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Position Title:
Custodial and Grounds Maintenance Position, Edwardsburg and Howard Branches

[bookmark: _GoBack]Reports to: 
Maintenance Manager

Category: 
· Part-time minimum 20-hours per week.
· $16.00 hourly.
· Paid holidays per Library Policy.
· Three (3) personal days annually after 90-days.

Job Summary: 
The Custodial and Grounds Maintenance position encompasses two critical functions in support of the Library’s mission, namely delivery of materials to branch libraries and maintaining safe and clean facilities and vehicles. Applicants must possess a pleasant and congenial manner when working with staff and patrons. The successful candidate must be proactive and a self-starter with the ability to both work independently and take direction. 

The ideal candidate will have great customer service experience skills, as well as an appreciation for the role that public libraries play in people’s lives. This position involves a continuous succession of standing, carrying, walking, climbing stairs, reaching, squatting, bending, and tolerating sometimes-caustic odors. Weight lifted and carried: 1-70lbs. The Cass District Library (CDL) is looking for team members who enjoy staying active and learning new things.

Educational Qualifications: 
A GED or high school diploma is required. Prior library or customer service experience is desirable. Candidates must demonstrate a positive and professional demeanor, as well as a strong commitment to providing excellent building maintenance service in a public library environment.

Responsibilities:
· Oversees the operation, maintenance, and care of all mechanical, structural, electrical, and building-related equipment. 
· Monitors and supervises work and/or provides technical direction to resolve facility deficiencies.
· Oversees the safety, maintenance, cleaning, and repair of the sidewalks, which may include snow removal, landscaping maintenance, and clean up.






· Responds to after-hours emergencies, including burglar and fire alarms.
· Assures that facility department custodial operations and repairs are made in a timely manner.
· Loads boxes in library vehicle, deliver boxes to designated locations, retrieve boxes bound for other locations, unload returns at Main as needed.
· Purchases gas for the library vehicle and monitors the condition of vehicle as needed.
· Exercises good judgement while driving and adheres to all traffic laws.

Experience and Attributes:
· Demonstrates the ability to maintain a polite, professional, and welcoming demeanor at all times.
· Understands relative trade principles, methods, techniques and procedures in the care and maintenance of public buildings and spaces.
· Meets building deadlines, to prioritize workflow and work independently. 
· Leads, motivates, plans and supervises the work of others. 
· Estimates material and equipment necessary for varied maintenance and repair jobs. 
· Uses office productivity and communications software applications in a computerized environment.

This position classification must be able to work evenings and weekends at certain times.

The duties and responsibilities for this position, including essential job functions and responsibilities, supplement the Cass District Library Personnel Policies and work rules applicable to all employees and may change or increase as judged necessary by the Library. The Library reserves the right to assign work outside of an employee’s regular job assignment and/or to change an employee’s regular job assignment or job description at any time.

Interested applicants may contact:
Brandi Roberts, Business and Operations Manager
broberts@cassdistrictlibrary.org

Employment applications may be obtained at:
Cass District Library Careers
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