EASTERN ONTARIO DISTRICT

POSITION DESCRIPTION

Custodian
The Eastern Ontario District Custodian is a contracted position based on a 5 hour work week.  The responsibilities of the Custodian are list below.  Any change in schedule or duties will be directed through the Office Manager. 
Weekly Responsibilities:

1. Empty all wastebaskets and recycle.  Place garbage in closed bin on side porch.
2. Thoroughly clean all washrooms including toilets, sinks, mirrors, walls and floors.
3. Vacuum all rugs, mats and stairs.
4. Dust mop all wooden floors
5. Dust desks, desktop articles, monitors, keyboards, bookshelves, tables, cabinets, boardroom tables and rear entrance stairway ledges
6. Spot clean deskpads, doors, door frames, free of marks and spills
7. Damp wipe window ledges
8. Damp wipe and disinfect phones

9. Provide clean towels in kitchen and washrooms
10. Sweep and damp map kitchen floor with disinfectant

11. Wipe clean and disinfect stove, microwave, counters, cupboard doors, fridge, dishwasher and small appliances
12. Scrub kitchen sink with liquid cleanser and polish clean

13. Damp wipe table and chairs
14. Clean glass tables, mirrors and glass doors 

15. Sweep front and back porch and stairs (weather permitting)

16. Wipe exterior of outside doors and remove bugs from exterior light fixtures.

Monthly Responsibilities:

1. Dust pictures, wall clocks, chair legs, floor lamp stands, ceilings and baseboards

2. Wipe clean kitchen cupboards and windex glass cupboard doors

3. Clean all baseboards

4. Fire inspection walk through

5. Clean inside of refrigerators and oven (5th week of the month only)
