February 1, 2012  

POSITION ANNOUNCEMENT
Job Title:  Building Maintenance Worker

Classification:  Service and Industrial
Department:  Maintenance



Reports To:  Director of Facilities

Minimum Hourly Rate:  $8.03____________________________________________________
POSITION PURPOSE AND OBJECTIVES:
This position assists in maintaining the interior and exterior of all facilities in a safe, clean, and orderly condition by performing the following essential functions as assigned by his/her supervisor.  

ESSENTIAL JOB FUNCTIONS:
· Janitorial:  Cleans rooms, hallways, lobbies, lounges, restrooms, kitchens, corridors, stairways, and other work areas.  Sweeps, scrubs, waxes, and buffs floors and mops spills throughout buildings.  Vacuums rugs and carpets and cleans upholstered furniture and mini blinds.  Dusts furniture and equipment.  Polishes metalwork.  Washes walls, woodwork, trim, windows, doors, and sills.  Empties waste baskets; empties and cleans ashtrays in designated smoking areas.  Transports trash and waste to disposal areas.  Replenishes restroom supplies.  Properly cleans and disposes of all biohazard spills following the Center’s policies and procedures for doing so.
· Landscaping:  Cuts and trims grass.  Pulls weeds and rakes leaves.
· Snow Removal:  Shovels snow and ice from walks, driveways, and parking lots.  Spreads ice melting agent on sidewalks, drives, and parking lots.
· Moving and Setup:  Moves desks, chairs, tables, file cabinets, shelving, boxes, and office equipment.  Sets up furniture, partitions, etc. as required.  Moves and transports tools, boxes, and furniture as required.
· Building Maintenance:  Performs routine maintenance duties such as replacing light bulbs, touch-up painting, unclogging drains and toilets, and cleaning light fixtures. 
· Must be able to react to change and stress productively and to handle other related tasks as assigned.

· Must be able to maintain regular and predictable attendance and punctuality.

· Must be able to get along with others and work as a team.

· Must exhibit the knowledge, skills, abilities, and minimum requirements listed in this Position Guide.

MARGINAL JOB FUNCTIONS:
· Provides labor on capital construction and repair projects for upgrading and improving facilities by performing all functions as described above.
· Assists in maintaining the vehicle fleet. Cleans and washes vehicles as needed.
· Attends staff meetings and participates in safety education and training programs. Maintains cleaning supplies, materials, and equipment, storing/securing them in designated storage spaces.  Requests purchases of supplies and materials as needed.  Requests authorizations for service and/or repair of the power operated equipment through the supervisor.
KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED:
In order to perform the essential functions of this job, after an orientation period, the employee must possess the following:  a working knowledge of Nord Center Policy and Procedures, including sensitivity and adherence to clients’ rights, confidentiality, and health and safety issues; must be dependable, capable of following directions, and able to complete tasks as directed; must recognize and be proactive with maintenance issues; must work efficiently, professionally, and within Center policies and procedures.  Must exhibit sensitivity to different cultures.  

WORKING CONDITIONS:
The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of the job.  While performing the duties of this job, the employee occasionally works near moving mechanical parts, in high, precarious places, and in outside weather conditions and is occasionally exposed to wet an/or humid conditions and risk of electrical shock.  The noise level in the work environment is usually moderate. Must be able to understand and safely operate all tools and equipment needed to perform essential job functions.  

MINIMUM REQUIREMENTS:
High School diploma or equivalent required, along with at least one year of training and/or experience in janitorial or custodial duties.  Must be able to understand and safely operate all hand and power tools needed to perform all functions in the position guide. Must be capable of lifting and/or moving up to 80 pounds frequently.  Must be able to work flexible hours due to emergency situations, special projects, or a change in work load.  (The normal schedule is 8:00 a.m. to 4:30 p.m. Monday through Friday for full-time employees and 12:00 noon to 4:00 p.m. Monday through Friday for part-time employees.)  The necessity for travel in this job requires that the employee possess a valid Ohio driver’s license with less than 6 points in a 36-month period and have proof of adequate personal automobile insurance.  Must be able to comprehend instructions, both oral and written, and carry out instructions. Favorable references and/or evaluations are required.

Please apply by 4:30 p.m Wednesday February 8, 2012 to:

The Nord Center, Human Resources Department, 6140 S. Broadway, Lorain, OH 44053, or

Email: HR@NORDCENTER.ORG  EEO/AA
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