Fay Biccard Glick Neighborhood Center @ Crooked Creek

2990 W. 71st Street

Indianapolis, IN  46268

Phone: 317-293-2600       Fax: 317-293-2661
JOB DESCRIPTION

TITLE:

Custodian
FLSA STATUS:  
Non-Exempt
SUMMARY:  
Under the supervision and direction of the Office Manager, the Custodian is responsible for ensuring that the FBGNC facilities are cleaned and the Pavilion building and facilities are clean and properly maintained for all events.
HOURS:
Seasonal Full-time. During the summer months, the hours will range from 20 hours a week to 40 hours plus overtime, depending on event size. During the winter month, employee will mostly work 20 hours a week. 
OVERALL JOB DESCRIPTION:

·   Ensure that the building and facilities are clean and presentable for use by the public and staff.
·   Handle basic building maintenance issues.
·   Set up rooms for meetings and special events.
SPECIFIC RESPONSIBILITIES:

· Performs minor grounds work around the campus
· Arranging furniture and equipment for meetings and special events.
· Provide customer service in reception, greet and direct visitors at the pavilion.  

· Perform cleaning tasks in restrooms, offices and outside areas, such as sweeping, scrubbing, dusting, disinfecting, vacuuming and shampooing; empty waste containers
· Perform minor repair of furniture, cabinets, carpet and other equipment.
· Keep an inventory of all products and items.
OTHER DUTIES

· Performs any other related duties as assigned by the Office Manager, Event Specialist, or Executive Director. 
· Possibly manage and track usage of the Late Night Basketball session.

SKILLS AND SPECIFICATIONS

· Ability to lift in excess of 50 pounds.

· Experience in performing custodial duties.

· Working knowledge of modern office communication systems:  E-mail, voice mail, computer system, and the ability to operate various office equipment:  Computers, fax, photocopiers, etc.

· Ability to maintain records on a computer system or ability to learn.

· Good verbal and written communications skills.

· Bilingual in English and Spanish desirable, but not required. 

MINIMUM REQUIREMENTS: 

· High school graduate or equivalent.  

· Valid Driver’s License preferred but not required
· Favorable criminal history background check 
· Ability to pass physical abilities test and TB screen.
WORK ENVIRONMENT:

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

· The work environment is a standard office environment.  
· The employee may regularly be exposed to outdoor weather conditions.     

PHYSICAL DEMANDS:
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

· The employee must regularly lift and/or move up to 50 pounds without assistance.

· Specific vision abilities required by this job include close vision, distance vision, peripheral vision, depth perception and ability to adjust focus.

· While performing the duties of this position, the employee is regularly required to sit, stand, squat, walk, talk, listen, use hands to finger, handle, or feel, and reach with hands and arms.

· While performing the duties of this Job, the employee is frequently required to bend and/or twist at the neck, waist and knees, push and pull.

Ongoing Expectations: 

· Arrive at the facility at a minimal of two hours before the event.  

· Manage and set up all events on the calendar

· Track all evening basketball participants by utilizing a tally sheet.

· Clock in and out daily.

· Stock and clean all office space and bathrooms 

· Place all supplies, equipment, and tools in the correct locations at all times. 

