
SACRED HEART PARISH 

 

 PERSONNEL POLICIES – JOB DESCRIPTIONS  

 

Position Title:  Custodian 

   FLSA:  Non-Exempt 

 

Position Summary:  This position is responsible for the cleanliness and maintenance of the interior of the parish facilities 

(including church and school) including cleaning and sanitizing, minor maintenance, and room setup for various events, 

meetings, and services. 

 

Working Relationships:   This position reports directly to the Pastor.   No supervisory responsibilities are required. 

 

Working Conditions:   This is a 32 hour/week, twelve month position.  Core hours are Monday through Friday, 11am-

5pm. 

 

Principle Activities:    

1. Daily Custodial activities will include the following in the church, school and offices: 

a. Vacuuming all carpeted areas, including entry mats 

b. Dusting as needed 

c. Sweeping floors 

d. Spot washing floors 

e. Emptying all waste baskets and recycling bins 

f. Cleaning and disinfecting all restrooms (including mirrors, wet-mop floors, toilets, urinals and the 

re-supply paper products and soap) 

g. Cleaning drinking fountains and sinks 

h. Spot cleaning windows 

i. Spot cleaning fixtures, walls and doors 

2. As needed activities will include 

a. Washing floors 

b. Cleaning windows 

c. Cleaning pews 

d. Cleaning altars 

e. Cleaning walk in cooler 

f. Sanitizing desks and classrooms 

g. Coordinating the purchase of necessary cleaning supplies 

h. Organizing storage areas 

i. Reporting any problems, issues, concerns, or questions which cannot be resolved with the 

assistance of the Maintenance Person to the parish office 

j. Supervising the cleanup of miscellaneous parish events 

3.  Semi-Annual / Annual activities will include: 

a. Stripping and waxing floors (annual) 

b. Coordinating any outside services necessary for the professional cleaning of carpets and/or large 

cleaning projects, i.e. mid/end of year school cleaning 

c. Coordinating the thorough cleaning of the church, basement, and school 

4. Other duties as requested by the Pastor 

 

NOTE:  The duties listed above are intended only as illustrations of the various types of work that may be 

performed.  The omission of the specific statement of duties does not exclude them from the position if the work 

is similar, related, or a logical assignment to the position. 

 

 

 



 

Qualifications:    

1. Knowledge of methods, materials, and equipment used in a full range of custodial work 

2. Must possess good interpersonal and communication skills.  Must be able to respond with courtesy and 

diplomacy. 

3. Possess good knowledge of the teachings and practices of the Catholic Church. 

 

Requirements:    

1. Able to exercise discretion and work independently to complete daily activities according to work schedule. 

2. He or she must be flexible, available and dependable. 


