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JOB DESCRIPTION

JOB TITLE:

Custodian
DEPARTMENT:
 
Administration
REPORTS TO:

Site Managers

FSLA Status:

Non-Exempt
POSITION SUMMARY: Keeps building in clean and orderly condition. Follows weekly cleaning instructions.
PRIMARY ACCOUNTABILITIES AND RESPONSIBILITIES:  (85%)

(35%)
1.
Cleans the Bank.  Dusts reception, customer service and lobby areas.  Cleans tables, chairs and counters in breakroom(s).  Sweeps and mops all tile floors.  Vacuums all common walkways, conference rooms, waiting areas and floor mats.

(25%)
2.
Ensures entryways are clean, free of trash, snow, dirt and other debris.  Washes glass, focusing on entrance ways.  Vacuums or  sweeps entrance mats and outside entrance areas as necessary.
(15%)
3.
Gathers, empties and removes trash and other rubbish.  Places Teller area trash in appropriate holding area container.  Shreds paper, and places in appropriate receptacles.
(5%)
4.
Cleans and restocks restrooms.

(5%)
5.
Performs routine maintenance activities.

SECONDARY DUTIES AND RESPONSIBILITIES:  (15%)

1. Notifies management of need for repairs.
2. Other duties as may be assigned.

The statements contained in this job description describe the general nature and level of work being performed by the person accepting this role. “Secondary Duties and Responsibilities” are considered incidental or secondary to the overall purpose of the job. This job description does not state or imply the only duties and responsibilities assigned to this job. Employees holding this job will be required to perform any other job-related duties requested by management. All job requirements are subject to possible modification to reasonably accommodate individuals with a disability. 

ROLE QUALIFICATIONS:

Education

· High school diploma or general education degree (GED)

Experience
· 1-2 year related cleaning experience and/or training 

Other Skills/Characteristics

· Attention to detail
· Ability to work with minimal or no supervision
· Dependable

· Timely

· Thorough

Performance Measures

· Uses detergents and other cleaning supplies in accordance with specifications and directions 
· Duties completed when scheduled to acceptable levels

· All trash removed or shredded as appropriate
· Perform to standards as established by Supervisor
By signing below, I acknowledge I have read and understand the Job Description above.
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