


Lansing First Presbyterian Church
CHURCH CUSTODIAN (Part-time) POSITION DESCRIPTION  
PURPOSE:
To provide a clean, safe, and welcoming environment for worship and church activities by performing regular cleaning, maintenance, and upkeep of the building and certain responsibilities for the grounds.
ACCOUNTABILITY:
The Church Custodian reports to the Church Administrator
SCHEDULING REQUIREMENTS
· 24 Hours per week, with a minimum of 4 days per week
· On call for weekend activities
· Monday cleaning in response to weekend activity
· Schedule is approved by the church administrator 
PERSONAL QUALITIES:
· Communication skills to coordinate tasks and schedule for the weeks ahead
· Attention to detail
· Experience in cleaning and understanding of a professional office environment
· Proactive and self-motivated
· Have an understanding that the church environment is different from an office environment
RESPONSIBILITIES:
· Inspect, clean, and restock the facility and the grounds, excluding area rented by Northwest Initiative and GIL
· Special attention is needed for the weekday use of the food pantry and outreach events which bring in many people.
· Remove snow and ice from stairs and walkways as needed, on weekdays 
· Remove rubbish from the premises for proper disposal, including inspecting the grounds and removing trash
· Maintain care and proper use of supplies and equipment and conduct regular inspections of building areas. Any issues discovered during inspections should be reported to the Administrator
· Prepare a list of needed cleaning supplies and submit it to the office administrator for ordering
· Perform minor repairs as necessary
· Report any needs for major maintenance to the Administrator with the knowledge that this also will go to the Building and Grounds Committee
· Set up furniture for internal and external partners
· If setup or cleanup is required outside of regular business hours, then custodian will be compensated for the additional hours
· Maintain a safe environment
· For example, make sure WET FLOOR signs are put out each time the floor is mopped, at entrance and exit to area
· Check light fixtures for burned out bulbs and replace light bulbs and fluorescent tubes as needed
· Keep custodian closets organized, clean, and supplied
· Help keep the garage clean and orderly. Report any issues to the Administrator
· Basement kitchen responsibilities
· Mop the floor and scour the sinks weekly
· Clean kitchen bathrooms weekly
· Monitor sanitation supplies and submit orders to the administrator when needed
· Funeral responsibilities (Honoraria provided per the church funeral policy).
· Memorial Garden Prep and Maintenance (approx. 3-hour task.) 
· Coordinate interment placement with consultation from church staff
· Digging the hole for loose ashes
· Filling hole after ceremony
· Ensure facilities are cleaned before and after service

Yearly: 
· Clean and dust all wood surfaces, i.e., pews, furniture, chapel, wood, pianos, organs, pictures.
· Check heating vents before and after the heating season
· Clean all registers and vents at least 2 times a year 
· Strip and wax the Chapel floor before worship starts in June. All other tile floors, excluding the basement kitchen, are stripped and waxed in summer months




