MARION HOUSING AUTHORITY

Job Description

JOB POSTING

Job Title:

Janitorial/Custodian
Department:

Maintenance

Reports To:

Site Manager – Respective Sites
FLSA Status:

Part-Time, Hourly/Non-Exempt

Pay Scale:

$10.00/hour - $13.00/hour

Scope and Purpose

An employee in this class must be able to take instruction and follow through with little to no supervision. This person must also learn and perform an assigned maintenance & custodial routine without daily instruction, assistance, or supervision. This person will be required to perform any duties that might reasonably be assigned to this position.

Duties and Responsibilities

General:

Cleans and keeps in orderly condition all offices, washrooms, training and community areas, maintenance areas, inventory areas, entrance foyers, all common areas and interior and exterior windows.

Duties could involve all or a combination of the following:
· Sweeping, mopping or scrubbing, and polishing floors and baseboards.
· Removing any debris, trash and other refuse.
· Dusting equipment, furniture or fixtures.
· Polishing metal fixtures.
· Requisition and/or order cleaning supplies.

· Provide minor maintenance services.
· Cleaning lavatories and restrooms.
· Assist in maintaining all outdoor landscape items as season permits

· Assist in making sure all vacant apartments are cleaned immediately and made ready for showing.
· Complete work orders in response to requests for repairs from residents.
· Assist in maintaining community-owned materials and tools in a neat and orderly manner at all times.
· Complete a list of duties provided for each building on a daily, weekly and yearly basis, and report the completion of such to the current property manager  (attached)
Supervising Personnel:

· There are no supervision responsibilities.

Skill Requirements

· Knowledge of Authority policies and procedures.
· Knowledge of laws and standards that apply to property maintenance, such as OSHA Standards and local and state building codes.

· Knowledge of Basic English in order to communicate verbally and in writing.
· Ability to establish and maintain effective working relationships with peers, superiors, residents, community service agencies, and the public.
· Ability to manage multiple priorities and multiple demands to accomplish tasks in accordance with established requirements.
· Skilled in analyzing situations in order to identify problems and offer possible solutions.
· Skilled in communicating with all types of people in a wide variety of situations.
· Considerable knowledge and understanding of the needs, problems, and attitudes of low-income or disadvantaged people and of the associated community environment.

· Must demonstrate the ability to evaluate and disseminate factual information and develop proposals to promote solutions to resident educational, social, and recreational problems.

· Must demonstrate the ability to present ideas effectively in oral and written communications.

Qualifications for this Position:

· Experience in property maintenance, specifically janitorial work.
· Experience involving public contact is preferred

· Must be in good physical condition and able to repeatedly lift up to 50 lbs.
· Valid Driver’s License.
· Must pass a drug screen and physical;
· Able to work a 18 to27 hour work week;

· Have no felony convictions;

· Possess a Valid Indiana driver’s license, a reliable vehicle with proof of insurance.

MINIMUM QUALIFICATIONS OR STANDARDS REQUIRED TO PERFORM ESSENTIAL JOB FUNCTIONS
Physical Requirements: Must be able to operate a variety of machinery and equipment pertaining to housing repair and maintenance functions. Applicant must be able to move objects of up to 50 pounds, repeatedly. Physical demand requirements are in excess of those for Sedentary Work. Work usually requires walking or standing to a significant degree. Environmental factors: extreme weather conditions; spacial limitations (tight spots); Heights; Ability to use computer for basic reporting and tracking and communication;
Interpersonal Communication: Requires the ability to communicate to people to convey or exchange information. 
Language Ability: Requires the ability to read a variety of reports, instructions, etc., requires the ability to communicate to people with poise, control and confidence. 

Verbal Aptitude: Requires the ability to record and deliver information, to explain procedures, to follow oral and written instructions.
Numerical Aptitude: Requires the ability to utilize mathematical formulas; to add and subtract; multiply and divide; utilize decimals and percentages; and utilize descriptive statistics.

Form/Spatial Aptitude: Requires the ability to inspect items for proper length, width and shape.

Color Discrimination: Requires the ability to differentiate between colors and shades of color.

Interpersonal Temperament: Requires the ability to deal with people beyond giving and receiving instructions. Must be adaptable to performing under stress and when confronted with persons acting under stress.

Physical Communication:  Must be able to communicate via telephone.
Physical Appearance: Must be professional in appearance as the employee is representing the agency while performing job duties. 
NOTE: This job description should not be interpreted as all-inclusive. It is intended to identify the major responsibilities and requirements of this job classification.
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