
RAMAPO INDIAN HILLS REGIONAL HIGH SCHOOL DISTRICT 
BOARD OF EDUCATION 

Oakland, New Jersey  07436 
 

JOB DESCRIPTION 
 
 

Title:   Building Foreman 
 
Organizational Relationships: Evaluated by the Coordinator of Facilities and 
Operations. 
 
Primary Function:  The Building Foreman oversees custodial and building and 
grounds maintenance operations of an individual school or building to ensure a safe, 
clean, and comfortable environment.  The Building Foreman also carries out 
administrative tasks required to operate and maintain the plant to required standards. 
 
Major Responsibilities: 
 
1. Manage and supervise the maintenance, custodial, and groundskeeping operations 

of the school, ensuring that the buildings and grounds of the school are 
maintained in a clean, organized, and safe condition. 

 
2. Inspect the school and grounds regularly to ensure safety, cleanliness, and 

attractiveness, completing and submitting all required reports.  Report 
immediately any hazards or unsafe conditions to the Principal and to the 
Coordinator of Facilities and Operations. 

 
3. Ensure that all applicable fire, safety, health, and environmental regulations and 

laws are observed and exceeded and that no one works in an unsafe or hazardous 
condition. Ensure trash and recyclables are handled daily and comply with all 
laws, regulations, and procedures for the storage, disposal, and or collection of 
trash, waste, and recyclables. 

 
4. Inspect, maintain, and operate the heating, ventilating, and other mechanical 

systems of the building to provide proper temperature appropriate to the season 
with an economical use of fuel, water, electricity and in compliance with all 
regulations regarding safety and efficiency of the systems. 

 
5. Perform assignment relating to insuring all schools and District sites are able to 

safely open and function when assigned.  This includes working cooperatively 
with custodial employees and others during emergency operations.  Ensure the 
removal of snow and ice by shoveling, plowing, and/or sanding walks, 
driveways, parking areas, steps, etc. 

 
6. Schedule and assist the custodial staff of the school, and assign and monitor tasks 

and areas of responsibility, to ensure that the school and grounds are clean, 
attractive, and safe.  Maintain and approve time records of all custodian, 
maintenance, and grounds personnel and approval all overtime. 
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7. Oversee and assist with repairs to the building, building systems, and grounds.  
 Request maintenance and repair work that is beyond the scope of the Building 
 Foreman’s expertise.  Facilitate small plant maintenance projects by meeting with 
 contractors, obtaining proposals, preparing requisitions, and ensuring 
 satisfactory completion of work. 
 
8. Maintain an adequate supply of cleaning chemicals, custodial supplies, equipment 

and tools, ordering replacements in a timely fashion.  Provide inventory control to 
ensure need and proper use and store supplies and chemicals in a safe and 
approved manner.  Prepare written requisitions for custodial supplies and 
equipment ensuring competition in the process. 

 
9. Participate in and ensure compliance with safety, Right To Know, Bloodborne 

Pathogen, and other training. 
 
10. Make recommendations for improvement in the effectiveness and efficiency of 

custodial, maintenance and grounds operations of the school.  Maintain a list of 
supplies, equipment, and buildings and grounds deficiencies to be submitted 
annually for budget review. 

 
11. Respond to, or arrange for, coverage for fire, security, and equipment alarms when 

the building is unoccupied.  Regularly have the security of the building checked 
and ensure that all exit doors are operational, and that all panic hardware is 
working when the building is occupied. 

 
12. Manage the maintenance of heating ventiliation and air conditioning equipment 

and all other building equipment, including emergency generator.  Manage 
equipment maintenance logs and computerized work order/pm system. 

 
13. Coordinate with Transportation Supervisor and ensure compliance with vehicle 

maintenance and inspection requirements including oversight of maintenance 
vehicle inspection logs. 

 
14. Attend continuing education courses and seek membership in organizations 
 related to employment, including topics such as:  indoor air quality, equipment 
 maintenance, staff management, etc.  Attend required meetings and serve, as 
 appropriate, on staff committees. 
 
15. Perform annual safety inspection of school with Principal.  Manage Integrated 
 Pest Management Program for school in close consultation with the Principal. 
 
16. Coordinate with Athletic Director for all indoor and outdoor sporting events and 
 oversee timely preparation of facilities for such events. 
 
17. Account for all deliveries to the building. 
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18. Perform any duties and responsibilities that are within the scope of employment, 
 as assigned by the Coordinator of Facilities and Operations and/or Principal.  
 Assist with the operation of the other school facility when the Building Foreman 
 assigned to that site is not available.  
 
 
 
 
Qualifications:   

 
1. A high school diploma or its equivalent.   
2. Hold a Black Seal Boiler Operator License and a valid driver’s license with no 

serious violations.   
3. Meets the requirements of a “Certified Educational Facilities Manager” pursuant 

to N.J.S.A. 18A:17-49.  Demonstrated aptitude for successful fulfillment of assigned 
performance responsibilities; 

4. Demonstrate knowledge and experience in motivating and supervising personnel 
and in the cleaning and maintaining of school or other facilities.   

5. Have a minimum of three years’ experience in plant operation and maintenance, 
cleaning methods and procedures. 

6. Have a demonstrated knowledge of fire/safety and hazardous materials laws and 
regulations. 

7. Use computers and/or electronic equipment to fulfill job functions. 
8. Meet such alternative to the above qualifications as the Superintendent may find 

appropriate and acceptable. 
 
 
 
 

 
Term of Employment:  1. Twelve-month work year, salary or hourly wage, benefits 
  and leave time as specified in the written contractual  
  agreement with the Board of Education. 
  
 
 
 
 
 
 
 
 
 
September 8, 1998 
Revised:  January 18, 1999 
Revised:  August 28, 2006 
Revised:  June 13, 2016 


