Phillips County
Position Description
Department:  Custodial
Position Title: Custodian
Reports To:  Board of County Commissioners
Pay Grade:  
FLSA: Non-exempt
Date:					

Purpose of Position
The Custodian is a non-exempt position under FLSA.  This position is responsible for daily cleaning and upkeep of all county office and public areas, which include the County Health and Phillips County Extension District offices. Employee will adequately secure the building at all times.  

Essential Duties and Responsibilities
The following duties are normal for this position. These are not to be construed as exclusive or all-inclusive. Other duties may be required and assigned. 
· Assures that the facility is adequately secure during non-business hours and days when the Annex Building is not open.
· Maintains the interior of the facilities, collects trash on a daily basis; dusts the desks, equipment and walls; vacuums, mops, scrubs, and waxes floors; washes windows, cleans restroom facilities; assures that the hallways and stairs are free of barriers and obstructions.
· Maintains cleaning supplies and restocks as needed.
· Performs basic inspection of fire extinguishers.
· Empties outside trash cans and ash trays.
· Notifies the County Clerk of faulty equipment and needed improvements to the facility.

Additional Tasks and Responsibilities
While the following tasks are necessary for the work of the unit, they are not an essential part of the purpose of this position and may also be performed by other unit members.
· Performs minor repairs on the building and equipment to assure all is operating properly.
· Assists other departments with moving furniture or equipment.

Minimum Education or Experience Required
High school education or G.E.D.; one month to three months related experience or training; or equivalent combination of education and experience.

Preferred Education or Experience Required
High school education or G.E.D.; three months to six months related experience or training; or equivalent combination of education and experience.

Other Requirements – Certificates/Licensures
· None
Knowledge, Skills, Abilities
· Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals.
· Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals.  Ability to compute rate, ratio, and percent, and to draw and interpret bar graphs.
· Ability to apply common sense understanding to carry out instructions furnished in written, oral, or diagram form.
· Ability to apply commonsense understanding to carry out detailed but uninvolved written or oral instructions.  
· Ability to compute rate, ratio, and percent and to draw and interpret bar graphs.
· Ability to deal with problems involving a few concrete variables in standardized situations.
· Ability to deal with problems involving several concrete variables in standardized situations.
· Ability to effectively present information in one-on-one and small group situations to customers, clients, and other employees of the organization.
· Ability to maintain confidentiality.
· Ability to operate computers and software necessary to complete assignments, which may include word processing. 
1. Ability to pass drug screening.
· Ability to read and comprehend simple instructions, short correspondence, and memos.
· Ability to read and interpret documents such as safety rules, operating and maintenance instructions, and procedure manuals.  
· Ability to reliably and predictably carry out duties.  
· Ability to speak effectively with customers or employees of organization.
· Ability to write routine reports and correspondence.  
· Ability to write simple correspondence.
· Skill in operating a mower, edger, tree trimmer, vacuum cleaner, shovel, snow blower, maintenance tools, etc.

Supervision
None

Physical Demands
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential duties and responsibilities of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential duties and responsibilities. 

While performing the duties of this position, the employee is regularly required to sit; use hands to finger, grasp, handle, or feel; reach with hands and arms, and talk or hear. The employee is occasionally required to stand; walk; climb or balance and stoop, kneel, crouch, or crawl. Lifting, moving, pushing or pulling up to 25 pounds does not generally occur, but may occur when lifting boxes, books or paper. Specific vision abilities required by this job include close vision, color vision, depth perception and ability to adjust focus, and distance vision.

Work Environment
The work environment characteristics described here are representative of those an employee encounters while performing the essential duties and responsibilities of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential duties and responsibilities. 

While performing the duties of this position, the employee is exposed less than one third of the time to conditions such moving mechanical parts; fumes or airborne particles; toxic or caustic chemicals and outside weather conditions. The employee may also be exposed to high, precarious places, and vibration. The employee may also be exposed to risk of electrical shock. The noise level in the work environment is usually loud. This position may be called out 24 hours a day or rotate being on call, including weekends and holidays.

Phillips County is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act as Amended, the County will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective and current employees to discuss potential accommodations with the employer.

I have read and understand the duties of this job description and, by signing below; I agree that I can perform the duties of this position with or without reasonable accommodation.

Employee                                                                                 	Date
________________________________			__________________

Elected Official or Department Head			Date
________________________________			__________________

Chair, Board of County Commissioners			Date
________________________________			__________________

The above statements are intended to describe the general nature and level of work being performed by individuals assigned to this job.  They are not intended to be an exhaustive list of all responsibilities, duties, and skills required of personnel so classified in this position.

