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Penn Yan United Methodist Church

Paid Position Description 

Position Title:  Church Custodian

Hours:  20 hours per week

Overall Responsibility:


Maintain the church buildings through regular cleaning, upkeep, and repairs.

Specific Duties and Responsibilities
The Custodian will actively support the mission and vision of the church by:
1. Maintaining clean church facilities by performing weekly cleaning duties and daily spot cleaning in all public areas of the buildings, including the bathrooms, sanctuary, kitchens, and meeting rooms. 

2. Working with other maintenance volunteers and church staff to ensure that all areas are cleaned and stocked with necessary items. 
3. Maintaining an inventory of cleaners and other supplies. 

4. Performing maintenance, such as changing light bulbs and making minor repairs as needed and ability allows.

5. Coordinating and working with the church Trustees on more complex repairs and facility improvements. 

6. Observing proper chemical handling procedures when working with cleaning agents, including wearing gloves, goggles, or masks and following written or verbal instructions.

7. Maintaining current material safety data sheets for cleaning agents being used. 

8. Coordinating with Church Administrative Assistant on a daily basis for event schedule needs.

9. Assisting with event preparations and cleanup, including changing signs and arranging tables and chairs.
10. Interacting with church staff and visitors in a respectful and positive manner. 
11. Assigning tasks for and supervising community service workers. 
12. Working with the Village of Penn Yan code enforcement officer to maintain code compliance of the church facilities. 
13. Coordinating special inspections and maintenance on mechanical units such as the elevator and the boiler. 
14. Performing other duties as needed at the request of Pastor, staff, or volunteers.

Qualifications
1. Experience in building maintenance and cleaning techniques, materials, and safety procedures
2. High school diploma or equivalent
3. A background check that confirms ability to interact with all sectors of the public
4. Physically able to perform assigned tasks
5. Ability to manage time efficiently, meet deadlines, and schedule yearly seasonal tasks 

6. Ability to work independently or with others, setting up a regular schedule for cleaning, maintenance, and repairs
7. Ability to maintain inventory and purchase supplies
8. Flexibility to adjust schedule to suit the needs of the church
9. A friendly and collaborative approach to working as part of the PYUMC team with both staff and volunteers
Working Relationships:

1. Reports directly to the Pastor and works closely with the Administrative Assistant and Board of Trustees as well volunteers.
2. Attends staff meetings as requested by the Pastor.
3. Staff-Parish Relations Committee shall act as the employer.  Job description and pay scale are reviewed yearly.
4. Employment concerns should be brought to the Pastor. Unresolved concerns should be directed to the staff liaison or the chairperson of the Staff-Parish Relations Committee.

Work Agreements:
1. Pay

a. Shall be set by the Staff-Parish Relations Committee.

b. Paychecks are issued bi-weekly upon submission of a signed time sheet to the Treasurer.

c. Position is 20 hours/week, and is classified as Hourly, Non-Exempt.

2. Benefits and employment policies are outlined in PYUMC’s Personnel Policy Manual, which will be provided upon hire.
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