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GD-JD3-SUPPORT STAFF POSITIONS


(Job Description - Custodial/Maintenance)

TITLE:

CUSTODIAL (maintenance)

REPORTS TO:
Superintendent

JOB GOAL:

To provide students with a safe, attractive, comfortable, clean and efficient place in which to learn, play and develop.

PERFORMANCE RESPONSIBILITIES:

Performs usual routines and practices associated with learning environment

A. Maintain records and budget

1. Submit to superintendent a proposed budget and maintain budget responsibility.

2. Complete purchase orders for supplies and equipment to be signed by the superintendent or designee

3. Maintain required inspection files in district office on:

a. Asbestos

b. Septic

c. Radon

4. Maintain files on vendors

5. Maintain file on equipment warranties, service providers, etc.

6. Remains on school premises during school hours, and during non-school hours when the use of the building has been authorized and his attendance is required by the superintendent or have another designated individual to attend to these duties when his/her presence is not possible.


B. Schedules

7. Coordinate building cleaning schedules with housekeeper

8. Coordinate activities requiring custodial services with superintendent and secretary.

9. Arrange for substitutes as needed and report to secretary.

C. Supervision

10. Monitor and adjust custodial cleaning schedules as needed.

11. Monitor custodial and housekeeping use of products for maintaining a safe and hygienic environment in the school.

12. Evaluate effectiveness of cleaning and efficiency quarterly.

13. Report findings to superintendent.
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Provide for safe grounds and building for students and staff

D. Grounds

14. Arrange for seasonal sub-contract work as needed to maintain grounds.

15. Maintain water sprinklers and hoses for main building and superintendent’s house.

16. Provide for regular mowing and care of laws. (School grounds and superintendent’s house)

17. Provide for weed control.

18. Maintain fences, signs, etc on grounds.

E. Buildings

19. Arrange for seasonal sub-contract as needed to maintain all buildings

20. Maintain air conditioners, toilets, heating and ventilation units

21. Maintain wells plumbing and septic systems

22. Assumes responsibilities for fire safety

23. Replaces broken windows

24. Supervises and participates in painting and general mechanicals

F. Other maintenance duties

25. Responsible for snow/ice removal

26. Maintain all scoreboards, bell systems, other mechanical systems

27. Reports all damages of items in need of repair

G. Performance

28. Responsible for housekeeping duties in annex, gym and locker room area

29. Check daily for open doors during the time building is occupied and for secure doors during the time the building is not occupied.

30. Raise the flag at day’s start and lower it at day’s end.

31. Does other duties as may be assigned by the superintendent

TERMS OF EMPLOYMENT:


Wages and work days to be determined in accordance with current salary schedule and calendar.  Employed at Will.
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