Custodian Job Description Draft

Qualifications

1. Strong commitment to Jesus Christ and to the ministry of the church.

2. Ability to work with other staff members and volunteers whom are involved in various areas of the church ministries.

Duties and Responsibilities

The Custodian is accountable to the Administrator and responsible for the overall cleanliness, appearance, and safety of the facilities. Duties and responsibilities include the following:

1. Complete the following tasks according to schedule and as needed:  clean and wax floors; dust furniture and equipment; wash walls, blinds, and windows; empty waste cans and vacuum carpets as scheduled.

2. Maintain clean restrooms; replenish tissue and towels; empty waste cans.

3. Maintain clean kitchen including ovens, outside of cabinets, appliances, sinks, and counters.

4. Purchase cleaning and maintenance supplies and request equipment as needed.

5. Operate heating, cooling, and ventilation equipment according to schedule and instruction.

6. Secure building daily as appropriate.

7. Maintain clean church entrance and sidewalk.

8. Review building use plan daily for special assignments.

9. Set up and take down tables and chairs for church functions and special activities as required. 

10. Oversee painting of walls, furniture, and equipment as needed.

11. Make general repairs including carpentry, plumbing, and lighting.

12. Check heat and cooling plants, pipes, lights, and motors regularly to insure safety and efficiency.

13. Maintain records of maintenance and notify Administrator of necessary preventive maintenance.

14. Assist the administrative and ministerial staff as requested to meet the needs of the church.  Work in accordance with church activities.

15. Available and responsible for duties on Sunday and for weddings and funerals.

16. Available at least five days per week to assist with church needs.

17. Other duties as assigned by the Administrator.

?? hours per week -- hourly position.  Not to exceed ?? hours without overtime permission from the Administrator.

