JEFFERSON PUBLIC LIBRARY


JOB DESCRIPTION

TITLE:  CUSTODIAN

PURPOSE OF POSITION
General Statement of Duties:   The custodian is responsible for maintaining the cleanliness of the library and performing basic repairs.

Reports to:
Library Director 
Essential Duties and Responsibilities:

EVERY DAY
Clean two public restrooms in both children’s & adult departments; clean toilets, sinks, walls and floors 
Clean basement and staff restrooms

Refill paper towels, hand soap, and toilet paper in all restrooms, and hand sanitizer dispensers; wash mirrors
Empty all wastebaskets and paper shredder into trash can in utility room; put trash bag in dumpster when full
Sort recycling and dismantle cardboard boxes and put in outdoor recycling bin for pickup
Vacuum carpets

Clean glass and control cover on photocopier

Sanitize computer chairs, keyboards and mice

Wash all table tops and sanitize door knobs, handles and railings, and checkout desk surfaces
Check sidewalks and use broom to sweep rocks back into landscaping 
Clean windows in entry doors

Wipe down solar charging table & picnic table & pick up litter

Set security alarm when leaving every night

Check clipboard for notes

ONCE A WEEK

Mop all restroom, basement, and entryway floors (including under furniture and floor mats) & floor mats under computers
Vacuum entire library

Wash glass in windows and doors in entryway

Check lights and replace any burned out tubes

Check outdoor trash cans; empty if full

Water plants

Clean computer screens 

Spot clean carpets as needed

Pick up litter on the library grounds

Use broom to knock down cobwebs

Dust wood surfaces 

Clean steel doors if needed
Inform director when supplies or repairs are needed; stay within annual supply budget; purchase and transport custodial supplies on Library accounts at local stores 


ONCE A MONTH

Replace furnace filters








Wash walls along stairwells in children’s dept & basement


(continued on back)


Adjust schedule for Board of Trustees meeting the first Monday after the first Tuesday and other 
meetings as needed
Check the library calendar or read the library newsletter to know when programs are scheduled

PERIODICALLY

Clean floor in elevator and lower level of elevator shaft

Help move items to or retrieve them from storage at City Hall

Keep custodian’s rooms clean and organized

Check emergency and exit lights, smoke and security alarms, and automatic door openers; replace 
batteries as needed

Other projects as discussed with director.  May include minor equipment repairs, assembling furniture or 

kits, painting, setup, take down, and cleaning before and after programs, assisting with special 
events such as Toddler Fest, Bell Tower Festival, and RAGBRAI, etc.

SEASONALLY

Assist with snow removal and apply ice melt as needed; keep ice melt bucket filled & shovels ready

Rake and dispose of leaves; water flowers and landscaping

Wash large windows in entryway

TWICE A YEAR

Change clocks for daylight savings time

Change outdoor hours signs for June 1 and Sept 1

Wash and dust wooden chairs

Sweep under outdoor mats

Clean upholstered chairs

Wash windows in both offices

Use attachments to vacuum under shelving

Clean mini blinds and office windows in both departments

Clean vent in adult office and floor vent in children’s dept with vacuum
QUALIFICATIONS FOR HIRE:

Required Knowledge, Skills and Abilities:

Previous knowledge of cleaning routines, products, and procedures preferred.
Ability to lift up to 50 lbs., climb ladders and reach above head.

The following traits are essential:  dependability, flexibility, attention to detail, positive work ethic, 
trustworthiness, cooperative attitude, dedication, and good communication skills.

Job Conditions:

The library will provide all cleaning products and equipment.

Hours of work are:   usually 3 to 4 days/week; daily - mornings before 8:00 a.m. or evenings after 7:00 p.m. (library closing time) and some weekend hours.  Average of 8-12 hours per week.  Some flexibility with director’s approval.  Holidays and other days the library is closed are considered custodian’s days off.  Custodian should request director two weeks in advance for vacations, and notify director 2 hours before if they are unable to work their shift.  Willingness to put in extra hours for projects is appreciated and will be allowed with prior approval within the constraints of the budget.
Salary is $12.00/hour with raises at director’s discretion.  Paid benefits such as vacation, sick leave and health insurance are not included, however time off is allowed as needed and scheduled.
Education:  
High school diploma or equivalent.
Experience:
Previous custodial work experience and handyman skills preferred but not required.
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