
Cathedral of Our Lady of the Rosary 

2801 E. 4th Street 

Duluth, Minnesota 

JOB DESCRIPTION 

Job Title: Building Maintenance Personnel/Assistant Boiler Engineer 

Department: Building and Grounds Maintenance  

Reports To: Maintenance Engineer 

FLSA Status: Non-Exempt 

Prepared Date: 05/20/20 

Revised Date:  

Schedule Part-Time – 20 hrs/week 

 

SUMMARY 

To assist in building operations, maintaining the boiler, all buildings, equipment and grounds at 

the Cathedral and Stella Maris Academy – Holy Rosary Campus. Must maintain an efficient, 

safe and effective environment for faculty, staff, parishioners, students and visitors.  

The Building Maintenance Assistant must visibly model the values and principles of the faith 

through facilitating a learning environment that is positive, affirming, peaceful, growth-oriented, 

and faith-filled while providing respect for the dignity of all persons within the faith community. 

Must adhere to parish and school policies in a manner that is reflective of the values, practices, 

teachings and standards of fairness implicit to Catholic institutions. 

CONTEXT 

A Catholic parish and school exists to help fulfill the evangelical and educational missions of 

Christ’s Church as defined by the mission of the Diocese of Duluth. This position helps the 

parish and school to meet these primary purposes. This position is an extension of the Bishop’s 

ministry. The incumbent must have a willingness and the ability to support the Mission of the 

Universal and Local Roman Catholic Church. 

ESSENTIAL DUTIES AND RESPONSIBILITIES 

1. Clean floors by sweeping, mopping, scrubbing or vacuuming. 

2. Provide cleaning and upkeep of the buildings, which includes dusting and polishing of 

furniture and cleaning fixtures, windows, walls, etc. 

3. Assist in running and maintaining boiler.  

4. Sanitize, clean and maintain restrooms and their supplies.  

5. Gather trash and recycling and place it in appropriate containers for pickup. 

6. Responsible for basic lawn maintenance services. 

7. Responsible for snow removal from sidewalks and driveways and spreading snow 

melting chemicals on sidewalks in order to keep them safe.  

8. Perform routine grounds maintenance such as litter pick-up, mowing, pruning, watering, 

and cleaning as directed. 

9. Occasionally responsible for building security and safety by performing such tasks as 

opening the parish and school facilities and locking doors after hours. 



2 | P a g e  
 

10. Arrange and remove decorations, tables, chairs and provide staging to prepare facilities 

for day-to-day functions and special events.  

11. Regularly assess and perform maintenance needs and report any corrections as needed. 

12. Follow established safety policies, procedures, and report issues to supervisor. 

13. Respond to all calls of inquiry and need for assistance in a timely fashion. 

14. Responsible for policies and duties as outlined in the handbook. 

15. Attend workshops, training and in-services related to work assignment. 

16. Fulfill other responsibilities as identified. 

17. Must successfully pass a background check. 

 

GENERAL RESPONSIBILITIES 

Maintain a current level of knowledge and skills required to effectively serve in this position.   

SUPERVISORY RESPONSIBILITIES 

Not responsible for any immediate supervision of employees. 

QUALIFICATIONS 

To perform this job successfully, an individual must be able to perform each essential duty 

satisfactorily.  Reasonable accommodations may be made to enable individuals with disabilities 

to perform the essential functions. The requirements listed below are representative of the 

knowledge, skill, and/or ability required.   

EDUCATION and/or EXPERIENCE 

1. High School Diploma or equivalent.  

2. Must have general knowledge of and experience with hand and power tools in doing 

electrical, lighting, plumbing and heating repairs. 

3. Knowledge of standard cleaning procedures, chemicals, products and equipment. 

4. Knowledge of boiler maintenance and the willingness to work towards boiler technician 

certification. 

5. Ability to understand technical language. 

LANGUAGE SKILLS 

Ability to read and interpret documents such as safety rules, operating and maintenance 

instruction and procedure manuals. Ability to write routine reports and correspondence. Ability 

to communicate effectively with others. 

OTHER EXPERIENCE/SKILLS 

The individual in this position must: 

 be self-motivated with the ability to work under little supervision. 

 possess good organizations skills and be capable of multi-tasking and prioritizing work. 

 respond to and professionally solve all requests, complaints or problems. 
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 work effectively and collaboratively with co-workers, students, parishioners and visitors.  

 successfully pass a criminal background check. 

 be able to maintain confidentiality at all times. 

 

CERTIFICATES, LICENSES 

Minnesota State Boilers License (minimum Special Engineer) preferred 

 

PHYSICAL DEMANDS 

The physical demands described here are representative of those that must be met by an 

employee to successfully perform the essential functions of this job. Reasonable 

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

functions. While performing the duties of this job, the employee is required to stand, walk, sit, 

stoop, crouch, bend, twist, squat, kneel, push, pull, reach above shoulder level and use hands to 

feel objects with tools or controls, talk and hear. Must have the ability to stand/walk and climb 

stairs for extended period of time – up to 8 hours. The employee must regularly lift and/or move 

objects up to 25 pounds and frequently lift and/or move objects up to 50 pounds. Must have the 

ability to work at heights above 10 feet. Specific vision abilities required by the job include close 

vision, distance 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.  The environment is a traditional 

church and school. While performing the duties of this job, the employee is exposed to moderate 

to high noise levels in the work environment. Weekend and evening work may be required. 

TO APPLY 

Please send a cover letter and resume to Lauren McCracken at 

lauren.mccracken@duluthcatholic.org. Questions can be directed to Lauren via email or phone at 

218.728.3646. 


