Woodhaven Association

Job Description

JOB TITLE: Janitor

EXEMPT: (Y/N):  No




SALARY LEVEL:  Step 1

DIVISION:  Janitorial




EMPLOYEE NAME:

DEPARTMENT:  Janitorial



SUPERVISOR:

APPROVED:





DATE:                           

EMPLOYEE:





DATE:                           

SUMMARY: Keeps Woodhaven’s facilities and grounds in clean and orderly condition by performing the following duties personally or through subordinates. 

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following.  Other duties may be assigned.

· Cleans buildings, including washing walls, ceilings, restroom facilities, showers, and woodwork.  Washes windows, door panels, and sills.

· Cleans and polishes lighting fixtures, mirrors, and trim.

· Vacuums, sweeps, scrubs, and polishes floor.

· Cleans rugs, carpets, upholstered furniture, and draperies.

· Dusts furniture and equipment.

· Empties waste receptacles.  Picks up trash and garbage from grounds.

· Transports trash and waste to disposal area.

· Replenishes bathroom supplies.  Replaces light bulbs.

· Assigns tasks to workers, and inspects completed work for conformance to standards.

· Maintains harmony among workers and resolves grievances.

· Opens clogged drains and toilets, when possible.

· Checks buildings and furnishings, repairs minor damage, and reports major repair needs to Building Maintenance Worker.

· Maintains buildings, performing minor and routine painting, plumbing, and other related maintenance activities.  Replaces furnace and air conditioner filters.

SUPERVISORY RESPONSIBILITIES:

Plans the work of, assigns work to and follows up on the work of one or more seasonal employees.

QUALIFICATION REQUIREMENTS:  To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skill, and/or ability required.  

KNOWLEDGE REQUIRED:

Requires the level of general educational development normally acquired by completing high school.  No occupationally specific education or training is required.

LANGUAGE SKILLS:

Ability to read and interpret documents such as safety rules, operating and maintenance instructions, and procedure manuals.  Ability to write routine reports and correspondence.  Ability to speak effectively before groups of property owners or other employees of organization.

MATHEMATICAL SKILLS:

Ability to add and subtract two digit numbers and to multiply and divide with 10’s and 100’s.  Ability to perform these operations using units of American money and weight measurement, volume, and distance.

INDEPENDENT JUDGMENT:

Ability to perform standardized work, frequently prioritizing/organizing work and deviating from established procedures and schedules in order to accomplish results.

CERTIFICATES, LICENSES, REGISTRATIONS:

Drivers license.

OTHER SKILLS and ABILITIES:

Familiarity with Woodhaven property and facilities.

Ability to effectively manage subordinates.

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

While performing the duties of this job, the employee is regularly required to use hands to handle objects or tools and reach with hands and arms.  The employee regularly is required to walk.  The employee is frequently required to climb or balance and stoop, kneel, or crouch.

The employee must occasionally lift and/or move up to 50 pounds.

WORK ENVIRONMENT:  The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  

While performing the duties of this job, the employee frequently works in outside weather conditions.  The employee is regularly exposed to fumes or airborne particles.

The noise level in the work environment is usually moderate.

