
        
JOB DESCRIPTION 

 

TITLE:      Class II 

       HEAD BUILDING CUSTODIAN 

       DISTRICT LEVEL BUILDING MAINTENANCE 

        

QUALIFICATIONS:   High school diploma 

  Recommended trade school diploma 

  Demonstrated competence for assigned responsibilities 

  Able to lift 50 lbs. 

 

REPORTS TO:  Director of Buildings and Grounds 

 

SUPERVISES:  Personnel as assigned by the Director of Buildings and Grounds 

 

TERMS OF  

EMPLOYMENT:   As per contract and District Handbook 

 

PERFORMANCE RESPONSIBILITIES: 

 

1. Maintenance employee shall follow verbal and written instructions of superiors and be 

observant of and report any potential maintenance or safety problems and concerns to 

superiors. 

2. Responsible for the maintenance of the buildings and grounds of the school in which they are 

assigned.  They shall exercise diligence in properly maintaining all properties under their 

direction. 

3. Shall report any damage or vandalism to building and grounds to the Director of Buildings 

and Grounds. 

4. Allow no accumulation of rubbish or paper in the area and dispose of such immediately. 

5. Responsible for flying the American flag during school hours and during the daylight hours 

of every national and sate holiday and on Flag Day of each year except in case of rain, snow 

or high wind. 

6. Properly use chemicals normally used in general house keeping, safely and properly operate 

floor scrubber, vacuum, buffer and carpet extractor. 

7. Clean and sanitize restrooms, maintain and fill towel and tissue dispensers, maintain and fill 

soap dispensers, maintain and fill feminine dispensers.  Properly clean up all body fluids and 

empty waste containers. 

8. Dust and polish doors, lockers, shelves, show cases, and other areas of dust collection. 

9. Clean windows and mirrors. 

10. Wash walls, clean carpets, remove gum, tar and other substances from carpets and floors, 

sweep floors, mop floors, strip finish from floors, wax floors and clean furniture. 

11. Operate washer and dryer. 

12. Paint walls and trim. 

13. Make electrical repairs to include changing switches, receptacles, ballasts, light tubes, 

fractional motors, fuses, circuit breakers and use electrical meter to determine wiring 



problems. 

14. Complete simple carpentry repair skills, repair desks and furniture, repair door hardware, etc. 

15. Possess knowledge to operate combination wood and gas fired boiler and the related controls. 

16. Capable of simple plumbing repairs to include change of or repair of faucets, able to use 

temperature control and all related equipment, capable of pump seal replacement, motor 

bears, gearbox repair, installation of additional control devices, and wiring.  Able to clean or 

change traps, clear blockages from drain lines. 

17. Diagnostic capabilities in electrical, mechanical, hydraulic, pneumatics, controls, capable of 

reading and understanding blue prints, and electrical schematics, capable in construction, 

experienced in concrete, carpentry, electrical, plumbing, block and brick laying, capable of 

estimating district projects for materials their cost and the man hours required to complete the 

project. 

18. Capable of servicing mechanical equipment such as grease and oil bearings, motors, change 

fan belts, change filters and lubricate gearboxes. 

19. Welding of equipment, solder and brazing repair to copper tube. 

20. Grounds work to include pickup of debris, raking the lawns, shoveling snow, spreading ice 

melt or grit and snowplowing. 

21. Properly and safely use power tools, hand tools, ladders, scaffolding, powered man-lift and 

related controls. 

22. Repair school cleaning equipment. 

23. Make deliveries and pick ups as required by superiors. 

24. Capable of supervising others, scheduling work, training subordinates in their job 

requirements. 

25. Work well with the building principal, assistant, staff and the public. 

26. Prepare with the building principal a summer maintenance list. 

27. Keep track of custodial staff hours and make out payroll time sheets and absence forms. 

28. Meet at least once a week with the Director of Buildings and Grounds to discuss building and 

personnel issues and recommending solutions. 

29. Arrange for substitutes for absent employees. 

30. Notify policy, administration and Director of Buildings and Grounds of all vandalism within 

the districts buildings and grounds. 

 

Approved:  4/19/04 

 


