
THE CATHEDRAL OF THE IMMACULATE CONCEPTION 

 

Maintenance Supervisor/Sacristan 

Job Description 

 
Summary:  The Maintenance Supervisor is responsible for the effective, efficient and safe 

maintenance, and upkeep of the Cathedral buildings and grounds including mechanical, 

plumbing and electrical systems. The Sacristan is responsible for assisting in the preparation and 

maintenance of parts of the Cathedral’s sacristy and interior environment of the church building. 

The Maintenance Supervisor/Sacristan position is a non-exempt position that reports to the 

Rector of the Cathedral of the Immaculate Conception. 

 

Maintenance Supervisor Duties and Responsibilities:  

 

 Supervise and schedule maintenance workers and cleaning personnel – assign 

responsibilities, approve work schedules and time reports, and meet regularly with them.   

 Oversee all maintenance, repair, and cleaning of the Cathedral and other parish buildings. 

 Develop a list of service providers and call when needed. 

 Request quotes for major repairs. 

 Open Cathedral buildings and do any set ups required for the day. 

 Responsible for daily security of the Cathedral and the opening and closing of the 

building for any events that may be scheduled. 

 Responsible for contracting for landscape services, trash removal and snow removal. 

 Responsible for maintaining and ordering paper products and cleaning supplies used in 

the maintenance of the Cathedral buildings. 

 Receive deliveries as needed. 

 

Sacristan Duties and Responsibilities: 

 

 Responsible for cleaning of the Cathedral sacristy.   

 Maintain sanctuary area.  This includes replacement of candles, pews are clean of debris, 

flowers are maintained, and incense is disposed of.  Ensure sacred areas are properly 

dusted and cleaned 

 Oversee the cleaning and maintenance of vessels and maintain supply of wine, hosts, 

palms, incense, etc. 

 Ensure Cathedral sacristy is prepared for all sacramental events including weekend 

Masses, special Liturgical events and Liturgical holidays. 

 Ensure worship books and cards are replaced as needed. 

 

Qualification Requirements:  To perform this job successfully, an individual must be able to 

perform each essential duty satisfactorily. 

 

The requirements listed above are representative of the knowledge, skill and/or ability required.  

Reasonable accommodations may be made to enable individuals with qualified disabilities under 

the American with Disabilities Act to perform the essential function of this position. 



 

Education and/or Experience:  High school graduate with three to five years maintenance 

experience. Knowledge and understanding of Church liturgies, the order of services, the 

preparations and the tear down.. 

 

Other Skills and Abilities:  Experience in minor repair work, ability to lift 50 pounds, able to 

honor and maintain confidentiality, ability to provide own transportation for job-related 

responsibilities and on-call availability for emergencies. Reverence and appreciation for 

maintaining sacred space, knowledge of post Vatican II liturgy and liturgical norms, ability to 

work with presiders and liturgical ministers, ability to work flexible hours, ability to work 

independently and cooperatively. 

 

 

 

 

 

 

 

 

 


