JEMEZ MOUNTAIN SCHOOLS

P.O. Box 230

GALLINA, NEW MEXICO  87017
JOB DESCRIPTION

JOB TITLE: 
Custodian/Maintenance
DEPARTMENT: 

 Maintenance
SUPERVISOR: 
Reports to: Principal or Maintenance Supervisor

General Supervisor:  Superintendent of Schools

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

PERFORMANCE RESPONSIBILITIES:

The person holding this position must be able to:
· On a daily basis, keep buildings and premises, including sidewalks, drive ways and play areas neat and clean.

· On a daily basis, implement a high frequency of operation plan provided by the immediate supervisor (sweep, mopping, waxing, dusting, etc…).

· On a daily basis, regulate heat, ventilation and air conditioning systems to provide temperature appropriate to the season and to ensure economical usage of fuel, water and electricity.

· Shovel snow from sidewalks, driveways, parking areas and steps during inclement weather.

· Check daily to ensure that all exit doors are open and all panic bolts are working properly during the hours of building occupancy.

· Raise the United States and New Mexico Flags at or before 8:00 a.m. on each school day and lower them at or after 3:00 p.m..

· On a daily basis, sweep and mop classrooms and dust furniture.

· Clean corridors each day and during the day when conditions require it before and after school.

· On a daily basis, wash all windows on both the inside and outside.

· On a daily basis, keep the grounds free from rubbish.

· On a daily basis, perform such yard keeping chores as grass cutting, tree trimming, and the like, as needed to maintain the school grounds in a safe and attractive condition.

· On a daily basis, keep all floors in a clean and attractive condition and in a good state of preservation.
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· Clean all chalkboards on a daily basis.

· Make minor building repairs on a daily basis.

· Report major repairs needed promptly to the principal, maintenance supervisor on a daily basis.

· Maintain on a regular schedule all motors and other mechanical equipment requiring scheduled servicing.

· Report immediately and/or on a daily basis, to the immediate supervisor any damage to school property.

· Remain on the school premises during school hours and during non school hours when the use of the building has been authorized and his/her attendance is required by the principal.

· Assume responsibility for the opening and closing of the buildings each school day and for determining, before leaving, that all doors and windows are secured and all lights, except those left on for safety reasons, are turned off.

· Keep a daily inventory of supplies, materials, equipment and fuel on hand and requisition such need replacements from the principal far enough in advance so that they may be delivered at such time as not to hinder the maintenance person/custodian in his/her duties.

· Pick up ample cleaning supplies and/or materials.

· On a daily basis, implement an ongoing program of general maintenance, upkeep and repair.

· Move furniture or equipment within buildings as required for various activities and as directed by the Principal.

· Comply with local laws and procedures for the storage and daily disposal of trash, rubbish and waste.

· Conduct daily inspection and test of all electrical installations, water well, water connections, pilots on heaters, to ensure their working and safety condition.

· Comply with OSHA Policy as adopted by the Board of Education.

· Attend board meetings as requested by the superintendent or his/her authorized designee.

· Perform other assigned tasks required by the supervisor(s).
· . 
MINIMUM QUALFICATIONS:

Experience/Education:

· High school diploma or G.E.D. preferred.
· Must have a current New Mexico Driver’s License appropriate for operating vehicles of size and type required of this position.
· Must be literate.

· Must be able to communicate well.

· Must know math computations skills.
· Must be familiar and knowledgeable of appropriate use of hand tools, equipment, chemicals, vacuums, buffers, ladders, platforms, and materials particular to this trade skill.
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Skills/Knowledge:

· Must be consistent in monitoring work schedules and in performance of tasks;
· Must demonstrate dedication to job performance and accept direction and guidance from supervisory personnel;

· Must possess acceptable attitude(s) towards staff, students and parents;

Physical Requirements:

· Must be physically capable and willing to perform required tasks in custodial and general maintenance.  During the course of performing the duties set forth in the job description, a variety of physical motion and lifting is required.  Must have the physical ability to do manual labor for 8 hours per day.  Must be able to kneel, squat, crawl, bend and walk without limitations.  The following is a partial list of weighted items a person may be required to use in any given period:
Sitting: Up to 2 hours daily


Standing: Up to 1 hour daily


Walking: Up to 5 hours daily

Lifting:  Lifting floor to mid-thigh maximum (70 pounds) occasionally.

Lifting from mid-thigh to shoulder maximum (60 pounds)

Lifting from shoulder to overhead (40 pounds) occasionally

51-100 lbs. – occasionally



26 – 50 lbs. – occasionally


0-25 lbs. – frequently


above shoulders – rarely


above waist – occasionally


above knees – frequently

Carrying (two handed):


75 lbs maximum - occasionally

51-100 lbs. – occasionally


26 – 50 lbs. – occasionally


0 – 25 lbs. – frequently

Carrying (one handed):


51-100 lbs. – rarely


26 – 50 lbs. – occasionally


0 – 25 lbs. – frequently

Repetitive hand use – push/pull


51 – 100 lbs. – occasionally


26 – 50 lbs. – occasionally


0 – 25 lbs. – frequently

Simple grasping:


Right hand – yes


Left hand – yes
Fine manipulation:


Right hand – yes


Left hand – yes

Push/Pull hand control


Right hand – yes


Left hand – yes
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Repetitive foot use – push/pull of leg control:


Right – yes


Left – yes


Both – yes

Positions:

1. bending – frequently

2. squatting – frequently

3. crawling – rarely

4. climbing – occasionally

5. reaching/handling – continuously

6. see/vision – continuously

Use of hand and neck:

1. static position – yes

2. frequently flexing – yes

3. frequent rotating – yes

Activities:

1. unprotected heights – occasionally

2. around moving machinery – frequently

3. exposure to temperature extremes – occasionally

4. driving automotive equipment – occasionally

5. noise and vibration – frequently

6. dust, fumes, odors, chemicals – frequently

7. balance and coordination activities – continuously
· All maintenance, grounds, and custodial personnel are required to obtain help when lifting or carrying any item weighing more than 90 lbs. or which is bulky or is awkward to handle.

Environment/Scheduling:

· The work  environment varies greatly in the place of work from working an a building alone to working in school facilities with large numbers of people.  Conditions range from working outside in the extreme hot of the summer, to comfortable building, to working outside in very cold temperatures.  Work schedule may vary dependent on conditions and needs of the school.  
· Indoor and outdoor environment.

· Proper posture is required to eliminate acute and chronic low back pain.
· Wear protective devices such as back supports, eye wear, non skid pad shoes, as job conditions demand.

· Read, observe, and understand precautions and proper methods of handling chemicals, equipment, tools and materials.

· Complete all required training.

· Knowledge of universal hygiene precautions.

WORK SCHEDULE:

Contract Days:   ???? Work schedule and hours to be established by the Board of Education on an annual basis through the recommendation of the Superintendent (pro-rated if necessary).


Hours Per Day:  ????  8 hours per day?
Salary:                To be established by the Board of Education on an annual basis,  through the adoption of Salary Schedules.
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EVALUATION: 
· Performance of this job will be evaluated in accordance with provisions of the adopted board policies.

This job description for  Custodian  is effective upon receipt.  This job description may be revised at any time in response to needs of the District.
EMPLOYEE ACKNOWLEDGMENT OF RECEIPT AND UNDERSTANDING

I acknowledge that I, ____________________________________________, (please print your name), have read and understand the job description for Custodian.

I further acknowledge that I can and have been given the opportunity to ask questions to clarify matters I do not understand.  I understand the job duties and requirements of the position, and certify that I am able to perform these duties without accommodation.  If I require accommodation to complete these job duties in the future, I agree to inform my supervisor immediately.  I also agree to follow district safety rules and accident prevention procedures, and will observe the limitation on lifting identified in this document.





_________________________________________________





Employee ( Print Name)





_________________________________________________





Signature





_________________________________________________





Date

Approved by:_________________________________ DATE:______________

Principal
Approved by:_________________________________ DATE:______________

Maintenance Supervisor
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