
  CITY OF NICHOLASVILLE 

      POSITION DESCRIPTION 

 

Class Title: Cemetery/Maintenance Superintendent 

 

Department: Cemetery/Administration 

 

Supervisor: Public Works Commissioner/Mayor 

 

Supervises:     Personnel Assigned to Division  

 

Grade:  31 

 

  Class Characteristics: Under general administrative direction, is responsible for the 

overall management of the Cemetery operation and maintenance; maintains, services, 

repairs and coordinates maintenance of all city owned buildings and grounds; supervises 

personnel within division; is responsible for transporting County Class D. workers  from 

and to the detention center and is responsible for their supervision while they perform 

work in department; serves as Cemetery Sexton; coordinates with contractor for mowing 

at Cemetery; performs related work as required. 

 

General Duties and Responsibilities: 

  

 Essential: 

 

 1. Serves as Cemetery Sexton.  

 2. Works closely with funeral directors in preparing for and during funerals. 

 3. Oversees and assists in measuring, digging and closing of graves; sets 

foundations for grave markers and monuments. 

 4. Sells cemetery plots; collects money for sales and foundations; maintains 

detailed maps of sold and open areas of cemetery and measuring of lots. 

 5. Assists individuals in locating lots or graves. 

6. Coordinates work with contractors for mowing at cemetery. 

 7. Ensures repairs to buildings as needed, including floors, windows, doors, 

and other minor repairs as required; recommends major repairs as needed. 

 8. Ensures lighting systems checked on continuing basis; repairs made to 

system and bulbs replaced when needed. 

 9. Oversees mowing, weed-eating, and general maintenance of city grounds; 

assures summer flowers are watered and maintained properly.  

 10. Ensures that city owned parking lots, sidewalks and entry-ways are 

cleaned and free of ice and snow in winter weather. 

 11.  Supervises assigned personnel, prepares work schedules; approves time 

cards and time off; conducts employee evaluations. 

 12. Attends training programs; ensures that departmental personnel attend 

training programs to obtain certification as required. 

 13. Ensures that vehicles and equipment assigned to division are maintained 



and cleaned on regularly scheduled basis.  

 14. Assists with preparation of annual departmental budget. 

 15. Assists with maintaining departmental records as required. 

 16. Performs other tasks as required. 

 

Non-essential: None. 

 

MINIMUM QUALIFICATIONS 

 

 Training and Experience: Graduation from high school or equivalent (GED) 

supplemented by three years related work experience.  

  

Special Knowledge, Skills and Abilities: 

  

 Knowledge:  

  

1.  Knowledge of the equipment, methods, practices, techniques and 

procedures used in the operation and maintenance of the cemetery. 

 2. Knowledge of building maintenance. 

 3. Working knowledge of routine grounds-keeping and maintenance work. 

 4. Knowledge of the operation and maintenance of vehicles and equipment. 

5.  Knowledge of work hazards and applicable safety procedures. 

 

Abilities: 

 

 1. Ability to relate to citizens in stressful situations. 

 2. Ability to supervise subordinates while performing required duties. 

  3. Ability to oversee and perform work activities involving carpentry, 

electrical, plumbing, painting, etc. 

4. Ability to establish and maintain effective working  relationships with city 

officials, employees, funeral directors, and the general public. 

 5.  Ability to operate equipment assigned to division, including backhoe, 

small motorized equipment and manual tools. 

 6. Ability to maintain accurate records. 

            

ADDITIONAL INFORMATION 

  

 Instructions:  Very general; must use own judgment most of the time. 

 

 Processes:  Sometimes required to take different, new or unusual approaches in 

completing work assignments. 

  

 Review of Work:  Completed work is spot-checked; may be reviewed through 

written and oral reports as requested. 

 

 Analytical Requirements:  Problems require analysis based on precedent. 



 

 Physical Demands of the Job:  Work is performed primarily outdoors regardless 

of weather conditions. Must lift heavy objects (more than 25 pounds); must be able to 

operate vehicle and equipment as a job requirement; exposed to machinery and its 

moving parts; exposed to confined spaces; exposed to fumes, chemicals, and toxic 

substances.  

 

 Tools and/or Equipment Used:  Backhoe, digger, tractor, pick-up, mowers, small 

motorized equipment, manual tools. 

 

 Contacts:  Frequent public and internal contacts requiring tact and diplomacy are 

requirements of the job. 

 

 Confidential Information:  Regular use of confidential information is a 

requirement of the job.  

 

Mental Effort:  Moderate/heavy. 

 

Interruptions:  Frequent. 

 

 Special Licensing Requirements:  Must possess and maintain a valid driver’s 

license issued by the Commonwealth of Kentucky. 

 

Certification Requirements:  None. 

 

 Additional Requirements:  Must be able to work weekends.  

 

 Overtime Provision:  Exempt. 
 


