Mishawaka-Penn-Harris Public Library

209 Lincoln Way East

Mishawaka, IN 46544

JOB DESCRIPTION

POSITION: Part-time Float Custodian

LOCATION: All Library Locations 
CLASSIFICATION: 4-Custodian
FLSA STATUS: Non-exempt

HOURS OF WORK: Part-time/20 hours per week. Work may be scheduled Monday through Saturday.  Should the library be open on Sundays, some Sunday work may be required.

WAGE:  Specified in the latest salary schedule kept in the Director’s office.

BENEFITS: As specified in the latest edition of the staff handbook or as amended by the Board of Trustees.

DIRECT SUPERVISOR: Assistant Library Director
QUALIFICATIONS AND WORK SKILLS:

1. High School graduate or equivalent.

2. Prefer general maintenance and custodial experience.

3. Ability to work harmoniously with people of all ages.

4. Ability to operate basic mechanical equipment. 
5. Ability to operate a rider mower, push mower, snow blower, leaf blower, upright vacuums and floor polisher.
6. Must be able to work with minimum supervision after training.

7. Must be dependable and have a sense of responsibility.

RESPONSIBILITIES AND DUTIES:

The purpose of this position is to perform housekeeping and maintenance of the building and grounds in accordance with accepted aesthetic, safety, and health standards.  This position will work under the supervision of the Assistant Library Director.
Essential job duties:

1. In conjunction with the other custodians, carry out cleaning and maintenance functions on the inside and outside of all the buildings.

2. Working with the other custodians, keep the library grounds looking attractive and safe by weeding, mowing, picking up trash, clearing snow from the sidewalks, spreading salt, etc. 

3. Maintain cleaning supplies inventory by informing employee responsible for ordering that more items are needed or by directly ordering supplies.  Recommend for purchase applicable supplies, equipment, and materials needed. 

4. Perform basic mechanical maintenance and repairs.

5. In the absence of one of the custodians, help the other custodians complete that person’s assigned tasks. 

6. Empty the book/video drops at scheduled times.

7. Maintain neatness in public areas, work areas and “staff only” areas.

8. Assist various staff members with projects and physical changes in departments. 

9. Work at other library buildings as assigned.

10. Perform other duties as assigned to insure the smooth and efficient operation of the library. 

PHYSICAL REQUIREMENTS:

1. Ability to perform work at heights (above the ground), i.e., ascend to ceiling in a power lift, be on roof of building, etc.

2. Ability to climb a ladder occasionally.

3. Ability to lift and move up to 70 lbs frequently.

4. Ability, stamina and balance to perform basic movements frequently.  These movements could include squatting, bending and stooping, marching, turning in circles, and lifting arms overhead.

5. Ability to occasionally sit for short periods of time while keyboarding or typing.

Key:

Constant Physical Requirement: 67% or more of the day

Frequent Physical Requirement: 33-66% of the day

Occasional Physical Requirement: 0-32% of the day
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