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North Point Educational Service Center

Job Expectations

TITLE
Maintenance/Custodial
REPORTS TO
Coordinator of Facilities/Site Administrator
EMPLOYMENT STATUS
Full Time (10-12 month)


Part Time as Needed
GENERAL DESCRIPTION
Keep the Center's buildings in such a state of operating excellence that they present no problems or interruptions to the educational program(s).
FLSA STATUS
Non-Exempt

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


Education and/or 
•
High School Diploma or GED 

Experience


Certificates, Licenses, 
•
Valid driver's license 

Registrations


Additional
•
Successfully pass a B.C.I. and F.B.I. background check



•
Good health, high moral character, and good attendance record



•
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 and subtract two digit numbers and to multiply and divide with 10's and 100's; ability to perform these operations using units of American money and weight measurement, volume and distance



•
Reasoning Ability.  Ability to solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists; ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule form



•
Other Skills and Abilities.  Ability to establish and maintain effective working relationships with students, staff, and the community; ability to perform duties with awareness of all Center requirements and Governing Board policies; ability to operate power tools and equipment


•
Demonstrate a sincere desire to aid all students

ESSENTIAL
1.
Provide building repair and preventive maintenance, i.e. glass replacement,
FUNCTIONS

masonry repair, doors, windows and hardware.

2.
Perform minor remodel and construction work, plastering and painting; construct and/or install corkboard and bulletin boards; construct and/or install furniture, such as shelves, cabinets, counters and equipment; install playground equipment and fences.

3.
Make minor repairs to plumbing.

4.
Provide miscellaneous services such as replace light bulbs and fluorescent tubes where scaffold is needed; remove graffiti from surfaces; deliver and/or move supplies, materials, furniture and equipment.

5.
Keep building and premise, including sidewalks, driveways, and play areas neat and clean at all times.

6.
Regulate heating and ventilation systems to provide comfortable and economical usage of energy.

7.
Check daily to ensure all exits are properly cleared and unlocked.

8.
Maintain regular schedule of service for mechanical equipment.

9.
Conduct an ongoing program of general maintenance upkeep and repair.

10.
Possess knowledge in proper cleaning and maintenance procedures.

11.
Supervise preparation of school for special events.

12.
Report required maintenance to the appropriate supervisor in a timely fashion.

13.
Sweep, shovel, or operate snow removal equipment as required.

14.
Keep the lunchroom area clean during lunch periods.

15.
Keep an inventory record of supplies and equipment; order and replace the same so that no void is created.


16.
Assume responsibility for general security of the building.

17.
Assume responsibility for the general fire safety of the building.

18. 
Clean and inspect all filters weekly or more often as required (replace as needed).

19. 
Attend to additional duties and responsibilities as assigned.

PROFESSIONALLY
1.
Take part in professional growth activities.  (e.g., inservice meetings, course 

RELATED

work, seminars, conferences, etc.)


2.
Demonstrate ability to work with colleagues and strive to maintain good relations among peers.


3.
Perform necessary clerical responsibilities in a timely manner.


4.
Maintain a good attendance record; be prompt and punctual to the work site.


5.
Demonstrate ability to work well independently with little or no guidance.


6.
Adhere to the Center's policies and procedures.  Proper channels are followed in seeking answers to problems.


7.
Open to new ideas and new ways of doing things.


8.
Serve as a role model for students in how to conduct themselves as citizens and as responsible, intelligent human beings.


9.
Help instill in students the belief in and practice of ethical principles and democratic values.

ADDITIONAL

Physical Demands:  The physical demands described here are representative of 

WORKING

those that must be met by an employee to successfully perform the essential

CONDITIONS

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 and fingers to handle, or feel objects, tools, or controls; and talk or hear.  The employee frequently is required to reach with hands and arms.  The employee is occasionally required to sit.  The employee frequently must squat, stoop, or kneel, reach above the head and reach forward.  The employee continuously uses hand strength to grasp tools and climbs on to ladders.  The employee will frequently bend or twist at the neck and trunk more than the average person while performing the duties of this job.


•
The employee must frequently lift and/or move up to 50 pounds such as cleaning supplies, pails, and unloading trucks.  Occasionally the employee will lift and/or move up to 90 lbs. such as salt and bulk furniture.  The employee will sometimes push/pull items such as tables, bleachers, and scrubbing machines.  Specific vision abilities required by this job include close vision, color vision, peripheral vision, depth perception, and the 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 occasionally works indoors and will occasionally work outdoors.  The employee will work near or with moving mechanical equipment.  The employee may occasionally work with toxic or caustic chemicals such as petroleum products, degreasers, and sprays.  The employee must be able to meet deadlines with severe time constraints.  The noise level in the work environment is usually moderate.  There may be: 



1.
Occasional exposure to blood, bodily fluids, and tissue.



2.
Frequent exposure to unruly students/adults.



3.
Occasional operation of a vehicle in inclement weather.



NOTE:  The above lists are not ranked in order of importance.

These job expectations are subject to change and in no manner state or imply that these are the only duties and responsibilities to be performed by the incumbent.  The incumbent will be required to follow the instructions and perform the duties required by the incumbent’s supervisor/appointing authority.
EVALUATION

Performance of this job will be evaluated in accordance with the provisions of the Board's policy.

My signature below signifies that I have reviewed the contents of my job expectations and that I am aware of the requirements of my position. 

Reviewed and agreed to by:  




  Date:  








                  (Employee)
Rev. 5/09
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