BENTON UTILITIES
JOB DESCRIPTION

JOB TITLE:
Custodial Worker


DATE: 10/22
DEPARTMENT:  Utilities General Manager
GRADE: 3
DIVISION:  Benton Utilities


FLSA STATUS: Non-exempt – Part Time
REPORTS TO: Administrative Supervisor
EEO CATEGORY:
Service/Maintenance

This job description should not be interpreted as all-inclusive.  It is intended to identify the essential functions and minimum qualifications of this job.  The incumbent(s) may be required to perform job-related responsibilities and tasks other than those stated in this job description.  Nothing in this job description restricts management’s right to assign or reassign job-related responsibilities and tasks to this job at any time.  Certain functions are understood to be essential; these include, but are not limited to, attendance, getting along with others, working a full shift, and dealing with and working under stress.  Any essential function of this class will be evaluated as necessary should an incumbent/applicant be unable to perform the function or requirement due to a disability as defined by the Americans with Disabilities Act (ADA).  Reasonable accommodation for the specific disability will be made for the incumbent/applicant when possible.
JOB SUMMARY: 
Maintain a clean working environment for staff and visitors at various Utility locations. The custodial worker also supports all administrative positions and serves as backup to the Utilities Dispatcher/Purchasing Assistant when needed to receive and dispatch trouble calls for Utilities as well as maintain paperwork.  
ESSENTIAL DUTIES AND RESPONSIBILITIES
1. Cleans, supplies, and sanitizes restrooms.

2. Empties trash.

3. Maintains outside walk areas including sweeping debris and washing walkways.

4. Cleans, dusts, and polishes furniture and fixtures.
5. Strips and waxes tile floors as needed.

6. Sets up rooms with tables and chairs as need for meetings.

7. Maintains an inventory of cleaning supplies and equipment; notifies supervisor of supplies needed.
8. Vacuum carpeted areas and rugs

9. Mops floors with damp mop

10. Dust all horizontal surfaces

11. Dust blinds and wash windows

12. Remove any cobwebs

13. Wash and disinfect all commodes and urinals

14. Clean drinking fountains

15. Wipe down kitchen countertops and appliances

16. Other duties as assigned.
QUALIFICATIONS
To perform this job successfully, an individual must be able to perform each essential duty mentioned satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required.
EDUCATION AND EXPERIENCE
Minimum requirement; general educational background without high school completion, plus 7 to 11 months related experience and/or training. Or equivalent combination of education and experience.
REQUIRED KNOWLEDGE, SKILLS, AND ABILITIES:

Knowledge of general office procedures, such as filing.

General knowledge of computer fundamentals and business software.

Skill in use of standard office equipment such as copier, fax, calculator, and typewriter.

Skill in the operation of a two-way radio.

Ability to effectively communicate with the general public and employees via telephone, radio, cellular phone or written communications.

Ability to work overtime, nights, and/or weekends in the event of emergency service interruptions or other needs.

RESPONSIBILITY FOR FUNDS, PROPERTY and EQUIPMENT
Funds, Property & Equipment Responsibility
 $30,000
SUPERVISORY RESPONSIBILITIES
None.

COMMUNICATION SKILLS
Ability to read and understand simple instructions, short correspondence, notes, letters and memos; Ability to write simple correspondence.
MATHEMATICAL SKILLS
Ability to add, subtract, multiply and divide numbers. Ability to perform these mathematical skills using money and other forms of measurement.

CRITICAL THINKING SKILLS
Ability to use common sense understanding in order to carry out simple multi-step instructions. Ability to deal with standardized situations with limited variables.

SUPERVISION RECEIVED
Under general supervision where standard practice enables the employee to proceed alone on routine work, referring all questionable cases to supervisor.

PLANNING
Limited responsibility with regard to general assignments in planning time, method, manner, and/or sequence of performance of own work operations.

DECISION MAKING
Performs work operations which permit infrequent opportunity for decision-making of minor importance, and which would only affect the operating efficiency of the individual involved to a slight degree.

MENTAL DEMAND
Minimum mental demand. Operations requiring little attention and repeated successively at short intervals or non-repetitive, but of such a nature as to require little directed thinking.

ANALYTICAL ABILITY / PROBLEM SOLVING
Moderately repetitive. Activities with slight variation using a definite set of processes or directions with some degree of supervision. Choice of learned things in situations which conform to clearly established patterns and modes.

USE OF MACHINES, EQUIPMENT AND/OR COMPUTERS
Occasional use of non-complex machines and equipment (adding machines, calculators, copy/fax machines, etc.)

ACCURACY
Probable errors of internal scope readily detected in normal course of work by standard check or routine crosscheck within a single department or office. Errors resulting from inaccuracy would create minor confusion, delay or expense to correct the situation.

PUBLIC CONTACT
Occasional routine contacts with persons outside the organization. This would include contacts with suppliers, mail service, etc.

EMPLOYEE CONTACT
Contacts of little importance and usually with immediate associates only. Requires only ordinary courtesy to avoid friction in relationship incidental to working with others.

REQUIRED CERTIFICATES, LICENSES, REGISTRATIONS
Valid Arkansas Driver's License with acceptable driving record.

PREFERRED CERTIFICATES, LICENSES, REGISTRATIONS
Not indicated.

SOFTWARE SKILLS REQUIRED
Not indicated.

ADDITIONAL INFORMATION
Not indicated.

PHYSICAL ACTIVITIES
The following physical activities described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions and expectations.

While performing the functions of this job, the employee is regularly required to stand, walk, use hands to finger, handle, or feel, reach with hands and arms, talk or hear; and occasionally required to sit, climb or balance, stoop, kneel, crouch, or crawl, taste or smell. The employee must occasionally lift and/or move up to 100 pounds; frequently lift and/or move up to 50 pounds; regularly lift and/or move up to 25 pounds. Specific vision abilities required by this job include close vision; distance vision; and color vision.

ENVIRONMENTAL CONDITIONS
The following work environment characteristics described here are representative of those an employee encounters while performing essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the functions of this job, the employee is frequently exposed to fumes or airborne particles, toxic or caustic chemicals; and occasionally exposed to outdoor weather conditions. The noise level in the work environment is usually moderate.
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