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JOB TITLE:  Maintenance/Custodian 

 

DEPARTMENT:  Maintenance/Custodial Services 

 

LOCATION:  Main Library, Westacres Branch 

 

JOB SUMMARY: The position of maintenance/custodian performs a variety of 

interior and exterior maintenance, cleaning and minor repair 
duties required to keep both library facilities inviting, clean, 
safe and properly maintained at all times.  

 
 

ESSENTIAL DUTIES AND RESPONSIBILITIES: 
 
 

1. Performs light janitorial work between visits of the contractual cleaning service 
and throughout the day as needed.  This responsibility includes such things as 
trash pick-up, cleaning restrooms, cleaning of casual study, addressing 
accidents/mishaps that may occur, etc. 

 
2. Performs minor painting, plumbing, electrical and other repairs.  Informs the 

branch manager when major repairs are needed requiring the outsourcing of 
work. 

 
3. Responsible for maintaining cleanliness of the grounds, including trash pick-up 

and maintenance of landscape beds. 
 

4. Responsible for minor exterior maintenance such as sidewalk shoveling, 
spreading salt, putting trash into dumpster, sign maintenance, fixing exterior 
building problems, etc. 

 
5. Checks for and replaces all light bulbs, exterior and interior on a weekly basis. 

 
6. Sets up and cleans meeting and conference rooms and kitchen for programs and 

community bookings.  
 

7. Assist in keeping all interior and exterior storage areas, janitorial closets, 
mechanical rooms and maintenance work areas clean and orderly. 

 
8. Assists in lifting and moving supplies, furniture, book donations, etc. as needed. 

 
9. Works with the administrative assistant and/or branch manager to prepare bid 

documents, analyze proposals and make recommendations to the director for 
contracted services and building equipment. 
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10. Assists with the delivery of materials between the two facilities as needed.  May 
be asked to do library errands, such as delivering packages to the post office. 
 

11. May be contacted for building emergency situations during non-working hours. 
 

12. Contributes to a positive working environment and organizational unity by 
communicating to peers and supervisors within the library. 
 

13. Has basic knowledge of the infrastructure (HVAC, electrical, mechanical, 
plumbing, etc.) of both facilities. 
 

14. Responsible for keeping all interior and exterior storage areas, janitorial closets, 
mechanical rooms and maintenance work areas clean and orderly. 

 
15. Maintains positive and proactive customer service behaviors at all times, 

recognizing that the public and staff are customers. 
 

16. Follows all applicable library rules and established procedures. 
 

17. Other duties as assigned. 
 
 

DESIRED QUALIFICATIONS: 
 

1. High school graduate or equivalent preferred. 
 

2. Experience in minor repairs to equipment and buildings and in using the tools, 
appliances and equipment to complete these repairs. 

 
3. Ability to work with minimum supervision, with understanding of library policies 

and safety procedures. 
 

4. Good organizational and time management skills. 
 

5. Ability to promote and maintain effective relationships with other staff and to work 
in a team environment. 

 
6. Positive service attitude 

 
7. Valid Michigan driver’s license. 

 
 

PHYSICAL ACTIVITY REQUIREMENTS: 
(Degree of physical demands (strength) usually associated with the essential functions 
of the position) 
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Heavy Work:  Exerting up to 100 pounds of force occasionally, and/or up to 50 pounds 
of force frequently, and or up to 20 pounds of force constantly to move objects.  Heavy 
Work requires walking and standing to a significant degree.  The type of physical 
demands usually associated with the essential functions of this classification are:  
stooping, kneeling, crouching and/or crawling, climbing, balancing, reaching overhead 
and horizontally, handling, fingering, feeling, talking, hearing and seeing. 
 
 
 
 

REPORTING RELATIONSHIPS: 
 
This position reports to the Main Library Branch Manager.  In the absence of the Main 
Library Branch Manager, the position reports to the Supervisor of 
Maintenance/Custodial Services.  This position works closely with the Westacres 
Branch Manager. 
 
There are no supervisory responsibilities associated with this position. 
 
 


