
JOB DESCRIPTION 
Custodial Manager 

St. Paul's United Methodist Church 
Updated 5/2017 

 
Position Overview:   
The Custodial Manager’s position will see that the church interior is maintained so that it is a 
safe, attractive, comfortable, and clean environment to ensure fully productive uses of the 
church's facilities. 
 
Qualifications: 

• High School diploma or equivalency. 
• Ability and desire to work independently without supervision. 
• Ability to comprehend verbal and written instructions. 
• Able to work a flexible schedule including evenings and weekends. 
• Satisfactory completion of a background check. 

 
Duties and Responsibilities: 

Develop schedules and priorities to ensure all rooms of the building are kept neat and clean as 
needed on a timely basis. Specific tasks will include: 

1. Cleaning carpets and floors. 
2. Cleaning bathrooms, all fixtures within. 
3. Check and replenish consumable items as needed, such as soap and paper goods as well 

as cleaning supplies needed. Work with office manager on ordering these items. 
4. Empty trash and replace trash bags. 
5. Clean all inside glass on front glass doors. Clean the outside as dictated by weather and 

look of handprints (it is not feasible to do this regularly due to cold weather or outdoor 
water sprinklers). 

6. Clean glass on exit doors in the preschool area leading to playground 
7. Check all areas of building frequently for “once in a while” cleaning, dusting, etc., that 

may need to be done. 
8. Schedule/coordinate annual carpet cleaning and window washing. 
9. Stock and place deicing salts at the upstairs and downstairs main entrances. 

 

Set up and take down tables and chairs needed per priorities and scheduling 

1. Check calendar for scheduled events. 
2. Communicate with office manager/staff/volunteers organizing classes, events, worship 

services, etc. to ensure clarity and timing of setup/breakdown. 
3. Assist with moving of furniture and equipment 



4. Create and schedule a volunteer team to assist with room setup/breakdown as needed. 

 

Light building repair and maintenance items as abilities allow such as (but not limited to) 
replacing of  light bulbs, furnace filters, paint touch-up and toilet repair.  Projects beyond the 
“fixit” category should be reported to trustees chair for contractor scheduling. 

Report repair issues, property damage, and areas needing attention to Trustees, with copy to 
supervisor and office manager. 

Be alert to safety and security of the building. Report any violations to  Trustees chair. 

Any other duties as assigned by supervisor. 

Compensation: 
This position is 30 hours a week.  Compensation will be based on qualifications and 
effectiveness. Vacations must be preapproved by supervisor so that alternate arrangements can 
be scheduled. No more than 4 weekends can be scheduled as vacation (preferably one per 
quarter). Vacation can not be scheduled during Easter and Christmas Services. 
 
Statement of Equal Opportunity 
St. Paul's is committed to equal opportunity and nondiscrimination in all employment, programs 
and services, and does not discriminate on the basis of race/ethnicity, color, religion, sex, marital 
status, national origin, ancestry, age, sexual orientation, disability or veteran status. 


