POSITION DESCRIPTION
WILLMAR PUBLIC SCHOOLS

SECTION I:  GENERAL INFORMATION

	Position Title:
Head Custodian 
	 Department:
[bookmark: _GoBack] Custodial

	Immediate Supervisor’s Position Title:
Building & Grounds Manager
	FLSA Status: 
Non-Exempt

	Job Summary:
Under the direction of the Supervisor of Buildings & Grounds, performs a variety of preventive maintenance and building maintenance repairs in accordance with maintenance schedules, assigned work orders, Supervisor of Building & Grounds or at request of building leads.




SECTION II:  ESSENTIAL DUTIES AND RESPONSIBILITIES

	
· Performs maintenance and custodial duties as per district guidelines and expectations.  
a) Coordinates, prioritizes, and performs general repairs within the building(s) according to work orders and maintenance requests including mechanical, plumbing, and electrical requests.  
b) Evaluates and determines proper and economical repair procedures; determines causes of system breakdowns/malfunctions; determines if repairs should be contracted out. 
c) Manages HVAC units and related equipment as well as facility management computer systems; responsible for operation of all HVAC equipment. 
d) Tests, analyzes and documents adjustments to boilers, cooling units, and water treatment programs as well as all other major equipment.  
e) Coordinates all preventive maintenance schedules to all building equipment and buildings; performance maintenance with custodial staff as scheduled.  
f) Responsible for cleanliness of building(s) and grounds and custodial services within facility, including cleaning assigned areas. 
g) Responsible for building snow removal and works closely with District Maintenance Department. 
h) Responsible for maintenance and appearance of building exterior including structure, turf, and plantings.  Works closely with District Maintenance Department to maintenance extended exterior of building(s) and grounds. 
i) Maintains, documents, and tracks all major repairs performed within district buildings and to equipment.

· Serves as the building leader for all custodial, maintenance and safety functions.  
a) Coordinates, directs, leads, trains, and evaluates all building custodial staff.  
b) Oversees and approves custodial time records using the timekeeping system.  
c) Oversees scheduling and manages all custodial time off requests and assigns substitutes.  
d) Maintains documentation for all repairs, health and safety inspections, and relevant information.  
e) Collaborates with building administrators on custodial, maintenance and safety needs.  
f) Manages repairs and supply budget under the direction of the Buildings and Grounds Manager.  

· Serves as the point of contact for building intrusion and fire alarm monitoring.  

· Attends training sessions, seminars, and health and safety meetings.

· Performs other related duties within the scope of the position as assigned or requested to contribute to the efficient operation of the Building and Grounds Department and Willmar Public Schools. 


	



SECTION III:  WORK REQUIREMENTS AND CHARACTERISTICS

	
EDUCATION/KNOWLEDGE REQUIREMENT:  Minimum education required to perform adequately in position could reasonably be attained only by completing the following:

	
REQUIRED EDUCATION/TRAINING
 (choose one)
	
DEGREE INFORMATION:    
Type of degree: (B.S., M.A., etc.)
High school graduate or equivalent

	

	
less than high school diploma
	

	
x
	
High school diploma or GED.
	
Major field of study or degree emphasis:  


	

	
1 year college
	

	
2 years college
	

	

	
3 years college
	

	
4 years college
	

	

	
1st year graduate level
	
Essential knowledge and specialized subject knowledge required to perform the essential functions of the job:
· Knowledge of hand, power, and diagnostic tools applicable to job assignments.
· Departmental operational policies, procedures and documentation requirements.
· Fundamentals of the operation and functions of equipment required in performance of the job.
· Knowledge of all safety precautions applicable to trade.
· Knowledge of preventive maintenance practices.
· Knowledge of HVAC operation, repair and maintenance.
· Knowledge of Boiler Water Treatment Program and procedures.
· Knowledge of pool operations
· Knowledge of generators and fire pumps.
· Fundamentals of general repair and maintenance activities in such areas as mechanical, carpentry, masonry, electrical, steam, air system, plumbing systems, and associated equipment.
· Knowledge to effectively and positively communicate. 
· Knowledge of computer system operations including word, excel, HVAC controls, PM/ work order programs, and email. 
· Knowledge of ground maintenance including turf, plantings, and snow removal.

	

	
2nd year graduate level     
	

	

	
Doctorate level
	




	
Required Work Experience in Addition to Formal Education/Training:
Requires a minimum of 2 years previous experience in building maintenance, mechanical and equipment repair/servicing.

	

	
LICENSE/
CERTIFICATION
	
Identify licenses/certification required upon hiring:  
· Boiler Operator License.  Working towards 1st Class C Boiler License.
· Certified Pool Operator License with State of MN (Where applicable)



	
ESSENTIAL SKILLS REQUIRED TO PERFORM THE WORK  

	
Skilled in:
· Managing preventive maintenance programs for all facility equipment. 
· Establish and maintaining effective working relationships with employees, supervisors, administrators, and contractors. 
· General carpentry, electrical, mechanical, and plumbing repairs/ servicing. 
· Ability to use tools applicable to trade. 
· General custodial and cleaning procedures. 
· Ability to work independently. 
· Ability to operate all equipment and vehicles necessary in performance of the job including boilers and all associated components. 
· Ability to read and follow safety procedure. 
· Knowledge of pool operation. 
· Ability to manage and coordinate staff. 
· Ability to communicate verbally and electronically. 
· Ability to operate computer programs including word, excel, HVAC controls, PM/ work order programs, and email. 
· General grounds maintenance and snow removal.




	
RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS 


	
	
Titles of Positions Directly Supervised
	
# of Employees

	
	
Night Foreman
	
1

	
	

Custodians
	

0-8


	
TOTAL
	
1-8




	
INDIRECT SUPERVISION:

	
Number of employees indirectly supervised:
  Summer Workers
	
Total: 
0-8



	
HAZARDOUS WORKING 
CONDITIONS:  The essential duties of the work are performed under various physical hazards or environmental conditions noted
	Unusual or hazardous working conditions related to performance of duties:
Risk of exposure to communicable disease, blood borne pathogens, and other bodily fluids.  Chemicals used in performance of the job pose potential risks for inhalation of fumes, chemical burns and skin absorption.  Electrical shocks and potential injury from moving parts/mechanical systems.

Exposure to materials and situations that require following safety precautions and may include the use of protective equipment or safety procedures.  Some duties involve performing assignments outdoors in varied weather conditions.




	
	PHYSICAL JOB REQUIREMENTS: Indicate according to essential duties/responsibilities

	
Employee is required to:
	
Never
	
1-33%
Occasionally
	
34-66%
Frequently
	
66-100%
Continuously

	
Stand
	

	

	
	
x

	
Walk
	

	

	
	
x

	
Sit
	

	
x
	

	


	
Use hands dexterously (use fingers to handle, feel)
	

	

	

	
x

	
Reach with hands and arms
	

	

	

	
x

	
Climb or balance
	

	
x
	

	


	
Stoop/kneel/crouch or crawl
	

	
x
	

	


	
Talk or hear
	

	

	
x
	


	
Taste or smell
	

	
x
	

	


	
Physical (Lift & carry):                                               up to 10 pounds
	

	

	

	
x

	
up to 25 pounds
	

	

	
x
	


	
up to 50 pounds
	
	
	
x
	


	
up to 75 pounds
	
	
X
	

	


	
up to 100 pounds
	x
	

	

	


	
more than 100 pounds
	x
	

	

	




	
	PHYSICAL JOB REQUIREMENTS: Indicate according to essential duties/responsibilities

	
Physical requirements associated with the position can be best summarized as follows:

Position involves exerting up to 50 pounds of force frequently and/or up to 75 pounds of force occasionally, and/or up to 10   pounds of force continuously to lift, carry, push, and pull or otherwise move objects in the performance of the job.

Position requires occasional bending, stooping, lifting and repetitive use of fingers, hands and wrists in operating equipment.   Position requires moderate use of the upper extremities and back muscles.  





SECTION IV:  CLASSIFICATION HISTORY AND APPROVAL

	
This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

__________________________________________________		____________________
Department Head’s Signature								                              		Date


Classification History:

Description Created June 2011, Updated March 2019


  Date Board Adopted:__________________
	



This description describes the general nature and work expected of an individual assigned to this position. Employees may be required to perform other job-related duties as requested by their supervisor. All requirements are subject to possible modification to reasonably accommodate individuals with a disability.

