
 

 
POSITION DESCRIPTION 

 
 
INCUMBENT:     
POSITION: Grounds Manager 
SUPERVISOR:  Director of Facilities Services & Operations 
REVISION DATE:  1/29/2016 
FLSA STATUS:  Exempt 
 
General Description: 
 
Plan and manage a comprehensive program of planned grounds maintenance and athletic field 
maintenance.  Provide coordination and workforce to provide set up for special events including 
tents, stages, etc.  Supervise the operation and maintenance of tractors, mowers, utility vehicles, 
snow removal equipment, and other specialized equipment, such as dewatering pumps.  
 
 
Specific Functional Duties:  
 
1. Plan, carry out, and report on the progress of campus grounds maintenance and campus 

beautification efforts while coordinating with the Facilities Management Team, and other key 
stakeholders in the campus community recognizing that the campus is the first point of 
impression for prospective new students, current students, parents of students, and all visitors 
to the College.  

2. Supervise the work of groundskeepers in the performance of general grounds maintenance 
tasks, e.g. weeding, mowing, trash pickup, planning, pruning, snow removal, deicing, etc. 

3. Receive work requests and assign appropriate priorities to grounds staff for timely 
accomplishment (typically within 48 hours).  

4. Supervise the measurement of distances, angles, etc. for athletic fields, playing fields, track 
course, and other competition criteria to ensure accuracy. 

5. Inspect completed work. 
6. Plan and supervise maintenance and repair of college equipment. 
7. After consultation with Director, contact contractors for work that exceeds the capacity of 

grounds workforce, and regularly call to the director’s attention problem areas on campus. 
8. Make improvements on all aspects of grounds work that can be conducted in a more effective 

and efficient manner. 
9. Create work assignments and schedule the work for the Grounds team including student 

workers when applicable.  
10. Select, order, maintain, and inventory materials and tools.   
11. Train or arrange for training of assigned workforce.  
12. Supervise staff which includes monitoring of performance, conducting performance reviews, 

addressing disciplinary concerns, and coaching/mentoring the team to achieve a high-level o 
performance. 

13. Authorize vacation and personal time, verify absences due to illness; authorize overtime in 
accordance with the guidelines received, review timesheets for accuracy, approve, and submit 
for timely payroll processing 



 

14. Reassign staff to provide services when absences occur.  
15. Handle complaints in a courteous and timely manner and coordinate information with the 

Director.  
16. Provide cross coverage to assist other areas as needed depending on workload.  
17. Will be required to be part of the Facilities On-Call schedule 
18. Significant additional work will be required during times of extreme weather conditions or 

campus emergencies (e.g. water main break)   
19. Other duties as assigned 
 
Qualifications: 
 
1. Minimum 2 year technical degree in forestry, landscape, horticulture, or related field 
2. Minimum of four years of related experience including one year in a leadership capacity 
3. Valid Pennsylvania Pesticide Applicator Certification Required 
4. Valid Pennsylvania driver’s license required 
5. Arborist or Horticultural certification desired but not required   
 
Knowledge, Skills and Abilities: 

 
1. Ability to work independently, without direct supervision 
2. Ability to comprehend notices and directions associated with hazards for chemicals used in 

machinery maintenance and grounds keeping.  
3. Ability to lift up to 100 lbs  
4. Ability to kneel, climb ladders (20 ft) and climb stairs 
5. Ability to stand and walk for 90% of the workday 
6. Ability to manage assigned workers in the efficient accomplishment of tasks   
7. Strong interpersonal and communication skills 
8. Basic computer skills, proficient in the Microsoft Office Suite.   
9. Ability to comprehend or originate notices on directions, work requests, and event plans 
10. Ability to comprehend and use safe practices and principles of the grounds profession 
11. Knowledge of the basic principles and practices of grounds maintenance. 


