FACILITIES ASSISTANT
JOB DESCRIPTION (PART-TIME)

JOB SUMMARY

The Facilities Assistant will be responsible for the assigned interior/exterior custodial and maintenance duties.  This person will also be responsible for Set ups, Take downs, Clean up of Special Events held at the church as assigned.  This person reports to the Facilities Manager.  

DUTIES AND RESPONSIBILITIES

1. To work approximately 20-30 hours per week.  Fill out a time card of hours worked and give to the Facilities Manager weekly for approval.
2. Check with the Facilities Manager for any additional work or changes in work needed for that week.

3. Custodial and maintenance work will include, but not limited to the following:

A)
Ensure all sidewalks and entrances are free of any and all debris, trash, snow, and are clean for all Service Activities and Special Events.

B)
Replace all burned out lighting.

C)
Remove trash and restock paper products in kitchen, nursery, foyer, and restrooms between Sunday A.M. services and Special Events.
D)
Perform all regular assigned weekly Custodial duties.  This would include cleaning of the assigned area of the building at least twice weekly, once before Wednesday scheduled activities and once before scheduled Sunday services and activities.  Other hallways and rooms are to be cleaned as needed, to accommodate the various scheduled weekly activities and ministries, but no less than once weekly.

E)
After Sunday P.M. service, ensure that restrooms in office area and McQueen Chapel areas are cleaned and restocked.

F)
Review the custodial Needs of the Week list to obtain the detailed maintenance in addition to other regular scheduled duties required.
4 Set up equipment before each activity or Special Event and take down and store afterwards.
5 Be available during Sunday A.M. and P.M. Services and Wednesday activities when scheduled, for special needs that may arise concerning the facility.

A. Check and adjust thermostats as needed, at least, but no less than, 2 hours prior to the scheduled event.  (Changing of programmable thermostats to accommodate start/stop times if needed to be approved by Facilities Manager)  Review the complete building on Sunday morning to ensure the building temperatures are correct.
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B. Unlocking doors that may have not been opened.
C. Take care of unexpected custodial problems that may arise ie:

Toilets overflow, broken glass, spills, etc.

6.
Locking/unlocking and securing of buildings.

A.
Open the Nazarene Bible College (1) hour prior to any scheduled event and close within 30 minutes after the event (mainly Sunday School and M & M).
B.
Lock and unlock the church (1) hour prior to any scheduled event, or as directed, and lock within 30 minutes after the event, or as people have left the building.
C.
Make sure all windows are closed and the building is properly secure and armed when locking of building.

D.
Ensure all rooms not in use are locked and secure.

7.
Saturday Duties

A.
Dust the organ and piano.

B.
Ensure the altars are positioned correctly and Kleenex boxes are full..
C.
Clean the glass podium and plexi-glass around drums.

D.
Inspect all classrooms, youth center, sanctuary, and hallways, that they are properly setup, clean and ready for the scheduled services.

E.
Check all entrances for cleanliness (I e: sidewalks, windows, etc.)

8.
Report all problems to the Facilities Manager and any suspicious activities to Facilities Manager or Executive Pastor at once.

ANSWERABLE TO WHOM

Facilities Manager

OTHER

An extremely important aspect of this position is the spiritual character and integrity of the individual who fills it.  He/she shall be team player, possess spiritual sensitivity, maintain a good positive attitude, and exhibit these qualities in everyday life.
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