
 

 

“Driven by Student Success” 

MISSION- Our purpose is to prepare students to be well balanced citizens ready to participate in a global 

society by providing an engaging and challenging education in a safe environment.  

 

Reports to: Facilities Manager 

General Responsibility:  Coordinate all aspects of custodial, as well as shipping and receiving operations 

to provide a quality educational environment. 

Status: Full Time 12-month position; work days and hours will be determined by the Superintendent and 

Facilities Manager. 

Payment Rate: Classified Hourly Rate Schedule for Clerical Staff 

Qualifications: 

 High School Diploma or equivalent; prefer experience in custodial purchasing and general 

receiving practices 

 Must have basic understanding of custodial practices and procedures 

 Mail and receiving skills and ability to perform all functions and duties as listed below 

 Experience with software programs, experience with Microsoft programs (Word, Excel, ect), 

internet , data entry, and e-mail 

 Experience with general office equipment including, but not limited to, copiers, printers, fax 

machine, scanners, filing systems, vendor purchasing software, shredders, ect. 

 Organizational skills, able to multi-task, be self-motivated, and able to work independently to 

meet deadlines 

 Ability to communicate effectively verbally and in writing 

 Ability to maintain confidentiality in matters of student and staff personnel information and in 

the general business of the office operations 

 Complete Criminal Justice Fingerprinting and Background Clearance 

 

Duties Shall Include But Are Not Limited To: 

1. Must have the ability to prioritize and handle the pressure of working within tight deadlines as 

well as problem solving 

2. Ensure that all activities conform to district policies and procedures.  

3. Communicate effectively with all members of the school district and community 
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4. React to change productively and handle other tasks as assigned 

5. Support the value of an education, and the philosophy and vision of FCSD#6 

6. Schedule custodial staff to perform:  sweeping, scrubbing, vacuuming, and mopping, dusting and 

polishing; window cleaning; carpet restoration and extraction cleaning; resilient tile cleaning; 

restoration; and waxing; furniture and upholstery cleaning; restroom cleaning and restoration; 

disposal of trash; seasonal deep cleaning and restoration of all building; set up and tear down 

activities for campus and public events. 

7. Inspects school facilities for the purpose of ensuring that the site meets district standards for 

safety and cleanliness, and/or identifying vandalism, equipment breakage, weather damage, ect.  

Documentation and pictures of any problems. 

8. Monitor to ensure that all custodial equipment is used, maintained, and working as specified; 

work with vendors seeking out new or more efficient custodial methods, tools, supplies, ect. 

9. Work with the facilities manager in the scheduling, set up, tear down, coordinating, and 

evaluation of facility usage events. 

10. Enter requisitions for custodial supplies and utilities. Assist with custodial operations budget as 

requested and monitoring throughout the year to stay within budgetary constraints, including 

ordering of paper (as assigned). 

11. Shipping, receiving, mail pickup and delivery. 

12. In coordination with the Facilities Manager, ensure compliance with established safety and 

maintenance standards and housekeeping practices. Assist with the identification of and 

completion of safety training. Organize and ensure proper storage of MSDS sheets. 

13. Give written report to the Facilities Manager in regards to custodial activities and updates as 

needed or requested. 

14. Participate in meetings, in-service training, and workshops. 

15. Shipping for returned or defective items and other shipping as needed. 

16. Receiving duties:  

a. Check in freight and compares with approved purchase orders 

b. Reject freight without an approved purchase order as appropriate 

c. all received items into the accounting system for payment 

d. Maintain all purchase orders and packing slips in an organized fashion for each fiscal 

year 

e. Tag  assets as they are received in accordance with established procedures and conveys 

information to Bookkeeper 

17. Inventory duties: 

a. Complete and maintain inventory as  assigned 

b. Maintains inventory and tagged asset records in conjunction with the 

Purchasing/Receiving Clerk 

c. Organize cleaning supplies and inventory to facilitate distribution to custodial staff. 

18. General reception, communicate with and assist staff and district patrons as needed. 

19. Performs general clerical functions for the purpose of supporting facilities operations. 

20. Other duties as assigned. 



21. To support the district Mission, Vision, Operating Principals, Goals for improvement in student 

learning 

22. Uphold district policies and procedures 

23. Engage in continuous professional growth 

 

Work Days: Determined by Facilities Manager. 

Physical Requirements/Environmental Conditions 

Requires prolonged sitting or standing, requires physical exertion to manually move, lift, carry, pull or 

push heavy objects or materials. Occasionally requires stooping, bending, and reaching. Must be able to 

climb stairs and use a small stepladder. Must be able to drive a vehicle and have a valid driver’s license.  

 

Employee Name _________________________________ 

Employee Signature ___________________________________________ Date ____________ 

 

 

 

 

 

 

  

 

   

 


