JOB DESCRIPTION

TOWN OF WHITE, MN

	TITLE:
	General Maintenance Worker
	EFFECTIVE DATE:
	6/01/2017

	SUPERVISION RECEIVED:
	Works under the general direction of the Town Board of Supervisors, leadwork provided by Public Works Foreman & Town Manager

	SUPERVISION EXERCISED:
	None

	_______________________________                     ______________________________

Employee Signature & Date                                       Supervisor Signature & Date

By signing the employee and supervisor agree this position description accurately reflects the duties of the position.  

Position Budget:  $50,000
Position Clientele:  Town employees, City employees, users of any of the facilities owned by the Town or City; General Public
Shift:  Dayshift 7:00 a.m. – 1:00 p.m. Monday – Friday winter months, alternative schedule summer months; 

POSITION PURPOSE:  Under general supervision, employee performs a variety of indoor and outdoor housekeeping & general maintenance activities of City & Town owned structures & grounds. Duties include both light and heavy cleaning, routine maintenance, and routine equipment & mechanical repairs.  Facilities included are the City/Town Government Center, Public Works facility, and Twin Lakes Pavilion.  This position will have an alternative working schedule in the summer months when the Twin Lakes Pavilion is open.  
RESPONSIBILITIES (not meant to be inclusive of all duties to be assigned):

	1. Maintains public owned facilities floors, hallways, and stairs to provide clean, comfortable, healthy and safe environment using machine or manual processes by sweeping, scrubbing, mopping, hosing off, waxing and stripping wax, and vacuuming and scrubbing carpets.  

2. Cleans and supplies restrooms to ensure facilities are sanitary from public use by scrubbing floors, sinks, stools; maintaining supplies of soap and paper products and emptying wastebaskets and trash containers.
3. Collects trash, recyclable materials and deposits in proper containers.
4. Cleans windows, skylights, ceilings and walls to maintain clean, comfortable and safe environment using appropriate cleaning agents, mixing chemicals, and applying them.  
5. Cleans and maintains office space, common areas, conference rooms, break rooms, and furniture to provide a clean, safe and usable space by dusting, moving, rearranging, setting up or taking down tables and chairs, and making minor repairs to fixtures & furniture.  

6. Cleans sidewalks, steps, and ramps outside of facilities to ensure they are orderly in appearance and safe for access to the building by shoveling snow, applying sand and/or deicers and removing ice and removing rubbish and materials.    City of Aurora personnel will perform the mowing, trimming, and landscaping of grounds outside of City Hall.  
7. Operates, maintains, and makes minor repairs on vacuums and other mechanical equipment used for cleaning and maintaining the facilities.    

8. Performs minor routine maintenance of facilities as needed.  Examples of light maintenance are shaking out rugs, replacing light bulbs and batteries in fixtures, fixing office chairs and/or tables, minor repairs to bathroom fixtures, minor repairs to windows, locks and doors; 
9. Picks up paper, cans, newspaper, and recycled materials by collecting items from bins, moving items to loading dock, and preparing for shipment.   

10. May assist Public Works on road projects as a traffic director, sign holder, or extra hand as needed performing general maintenance/labor related duties.

11. May assist in performing ground maintenance duties such as mowing, raking, trimming, shoveling, sweeping, gardening, landscaping at the Public Works location or Twin Lakes location as needed.

12. Reports problems of facilities not within scope of duties that need repair or further action to supervisor.

13. Other duties as assigned applicable to the position.   

	WORK SCHEDULE:
	Generally dayshift, Monday through Friday

Will be required to work weekends & evenings periodically 

	MINIMUM QUALIFICATIONS:

	1. Considerable knowledge of:

a. Janitorial duties:  cleaning protocol & methods, sanitary methods, cleaning materials, agents, and equipment
b. Basic building maintenance & equipment used
c. Landscaping duties:  mowing, raking, sweeping, trimming & equipment and methods used

2. Working knowledge of:

a. Facility rules 

3. Considerable ability to 

a. Work independently

b. Communicate and listen effectively 

c. Work with and around cleaning supplies

d. Operate electrical & mechanical equipment needed to maintain facilities
e. Visually detect facility needs and to determine appropriate solutions

4. Working ability to:  
a. Operate cleaning equipment
b. Understand and follow oral and written instructions

c. Make minor mechanical repairs to and operate simple maintenance equipment

d. Perform assigned tasks with limited work direction

e. Schedule time needed for each facility using independent discretion 

	PHYSICAL REQUIREMENTS (those necessary to perform the essential functions of this job):

	1. Some manual labor requiring use of large motor skills such as: sitting, standing or walking for long periods, frequent bending, stooping, crouching, kneeling, pushing and pulling, and twisting and turning; frequently use repetitive motions

2. Specific vision ability includes operating equipment 

3. Ability to use fine motor skills when operating equipment

4. Regularly hear and speak when conversing
5. Lift and carry from floor to waist when hauling or moving tables; 10 pounds up to 50 pounds 

6. Physical health and endurance sufficient to perform duties of job including ladders and scaffolding, and to function in adverse weather conditions for shoveling, mowing etc.

	WORK ENVIRONMENT

	1. Usually indoors but some outdoors
2. Exposed to vibration and noises from equipment
3. May be around fumes from cleaning supplies

4. Noise level is usually moderate
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