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Job Title:   Building Custodian  

Department:   Administration 

Reports To:   Facilities and Grounds Coordinator 

FLSA Status:   Nonexempt 

Prepared Date:   March 2001 

Updated:  January 2018 

Pay grade:  S-5/S-11 

 

  

SUMMARY: 

Works independently performing various maintenance and cleaning duties.  Responsible for keeping the 

MEO Family Center building and premises in a clean and orderly condition.  

 

ESSENTIAL DUTIES AND RESPONSIBILITIES: 

 Cleans offices, hallways, lobbies, lounges, rest rooms, corridors, elevators, stairways, parking lot, 

exterior sidewalks, and other work areas. 

 Sweeps, scrubs, mops, waxes, and polishes floor. 

 Vacuums and cleans rugs, carpets, upholstered furniture, ceiling AC intake vents and blinds. 

 Dusts furniture and equipment. 

 Cleans and polishes lighting fixtures, surfaces, and trim. 

 Polishes metalwork. 

 Washes exterior walls, ceilings, and baseboards. 

 Vacuums and wipes interior walls, ceilings and baseboards. 

 Washes and wipes interior/exterior windows, door panels, and sills. 

 Cleans out light fixtures. 

 Scrapes gum off of sidewalks. 

 Empties wastebaskets, and empties and cleans outside ashtrays. 

 Transports trash and waste to disposal area. 

 Replenishes bathroom supplies. 

 Replaces light bulbs. 

 Maintains building, performing minor and routine maintenance activities. 

 Sets up and takes down tables and chairs in classrooms as requested. 

 Orders and maintains cleaning supplies and personal care items, i.e., paper towels, etc.  

 Promotes and maintains a high level of customer service ensuring that staff and client’s 
needs are met. 

 Understands, follows and supports all safety policies and programs. 

 Regular attendance.  

 

NONESSENTIAL DUTIES AND RESPONSIBILITIES: 

 Performs other duties as assigned. 

 

SUPERVISORY RESPONSIBILITIES: 

 Provides oversight and director to the MCCC work line staff. 
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QUALIFICATIONS: 

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. 

Reasonable accommodations may be made to enable individuals with disabilities to perform the essential 

functions. The requirements listed below are representative of the knowledge, skill, and/or ability 

required. 

 Working knowledge of proper housekeeping and maintenance principals. 

 Organized, detail and task oriented. 

 Ability to handle many assignments at a given time. 

 Ability to work independently with minimal supervision. 

 General knowledge and understanding of OSHA safety rules and regulations. 

 Available to work varied shifts, which may include nights and weekends and holidays. 

 

EDUCATION and/or EXPERIENCE  

 Two (2) years related experience and/or training, or equivalent combination of education and 

experience. 

 

LANGUAGE SKILLS:  

 Ability to read and comprehend simple instructions, short correspondence, and memos.   

 Ability to communicate effectively both verbally and in writing.  

 

MATHEMATICAL SKILLS:  

 Ability to add and subtract basic numbers.  

 

REASONING ABILITY: 

 Ability to apply common sense understanding to carry out detailed but uninvolved written or oral 

instructions.   

 Ability to adapt to many different situations.  

 Ability to work independently with minimal supervision. 

 Ability to prioritize workload. 

 Team player. 

 Ability to interact, relate and have compassion for persons with mental and/or physical 

disabilities. 

 

CERTIFICATES, LICENSES, REGISTRATIONS: 

 Valid driver's license and access to an insured vehicle. 

 

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. While performing the duties of this 

job, the employee is: 

 Regularly required to stand; walk; use hands to finger, handle, or feel; reach with hands and arms; 

climb or balance; stoop, kneel, crouch, or crawl; and talk or hear.   

 The employee is occasionally required to sit and smell.   
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 The employee must regularly lift and/or move up to 25 pounds and frequently lift and/or move up 

to 50 pounds.   

 Specific vision abilities required by this job include close vision, distance vision, and ability to 

adjust focus. 

 

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. While performing the duties of this job, the 

employee is: 

 Frequently exposed to moving mechanical parts, fumes or airborne particles, and outside weather 

conditions.   

 The employee is occasionally exposed to wet and/or humid conditions; high, precarious places; 

extreme cold; extreme heat; risk of electrical shock; and vibration.   

 The noise level in the work environment is usually loud. 

 


