JAPANESE AMERICAN SERVICE COMMITTEE

JOB DESCRIPTION
Job Title: 
CUSTODIAN


       

Effective Date:
11/07

FSLA Status:  Non-Exempt
Purpose:
Responsible for indoor and outdoor building maintenance to ensure up-to-code 

standards.   Also accountable for equipment maintenance.

Under general supervision of the Executive Director or under the direct supervision of his/her designate.

Job Responsibilities and Duties:
Refers to the responsibilities of the job and corresponding duties which further describe what occurs in the performance of that responsibility.
Indoor Facility:

· Ensure all hallways, offices and conference rooms are cleaned daily, following assigned schedule.

· Conduct kitchen maintenance and ensure all drains are in working order.

· Maintain restroom areas periodically each day to ensure cleanliness and proper supplies.

· Set-up for daily lunch service and ensure proper clean-up.

· Arrange meeting rooms in accordance with program activities.

· Dispose all trash daily.

· Arrange facility areas for special programs and events.  

· Mix water and detergents or acids in containers to prepare cleaning solutions according to specifications.

Outdoor Facility:

· Maintain a neat appearance of outside building including sidewalks, dock area, parking lot and all windows.

· Remove snow from all walkways and parking lot when necessary.

· Periodically check roof for maintenance needs and report to management.
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Equipment:

· Maintain all indoor and outdoor light fixtures and replace when needed.

· Conduct a pre-winter check to ensure snow blower and heating/ventilation are working properly.  

· Check air conditioner daily, when in use, to ensure proper maintenance.

· Resolve minor equipment problems.

· Check boiler water level every day, heating and cooling seasons.

· Move heavy furniture, equipment and supplies either manually or by using hand trucks

· Drive vehicles required to perform work.
Other:

· Ensure any repairs or problems are reported to management in a timely fashion.

· Complete requisitions for purchase of supplies and present to management for approval.

· Restock the vending machine.
· Complete the custodian weekly work log and other reports.

· Utilize latex gloves to protect against blood borne pathogens.

· Flexible schedule, includes some commitment evenings and weekends.

· Participate in staff meetings.

· Perform other duties as assigned.

Knowledge/Skill/Ability:

Refers to knowledge, skill and ability usually necessary to meet the expected level of overall performance for the position.
· Five years of experience in building maintenance required.

· High school degree or equivalent required.

· General working knowledge of indoor and outdoor equipment.
· Valid driver’s license.

· Work independently without constant supervision.
· Troubleshoot issues (repairs, equipment problems, etc.) and communicate timely to management.
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Knowledge/Skill/Ability (continued):
· Demonstrate initiative in monitoring, providing solutions to and executing maintenance needs. 
· Able to work after hours/weekends for special events and/or scheduled user needs.
The above statements are intended to describe the general nature and level of work being performed by people assigned to this job.  They are not intended to be an exhaustive list of all responsibilities, duties and skills required of personnel so classified.
The JASC is an Equal Opportunity Employer. Japanese American Service Committee does not discriminate in admission to programs or treatment of employment in programs or activities in compliance with the Illinois Human Rights Act; the U.S. Civil Rights Act; Section 504 of the Rehabilitation Act; the Age Discrimination Act; the Age Discrimination in Employment Act;and the U.S. and Illinois Constitutions. If you feel you have been discriminated against, you have a right to file a complaint. For information, contact the JASC at (773) 275-0097.
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ADDENDUM
· Visually inspect work to ensure proper maintenance.

· Review work against cleanliness standards.

· Bend to mop, dust and vacuum floors, clean furniture and other items.

· Raise objects, weighing 5 - 70 pounds, from a lower to higher position or vice versa.

· Relocate objects, weighing 5 - 70 pounds.

· Lift and move tables, chairs and media equipment for meeting set-up.

· Lift snow and utilize snow blower machine for snow removal.

· Convey orally emergency building problems to proper sources.

· Utilize written communication to complete administrative reports.

· Utilize basic tools to replace and repair items.

· Utilize ladder for maintenance and storage.

· Attend building maintenance meetings, seminars and/or workshops.

Equipment:

Snow-blower, ladder, basic tools, dolly, telephone, shovel, vacuum cleaner, broom, mop, latex gloves, computer, telephone, copier. 

