NEW HORIZONS CHURCH
Job Description

Job Title: 
Custodian 

Department: 
Property Management
Reports To: 
Building Superintendent

FLSA Status: 
Non-Exempt

Prepared By: 
Manager Church/Business Administration
Prepared Date: 
May 5, 2016 
SUMMARY 

This position is responsible for the upkeep, event support, and maintenance of church property and equipment.  
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following.  
Primary Responsibilities

Cleaning
Responsible for general daily, weekly, and seasonal cleaning of all areas inside the church, such as sanctuary, offices, hallways, entries, kitchen, restrooms, ministry areas, including, but not limited to:  cleaning, vacuuming, sweeping, mopping, shampooing carpets, stripping/waxing and polishing tile floors, dusting, trash disposal, restocking supplies, trash disposal, and inventorying property management supplies, etc.  

Responsible for general cleaning and maintenance of all areas outside the church.  This includes, but is not limited to keeping sidewalks and parking areas free of debris, sweeping/washing sidewalks, de-icing and shoveling sidewalks, minor landscaping, ,etc.  

Event Support

Opens and closes buildings daily, insuring that lights, heating and/or air conditioning, and sound systems are turned on/off and at appropriate times.

Helps set up and tear down of tables and chairs, and provides appropriate room set up.

Escorts members, visitors, and staff members to parking areas upon request.

Notifies police and supervisor in case of emergency, including break-ins, vandalism, theft, or assault and completes incidents reports as required.  

Insures the church buildings and grounds are secured coordinating with security ministry and with outside security contractors as needed and directed.  
Secondary Responsibilities

Maintenance
Completes indoor, outdoor, and preventative maintenance including, but not limited to: changing light bulbs, batteries, filters, and belts; wall/window/power washing; and, inspection of the facility noting maintenance and repair needs on the Work Order Request form.   
Other Duties
Performs other duties and responsibilities as assigned.

SUPERVISORY RESPONSIBILITIES 

None

QUALIFICATIONS

 To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skill, and/or ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

EDUCATION and/or EXPERIENCE 

High school diploma or general education degree (GED); or 1 year of related experience.

LANGUAGE SKILLS 

Ability to read and interpret documents such as safety rules, operating and maintenance instructions, and procedure manuals.  Ability to write routine reports and correspondence.  Ability to speak effectively before groups of customers or employees of organization.

MATHEMATICAL SKILLS 

Ability to add, subtract, multiply and divide in all units of measure, using whole numbers, common fractions and decimals.  Ability to compute rate, ratio, and percent and to draw and interpret bar graphs.  
REASONING ABILITY 

Ability to apply common sense understanding to carry out instructions furnished in written, oral, diagram or schedule form.  Ability to deal with problems involving several concrete variables in standardized situations.  
OTHER SKILLS, ABILITIES, QUALIFICATIONS, ETC.

Ability to make decisions, and understand and work within existing policies. Must be able to work effectively individually or in a team environment.

PHYSICAL DEMANDS

 The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Must be able to walk; sit; use hands to finger, handle or feel; reach with hands and arms; climb or balance; stoop, kneel, crouch or crawl; and talk or hear.  Must be able to lift up to 50 lbs.

WORK ENVIRONMENT

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Work is primarily indoors, but work outside is required also.  The job involves work in high, precarious places; exposure to fumes or airborne particles; some outdoor weather conditions; occasional work near moving mechanical parts; and slight risk of electrical shock.  Noise level is moderate to loud.

