
Poplar Bluff Municipal Library District  
July 26-2017 
Custodial Technician –  
Housekeeping/Maintenance  
(Part-time)  
 
Supervisor: Building Administrator  
Supervisory: N/A 
General Description: 
Will perform routine daily custodial and or maintenance tasks on either morning or afternoon shift 
as selected during hiring process. 
 
Work schedule is Monday through Friday and 4 hours every other Saturday.  
Hours are subject to change based on Library needs. (Extracurricular events can routinely create 
needs outside those hours- E.g. Weekend Festivals, Author visits, scheduled Theater use etc.)  
Library reserves the right to modify shift or add extra hours based on Library needs. 
 
Routine work will consist of: 
Custodial, housekeeping and maintenance activities as assigned. 
 
 
Examples 
 
Cleaning public use areas, tile and carpeted flooring, public restrooms, employee restrooms, staff 
work and break areas, elevator surfaces, interior staircases, replenishing restroom supplies, 
cleaning up any daily messes that may occur. Cleaning and maintaining library entrances and exits 
(inside and out). Trash removal, snow and ice removal at entrance areas, salting of entrance and 
exits etc.) 
Duties also will include monitoring and restocking supplies, empty of trash receptacles, disposal of 
boxes, books and other items as needed and as assigned.  
Will also include dusting, vacuuming, window cleaning, table –chair wipe down, empty trash, clean 
computer screens and monitors, minor maintenance tasks, carpet cleaning, oiling of  wood work.  
Event setup, clean up and take down. (Tables, chairs, trash etc.). Work will occasionally consist of 
outside work during inclement weather. Clearing, cleaning sidewalks of ice snow etc., police 
grounds for debris, exterior window cleaning, placement of garbage in trash bin, light lawn work 
and other grounds needs. (Pick up Leaves, trash etc.) 
The preceding list is not all inclusive of all tasks associated within this 
janitorial/custodial/maintenance position. 
Job will include needs associated with maintaining Library grounds and building as needed and 
other duties as assigned. 
This position will require reaching, bending, carrying & lifting.  



 
 
 
 
Education and Experience: High School diploma or GED. 
Pay Grade: 1-1  
Duties and Responsibilities  
Report to work on time 
Attend, participate & support all Library Functions, processes, training and staff meetings as job role 
requires. 
Carry out routine tasks as assigned in a timely and efficient manner  
Uses cleaning equipment and materials in a manner suitable for those materials and products.  
Daily report deficiencies observed during routine work when identified.  
Daily addresses any custodial concerns that may arise. 
Daily check internal communications (e-mail)  
Other tasks as assigned  
 
Requirements    
Satisfactorily complete / perform routine custodial & maintenance services as directed and outlined 
in library cleaning documents. 
Adheres to all Library policies and procedures as well as Library Code of Conduct at all times. 
Ability to independently use computer to clock in and out on time. 
Must have basic computer skills.  
Ability to independently complete tasks with minimal supervision. 
Must pass a background check prior to offer of employment and a drug test prior to work start 
date.  
Must have reliable means of transportation 
Must have valid driver’s license 
 
Physical Requirements: 

Physically capable of standing for long periods of time while preforming housekeeping and 
maintenance tasks. 
Safely use ladders, lift 50lbs and push carts weighing 200 lbs., can work outside during any season 
as needed. 


