against such exposure. 
  
While performing the duties of this job, the employee frequently works near moving mechanical parts and is 
frequently exposed to toxic or caustic chemicals. The employee occasionally works in outside weather 
conditions and is occasionally exposed to fumes or airborne particles and risk of electrical shock. The noise 
level in the work environment is usually moderate. 
 
SELECTION GUIDELINES  
Formal application, rating of education and experience; oral interview and reference check; job related tests 
might be required.  
 
This job description does not constitute an employment agreement between the employer and employee and is 
subject to change by the employer as the needs of the employer and requirements of the job change.  The 
employee further understands, and accepts, that this position falls under the provision of an “At Will” 
employment, and under no circumstances is this a contract for employment.  
 
 
Approval: ___________________________  Approval: ___________________________ 
          (Supervisor or Department Head)        (Commissioners Court) 
 
 
Effective Date:  ____________________ Revision History:__________________ 
 
 
Acknowledgement of employee:___________________________________________________ 
         (Printed Last Name, First Name, MI) 
 
 
Signature of employee:___________________________________________________________ 
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Comal County 
Job Description 

 
Job Title: Custodian / Maint IV Job Code Number: 213 
Department:  Facilities Maintenance Salary:  N5 
Employee Name:   Employee ID:   
FLSA Status:  Nonexempt Reports To:  Facilities Manager 
Prepared By:  Human Resources Prepared Date: 11/2016 
Approved By:  Commissioners Court Updated: 

 
 
SUMMARY    
General cleaning and manual labor to be performed primarily in and around County Courthouse, 
Courthouse Annex and other County Facilities' as directed by the Facilities Superintendent. In 
addition to regular custodian/maintenance duties, this individual will help coordinate the work 
being performed in 15 County Facilities' and assume the responsibilities of the Facilities 
Manager in his absence. Must have transportation for after hours and on call duties when 
assigned. This position requires being punctual, dependable, trustworthy and willing and able to 
work diligently eight hours a day, and maintaining a congenial, helpful disposition while working 
closely with all Department Heads and County employees.  
 
SUPERVISION RECEIVED  
Works under the general supervision of the Facilities Manager. 
 
SUPERVISION EXERCISED  
Generally none except as directed by the Facilities Superintendent as otherwise directed. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES 
 

1. To perform this job successfully, an individual must be able to perform each essential duty 
satisfactorily. Duties include the following: 

 
2. Act as a supervisor for custodian/maintenance personal in place of the Facilities 

Superintendent during his/her absence or as otherwise directed. 
 

3. Must be able to follow and delegate instructions left by Facilities Superintendent. 
 

4. Perform minor maintenance, plumbing, electrical, air conditioning and painting. 
 

5. General cleaning of Facilities', stripping, waxing, buffing floors, and grounds work. 
 

6. Insure security of Facilities'. 
 

7. Work closely with all departments to insure a good workflow. 
 

8. Must carry a pager or cell phone during work hours. 
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9. Must conduct a monthly generator, fire pump and elevator check. 

 
10. This is a full-time position and is essential that the individual be at work during the hours of 

8:00 a.m. to 5:00 p.m. (Attendance is an essential function of the job.) 
 

11. Performs other related tasks as directed by supervisor. 
 
Note:  The duties listed above are intended only as illustrations of the various types of work that 
may be performed.  The omission of specific statements of duties does not exclude them from the 
position if the work is similar, related or a logical assignment to the position and is assigned by the 
supervisor. 
 
This is a responsible position requiring independent judgment to manage and supervise all phases 
of Maintenance operations. 
 
MANDATORY QUALIFICATIONS: 
 
EDUCATION and/or EXPERIENCE 
High school diploma or general education degree (GED).  Individual must possess working 
knowledge of heating, plumbing, electrical, air conditioning, emergency generators, and custodial 
procedures and practices.  One (1) to two (2) years of maintenance operations. 
 
CERTIFICATES, LICENSES, REGISTRATIONS 
Other specialized job requirements include a valid Texas driver’s license.  Must be insurable by 
Comal County Insurance Company in order to operate County vehicles. 
 
DESIRED MINIMUM QUALIFICATIONS: 
 
LANGUAGE SKILLS  
Ability to read and comprehend simple instructions, short correspondence, and memos. Ability to 
write simple correspondence. Ability to effectively present information in one-on-one and small 
group situations to customers, clients, and other employees of the organization. 
 
MATHEMATICAL SKILLS  
Ability to add and subtract two digit numbers and to multiply and divide with 10's and 100's. 
Ability to perform these operations using units of American money and weight measurement, 
volume, and distance. 
 
REASONING ABILITY  
Ability to apply commonsense understanding to carry out simple one- or two-step instructions. 
Ability to deal with standardized situations with only occasional or no variables. 
 
PHYSICAL DEMANDS 
The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential duties of this job.  Reasonable accommodations 
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may be made to enable individuals with disabilities to perform the essential functions of this job. 
 
While performing the duties of this job, the employee is regularly required to stand; walk; use 
hands to finger, handle, or feel objects, tools, or controls; and reach with hands and arms. The 
employee is occasionally required to climb or balance; stoop, kneel, crouch, or crawl; talk or 
hear; and taste or smell. The employee must regularly lift and/or move up to 50 pounds and 
occasionally lift and/or move up to 100 pounds. Specific vision abilities required by this job 
include close vision, distance vision, color vision, peripheral vision, and depth perception. 
 
WORK ENVIRONMENT 
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job. Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions.  
  
While performing the duties of this job, the employee frequently works near moving mechanical 
parts and is frequently exposed to toxic or caustic chemicals. The employee occasionally works 
in outside weather conditions and is occasionally exposed to fumes or airborne particles and risk 
of electrical shock. The noise level in the work environment is usually moderate. 
 
SELECTION GUIDELINES  
Formal application, rating of education and experience; oral interview and reference check; job 
related tests will be required including background investigation, drug screen and physical.  
 
This job description does not constitute an employment agreement between the employer and 
employee and is subject to change by the employer as the needs of the employer and 
requirements of the job change.  The employee further understands, and accepts, that this 
position falls under the provision of an “At Will” employment, and under no circumstances is 
this a contract for employment.  
 
 
Approval:  ___________________________ Approval:  __________________________ 
              (Supervisor or Department Head)         (Commissioners Court) 
      
 
Effective Date:  ________________________ Revision History: _____________________ 
 
 
Acknowledgement of employee:  ___________________________________________________ 
                 (Printed Last Name, First Name, MI) 
 
 
Signature of employee:  __________________________________________________________ 
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