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JOB DESCRIPTION
JOB TITLE:  Custodian 
EMPLOYEE CLASSIFICATION:   Non-exempt, paid time-off 

WORK SCHEDULE:  Varies. Weekends, evenings, and occasional holiday hours may be required.

REPORTS TO:  EXECUTIVE DIRECTOR

JOB SUMMARY:
The Custodian is responsible for the general maintenance, building services, and security/safety of the Flint Children’s Museum (FCM).  Additional duties include building projects, assisting staff, and serving as a liaison to city and state departments related to building management, safety, fire, traffic, parks, and recreation, as well as facility maintenance vendors.  This is a physically active and team-oriented role requiring walking, standing, bending, lifting, and janitorial duties.  
ESSENTIAL DUTIES AND RESPONSIBILITIES:

1. Performs daily janitorial duties in accordance with the custodial checklist.
2. Assists with visitor service logistics for educational programs and rentals, including room cleaning and floor coverage when necessary.
3. Assures timely set up of equipment and supplies for meetings, rentals, events, and community activities.
4. Performs minor building repairs and routine maintenance of building systems.
5. Fabricates exhibit projects; assures FCM’s permanent and changing exhibits are structurally sound, in good working order, and in compliance with all applicable laws and regulations.  
6. Responsible to maintain building exterior and grounds, including doors, windows, signage, sidewalks, parking lots, lawn, and landscaping.
7. Coordinates all service and maintenance contracts and verifies payment to contractors including, but not limited to, mechanical, electrical, plumbing, heating, cooling, roofing systems, and snow removal.  
8. Facilitates operating procedures such as lighting, signage, alarm services, and security/emergency procedures for the FCM.
9. Assists visitors and staff in case of emergency.
10. Maintains inventory of building and cleaning supplies.
11. Serves as a member of the Management Team and actively contributes to annual plans to achieve operational goals.

12. Collaborates in annual budget preparation and participates in realizing the success of FCM.

13. Consistently works in a positive and cooperative manner with all staff.

14. Maintains a safe environment by following and enforcing FCM’s standards and policies.

15. Participates in regularly scheduled staff meetings and ongoing trainings.

16. Remains current with FCM’s policies, standards and communications.
17. Informs Executive Director of any irregularities in operations or safety issues.
18. Performs additional tasks as assigned by the Executive Director.

QUALIFICATIONS:
1. High school graduate/GED required.
2. Facility management experience preferred.
3. Working knowledge of power and hand tools, electric repair, painting, and fabrication skills.
4. Working knowledge of safety regulations, basic security procedures, and fire prevention.
5. Excellent leadership and customer service skills.  Must have the ability to positively interact with diverse audiences.  
6. Good written and verbal communication skills.
7. Must be able to prioritize and plan activities in a timely manner.

8. Ability to adapt to changes in the work environment and balance competing demands.

9. Flexibility and reliability to work occasional evenings, weekends, and special events.

PHYSICAL DEMANDS
1. Work is performed in and outside of an office environment.
2. Must be able to work at a desk, conference table, or in meetings.
3. Ability to stand for extended periods of time.
4. Ability to sit for extended periods of time.
5. Ability to see for purposes of reading printed material.
6. Ability to hear and understand speech at normal levels.
7. Ability to communicate so that others can clearly understand information and/or instructions.
8. Ability to climb, bend, stoop, and reach.

9. Must be able to walk and/or stand for long periods.

10. Working in confined spaces is sometimes required.

11. Must be able to push, pull or lift at least 50 pounds.

SUPERVISORY RESPONSIBILITIES
Supervises facility maintenance interns and/or volunteers.  
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  810-767-5437

www.flintchildrensmuseum.org
The Flint Children’s Museum is a non-profit charitable organization
C:\Users\Owner\Desktop\Facilities Coordinator.doc 2/14/2013

[image: image1.jpg][image: image2.jpg][image: image3.jpg]