
St. Augustine Church and Catholic Student Center
Job Description

Position:


Custodial Person and Housekeeper
Reports to:

Pastor and Office Manager
FLSA Status:

Non-Exempt Full Time
Date prepared:
 
Signatures:

_________________________   /   ____________________________
PURPOSE

The Custodial Person is responsible for keeping the parish church, sacristy, offices and sacristy clean and in orderly condition. The Custodial Person will perform a variety of basic janitorial assignments. Actions are normally determined by specific instructions from the supervisor or by following well-defined procedures, methods, and practices. The Custodial Person performs all duties and responsibilities in alignment with the mission, vision and values of the Catholic Archdiocese of Miami.  
ESSENTIAL FUNCTIONS include the following. Other duties may be assigned.
1. Clean and supply restrooms in parish office. These duties include but are not limited to: sweeping, mopping, replenishing soap, paper products, cleaning mirrors and bathroom stalls.
2. Clean St Augustine Church. These duties include but are not limited to sweeping, mopping, dusting furniture with treated dust cloths, maintain order of materials in pews; clean pews on a regular basis.
3. Sweep, vacuums and mop floors in parish office building.
4. Gather and dispose of trash and waste materials by hand.

5. Observe appearance and condition of premises and applicable equipment; report needed repairs, safety hazards, or conditions requiring outside vendor services.

6. Dust parish office items such as blinds, furniture, file cabinets, and windowsills using treated cloths or hand cleaning items.

7.  Wash walls, ceilings, woodwork, windows, mirrors, and fixtures using soapy water or other cleaners, sponges or squeegees(using a step ladder when applicable).
8. Clean rooms, hallways, bathrooms and other areas of the rectory.
9. Clean area rugs, carpets, upholstered furniture, and/or draperies, using vacuum cleaners and/or shampooers.

10. Sweep and mop tile floors in Rectory.

11. Empty wastebaskets and transport to outside trash cans.

12. Dust and polish furniture in Rectory.

13. Keep storage areas / linen closets/ kitchen pantry clean and tidy

14. Dust window blinds, ceiling fans and woodwork in Rectory as necessary

15. Wash windows as needed

16. Change bed linens weekly (or as directed)

17. Sort clothing and other articles, load washing machines, iron and fold dried items

18. Wash dishes, clean kitchen including any cooking utensils and silverware

19. Purchase groceries and household supplies to keep kitchen stocked. Purchases must be made in a cost-conscious manner, providing receipts to parish bookkeeper for reimbursement.

20. Other assignments as directed by Pastor
SUPERVISORY RESPONSIBILITIES:  NONE.
QUALIFICATIONS:

To perform this job successfully, and 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.   

1. High-school diploma or G.E.D.
Certificates, Licenses, Registrations.  

Valid FL driver license and automobile insurance
Language Skills.

1. Good oral and written English-language communication skills.

KNOWLEDGE
Knowledge of standard methods, practices, tools, and equipment of the janitorial service.

SKILLS
Troubleshooting:  Determining causes of operating errors and deciding what to do about it.

Active Listening:  Giving full attention to what other people are saying, taking time to understand the points being made, asking questions as appropriate, and not interrupting at inappropriate times.

Reading Comprehension/thinking:  Understands written sentences and paragraphs in work-related documents, including policies, procedures and contracts.
Critical Thinking: Uses logic and reasoning to identify the strengths and weaknesses of alternative solutions, conclusions or approaches to problems.
Communicating with Supervisor and peers:  Provide information to supervisors, co-workers, etc by telephone, in written form, e-mail, or in person.
 
ABILITIES
Oral Expression: The ability to communicate information and ideas in speaking so others will understand.
Problem Sensitivity: The ability to tell when something is wrong or is likely to go wrong. .

Deductive Reasoning: The ability to apply general rules to specific problems to arrive at logical conclusions.
Inductive Reasoning: The ability to combine pieces of information to form general rules or conclusions (including finding relationships among seemingly unrelated events.)

Extent Flexibility: The ability to end, stretch, twist, or reach with your body, arms, and/or legs.

Manual Dexterity:  The ability to quickly move your hand, your hand together with your arm, or your two hands to grasp, manipulate, or assemble objects.

Multi-limb Coordination:  The ability to coordinate two or more limbs (for example, two arms, two legs, or one leg and one arm) while sitting, standing, or lying down. It does not involve performing the activities while the whole body is in motion.

Near vision:  The ability to see details at close range.

COMPETENCIES.  

Adaptability:  Continuing to be effective when experiencing changes in the work environment, culture, technology, duties and tasks, requirements, and structures.

Attention to Detail/Quality Orientation:  Exercising thoroughness in accomplishing tasks by considering all areas involved, no matter how small; showing concern for all aspects of the job; accurately checking processes and tasks.

Continuous Improvement:  Exercising continuing effort to evaluate and improve conditions, situations and processes, both incrementally and significantly.

Customer Focus (Internal and External):  Committing oneself to putting the customer first and consistently delivering the best service possible; building productive customer relationships; accountability for customer satisfaction and loyalty.

Dependability:  Being reliable, accountable and fulfilling obligations, including deadlines.

Information Monitoring:  Setting up ongoing procedures to observe, collect and keep under review all information needed to manage ongoing situations. 

Initiating Action: Taking prompt action to accomplish objectives, taking action to achieve goals beyond what is required; being proactive.

Managing Work (includes Time Management):  Committing one’s time and resources in the most economical manner to ensure that work is completed efficiently.

Planning and Organizing: Establishing courses of action for oneself and others to ensure that work is completed efficiently and according to priorities. 

Safety Awareness:  Proactively identifying and correcting conditions that affect people’s safety; compliance with safety standards.
High Work Standards:  Setting and maintaining high standards of performance for oneself..

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.

· This job requires performing physical activities that require considerable use of your arms and legs and moving your whole body, such as climbing, lifting, balancing, walking, stooping, and handling of materials.

· Direct physical activity may be required to operate machines or processes.

·  Must be able to stand for significant periods of time.

· Must be able to lift and move objects up to 10 pounds.
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.
· Perform physical activities that require considerable use of arms and legs and moving your whole body, such as climbing, lifting, balancing, walking, stooping, and handling materials.

· Use hands and arms in handling, installing, positioning, and moving materials, and manipulating things.
· Works outdoors when required, in a hot and humid environment.

· Requires use of personal protective clothing, according to task.

· Requires using household chemical cleaners

· Works in high places
DISCLAIMER  The above is intended to describe the general content of and requirements for the performance of this job. It is not to be construed as an exhaustive statement of duties, responsibilities or requirements.

(Employee)





(Supervisor)
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