City and Borough of Wrangell



     Position Description

	Position:   Custodian - Library
	Position Number:  

	Department/Site:  Library Department
	FLSA:  Non-exempt

	Evaluated by:  Library Director
	Salary Grade:  8


Summary

	 To perform custodial and light maintenance duties at Public Library


Distinguishing Career Features

	 The Library Department ensures the physical upkeep and cleanliness of public library facilities.  


Essential Duties and Responsibilities

	· Performs daily or scheduled duties such as sweeping, mopping, and vacuuming of floors.  Cleans assigned rooms, halls, offices, and bathrooms.  Dusts and cleans walls, furniture, and fixtures and removes trash.  Keeps the assigned building tidy.

· Performs such duties as inspecting and replenishing of bathroom supplies.  Performs periodic maintenance such as stripping and waxing floors.

· Maintains safe grounds by observing and correcting possible safety hazards such as wet floors.  Helps ensure building security by being alert to unusual circumstances and by locking doors and windows as appropriate.

· Performs other related duties as required or assigned.  Works cooperatively with other employees, external agencies, and the public.


Qualifications

· Knowledge and Skills

	· Requires knowledge of cleaning equipment, materials and procedures to perform cleaning tasks efficiently and effectively.

· Requires basic knowledge of maintenance procedures and the ability to perform duties efficiently. 

· Requires attention to detail and ability to recognize safety and security hazards. Requires ability to perform duties in a safe manner.


· Abilities

	Must be adaptable and proactive in order to address situations as they arise.  Must be able to work well and cooperatively with others.


· Physical Abilities

	Requires sufficient ambulatory ability to inspect premises, including some ability to bend, stoop, and walk in confined areas.  Sufficient visual acuity to read detailed drawings, recognizing words and numbers.  Sufficient auditory ability to carry on conversations in person and over the phone.


· Education and Experience

	A high school diploma or GED equivalent is required


· Licenses and Certificates

	May require a valid driver’s license.


· Working Conditions

	Work is performed indoors and outdoors where some safety considerations exist from physical labor and equipment operation.


This job/class description, describes the general nature of the work performed, representative duties as well as the typical qualifications needed for acceptable performance.   It is not intended to be a complete list of all responsibilities, duties, work steps, and skills required of the job.
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