	Job title
	Custodian

	Reports to
	Office Administrator
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Job purpose
The custodian is responsible for the cleanliness and daily maintenance of the church building and immediate surrounding area to ensure that the congregation and user groups of Golden Ears United Church (GEUC) have a clean and safe environment in which to congregate, worship and conduct business.

Duties and responsibilities
1. General 
· Check daily and weekly schedule of groups using the premises and coordinate cleaning schedule with usage wherever possible.
· Maintain inventory of cleaning supplies and equipment and report deficiencies to the Office Administrator for replenishment, repair, or replacement.
· Keep abreast of WHMIS and industry standards for custodial work.
· Notify police and the Office Administrator immediately of any encampment, dangerous activity, or lewd displays by anyone on or about the church premises.
· Check and tidy entrances to buildings to ensure a ‘cared for’ appearance.

2. Washrooms 
· Clean and sanitize toilets and sinks of both washrooms daily, pay attention round the base of the toilets. 
· Wash and sanitize floors on Monday Wednesday and Friday - especially under the urinals.
·  Check and refill toilet paper dispensers - daily.
· Check and refill paper hand towel dispensers - daily especially on Friday.
· Replace Air Fresh deodorizers - as needed. 

3. Kitchen 
· Wash and put away dirty dishes - as needed.
· Tidy, clean, and sanitize all counter surfaces. 
· Place the food waste green bin outside on the garbage pick-up day.
· Empty the garbage can - weekly.
· Wipe down cupboards - monthly. 
· Vacuum and wash floors on Monday Wednesday and Friday.
· Take recycling to the depot - weekly or as needed.
· Clean the stainless-steel sinks and dishwasher surfaces - weekly. 
· Clean the stainless-steel backsplash - weekly.
· Wipe down fridge inside and outside - monthly.
· Wash the inside of the windows - semi-annually.  

4. Lounge 
· Tidy up and dust weekly.
· Vacuum the carpet weekly - spot clean as necessary.
· Wash the inside windows - semi-annually.

5. Sanctuary & Narthex
· Vacuum the carpets weekly and spot clean as necessary.
· Vacuum and dry mop all wood floors including the stage - weekly, on Friday.
· Vacuum the balcony carpets and the stair carpets - weekly.
· Tidy and clean up the balcony - weekly.
· Tidy up the area and dust the piano, podium, and communion table on Friday
· Clean and sanitize children’s play areas - weekly.  
· Clean and polish brass railing - on Friday.
· Wash the inside windows semi-annually or as needed.

6. Hall  
· Vacuum the carpet - twice weekly and spot clean as needed - check on a Monday. 
· Wipe down and sanitize the piano and both wooden tables. 
· Vacuum and dry mop the stage - weekly.
· Vacuum the sloping tops of the Thrift cupboards as needed.

7. Offices
· Empty garbage and waste paper - twice weekly or as needed.
· Vacuum the carpets and dust - weekly. 

8. Counters Room and Thrift rooms
· Vacuum – weekly (Thrift room should be available on Wednesday). 

9. Corridors 
· Vacuum floors and baseboards and wash floors - twice weekly, more if needed.
· Tidy and dust side entrance area - weekly.
· Spot clean walls - as needed.

10. Other
· Vacuum the basement stairs and corridors - monthly.
· Vacuum Sunday School and Youth rooms - as needed.
· Dust cupboards in the hall - monthly.
· Wash windows in the sanctuary - twice per year.
· Wash the concrete area outside the entrance to the office with disinfectant - daily.

Qualifications
· Current WHMIS certificate (certificates are current for 3 years)
· Ability to use all cleaning products and equipment in a safe manner, in compliance with guidelines as set by WorkSafeBC
· Flexibility in scheduling cleaning, depending on usage of the building and priority of the tasks each day
· Ability to balance a varying workload
· Commitment to maintain confidentiality regarding information learned or observed while working

Working Conditions
1. Fifteen (15) hours per week, Monday - Friday 6 – 9 AM with some flexibility. 
2. Vacation starts at 2 weeks after a year of service, with an increase after 5 years, as per the Employment Standards Act.
    Vacation must be scheduled by Dec 31 for the following year, in consultation with anyone affected by the vacation. Special requests will be considered when needed.
3. Sick leave as per the Employment Standards Act.
4. Request for temporary change of hours, either by employer or employee, requires two weeks written notice, unless there are extenuating circumstances
5. Following a 90-day probationary period, unless dismissed for cause, two weeks written notice must be given for termination of this position by either employee or employer.
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