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Position Description

_______________________________________________________________

CUSTODIANPRIVATE 

   I.
POSITION SUMMARY 
 
The Custodian will serve the members and support the goals of Jefferson Energy Cooperative by effectively and efficiently maintaining the buildings in a clean and attractive manner.  Responsible for the cleaning of any Jefferson Energy facilities
on a schedule to be determined.
 II.
REPORTING RELATIONSHIPS

A. Reports to: Facility Maintenance Supervisor
III.
MAJOR RESPONSIBILITIES/ ESSENTIAL FUNCTIONS OF POSITION:
A. Clean and maintain of all JEC offices including lobbies, board room, conference rooms, break rooms and individual offices and working areas. Cleaning tasks include but are not limited to  dusting, and wiping furniture; empty/clean wastebaskets and trash containers; empty and clean cigarette urns; replace light bulbs; etc. 

B. Clean and sanitize restrooms daily and replace restroom supplies.

C. Setup facilities for meetings, training, conferences, Annual Meeting, events, etc.
D. Regularly perform maintenance of all VCT and carpeted floors including but not limited to sweeping, moping, vacuuming, waxing, buffing, etc.
E. Wash walls and equipment.
F. Clean glass doors, windows, counter top glass on a regular basis.

G. Maintain assigned power equipment and hand tools such as buffers, auto scrubbers, extractors, high pressure washers, high speed buffers and vacuums, brooms, mops, squeegees, and ladders for the cleaning and general maintenance of floors, walls, carpets, furniture, etc. 
H. Must be able to work flexible hours.
I. Work with other employees from within the Cooperative to promote the “team” concept at all times.
J. Perform the duties of this position in accordance with the established policies, practices and procedures so as to make a maximum contribution to the objectives at Jefferson Energy.
K. Attend job training and safety meetings.
NOTE:  The above are major responsibilities/ essential functions of this position.  They are not intended to cover each aspect of the position as the scope, duties, and functions of a given position may change or be temporarily altered based on the business needs of JEC.  The basic requirement of every position is to perform all tasks as assigned by the supervisor.

The CUSTODIAN shall be required to perform any other duties assigned in order to fulfill the objective of the cooperative.

VI.
WORKING RELATIONSHIPS


Internal:  Two-way communication with immediate supervisor to receive directions, instructions or requests, and to provide progress of work assignment; provide information on additional need for supplies and/or equipment.


External:  Possible communication and cooperation with outside cleaning contractors.
POSITION SPECIFICATIONS

CUSTODIAN
Job Knowledge, Training and Experience: 
Required:

High school diploma or equivalent.  
One to two years’ prior experience as a custodian.

Valid Driver’s License.

Abilities and Skills: 
Knowledge and skill in the use of cleaning equipment and supplies.  Ability to perform designated cleaning responsibilities.  
Strong communication and interpersonal skills.
Able to work some weekends when performing certain tasks; 

Ability to use common tools.
Ability to understand and follow directions as given.
.

Physical Effort and Working Conditions:  
Work may involve occasionally lifting up to 65 pounds. Frequently required to stand, walk, stoop and bend. Occasionally required to climb a ladder. Due to equipment (ladders) weight limits, employee must weigh 315 lbs. or less.

General inside working conditions among different buildings.  Approximately 10% of work must be completed outdoors.
Jefferson Energy Cooperative is a drug free workplace. After an offer of employment has been made, a pre-employment drug screen is required.
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