
Part-Time Maintenance Assistant 

St. Charles Borromeo Catholic Church 
PO Box A 

Grand Coteau, Louisiana 70541 
 

Position Title:   
Maintenance Assistant 

Immediate Supervisor:   
Parish Manager 

Position Status: 
Non-Exempt, Part-time 

Work Schedule: 
8-10 hours/week 

 

The Maintenance Assistant will attend weekly staff meetings, and may be called upon to assist at times other 
than noted in case of a maintenance emergency. 

 

Position Summary:  To undertake general repairs, maintenance, and supervision of facilities as directed by the 
Pastor or his designate.  Must be able to perform routine maintenance of buildings and grounds, including 
semi-skilled carpentry, plumbing, electrical and other repair work that does not specifically require a licensed 
professional.   

 

The following statements are intended to describe the general nature and level of work required of this 
position. This is not meant to be an exhaustive list of all responsibilities, duties, and skills required. Duties and 

responsibilities are subject to change as the needs and requirements of the parish/office change, as directed by 
the Pastor and/or the Parish Manager. 

 

Responsibilities: 
 Assist the Parish Manager in coordinating and implementing maintenance and facility services, as well 

as communicating with outside vendors and contractors in the area of building and grounds 
maintenance, repair, minor renovations, and janitorial services.   

 Assist in monitoring the proper maintenance of all utilities and services necessary for the continual 
operation of all parish buildings and cemetery.    

 Change door locks. 
 Assemble furniture. 
 Install shelves. 
 Hang doors. 
 Install or repair weather stripping. 
 Hang plaques, pictures, paintings. 
 Measure, fit, and hang draperies, curtains, and blinds. 
 Repair dry wall. 
 Paint walls, ceilings, and trim (interior or exterior). 
 Install and maintain smoke/fire alarms. 
 Replace or install light and dimmer switches. 
 Unclog drain and toilets. 
 Fix dripping faucets. 
 Fix or replace flush mechanism in a toilet. 
 Put-up, take-down, and rearrange tables and chairs.   
 Replace and repair light fixtures, light bulbs, fuses, starters, and diffusers. 
 Clean up spillages, as required. 



 Be responsible for ensuring minimum clear, safe pedestrian access to the church property and 
buildings during adverse weather conditions.   

 Maintain fixtures and fittings, e.g., tightening screws on window slides, maintenance on door handles.  
 Assist parish manger in supervising and coordinating maintenance projects and oversee their work. 
 Assess and address needs for any preventative maintenance required throughout the facility. 
 Complete work orders in a timely manner. 
 Communicate effectively with office staffs. 
 Be available at times to work beyond the regular schedule on weekends, evenings, or holidays.   

 

Qualifications: 

 High School diploma or equivalent; trades school certificate in one or more trades beneficial, but 
not essential.   

 Previous experience in maintenance or other related fields preferred but not required. 

 Competence in the use of maintenance tools and equipment. 

 Ability to handle physical workload:  climb and work from a ladder; crawl in attic and under 
buildings; lift, pull, push and carry objects up to 50 pounds.   

 Must be able to sit or stand for long periods.   

 Maintain a valid Louisiana Driver’s License and have dependable personal transportation readily 
available, with appropriate insurance coverage.   

 Deadline and detail-oriented. 

 Enthusiastic and energetic. 

 Valid Driver's license, finger printing, background check and pre-employment physical is required. 

 Specific seeing abilities including close vision, depth perception, and ability to adjust focus.   

 Flexible, available, and dependable.   

 Good planning, and organizational skills.   

 Basic skills in the area of communication through the use of texts, emails, and digital calendar.   

 Able to work in an office and outdoor setting, including times of substantial heat and cold.   

 Because the Maintenance Assistant has considerable contact and direct involvement with 
parishioners and many outside groups, he or she must always respond with courtesy and respect.    

 The ability to maintain confidentiality. 

 A practicing Roman Catholic in good standing with the Church, fully supportive of the Church’s 
authentic magisterium, modeling a Catholic vocation and moral life.   

 Ability to work well as a team member of the parish staff.   

 Maintain up-to-date personal certification for diocesan Safe Environment program. 

 

How to Apply:   

 Please send resume with at least two references to Fr. Mark Kramer, S.J., at matte@st-charles-
borromeo.org 


