JOB DESCRIPTION – see note below
~ Sexton ~
Work hours are Monday to Friday
5:00PM to 10:00PM Monday to Friday

For changes to the work schedule (vacation, sick days, etc.), notify the Chair of the Property Committee or if unavailable, notify the Parish Coordinator.
RESPONSIBILITIES:
Daily Basis (as schedule dictates]:
1. Check with Parish Coordinator for meetings/functions each week in order to prepare rooms.

2. Empty wastebaskets, vacuum, dust, clean fountains, blackboards and sinks, as needed.

3. Check/clean all restrooms.

4. Turn on gym lights and receive gym rentals, as needed.

5. Close all fire doors before leaving the church building each evening.

Periodic Work:
1. Clean windows inside and outside on upper/lower levels every six months (April and October)
2. Clean pavements and steps to all outside entrances and police entire property area.

3. In winter, remove snow/ice from outside sidewalks and entrances.

4. Check and clean all interior stairwells.

5. Put church & Parish House trash & recycling out based upon city pick-up schedule.  
6. Set-up and take down tables as meetings/functions demand.

7. On a weekly basis, mop (dry and wet if needed) pre-school room, nave tile floor, hallways and Narthex area.
8. On a weekly basis, vacuum library, hall, Narthex rug area and nave.

9. Dust as needed in all areas. 

10. Change hymn boards by end of week.
11. Dry mop and vacuum Preschool once a month.
12. Dry mop / vacuum overflow room once a month.

13. Check / replace AC filters

Miscellaneous Routine:

1. Report any malfunctions of equipment to Office/Property Committee.

2. Report repairs, as needed, to the Office/Property Committee.

3. Report any break-ins or any suspicious actions to pastor and chairperson of the Property Committee.
4. Replace in-operable light bulbs

5. Check candle in the Sanctuary light weekly.

6. Change banner hanging in the Nave to match season/color changes at the altar.
7. Lock/Secure the building every evening – Monday thru Friday.

Maintenance Activities

1. Clean air-conditioning filters three times a year [March, July and November] to ensure proper ventilation of system.

2. For hallways and for other tile floor areas including the old fellowship hall, strip and wax floors on an as needed basis.
ACCOUNTABILITY:
1. Reports to chairperson of Property Committee concerning supplies, equipment, and maintenance of entire church property. Sexton performs other duties as instructed by the Chair of the Property Committee.
2. Timesheets should show actual hours worked at the church. No hours should be shown if not at the church.
NOTE - The daily “SPL Building Cleaning” forms are part of the Sexton Job Description. 
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