MAINTENANCE JOB DESCRIPTION
(includes, but is not limited to)

OFFICES:
			 	Vacuum carpets weekly, or more as needed
				Dust daily 
				Remove trash daily
				Synchronize & keep clocks set
				Clean vaults as requested
				Vacuum office chairs monthly (shampoo as needed)

HALLWAY/STAIRS:
				Dust mop floors daily
				Mop floors weekly
				Sweep and shake mats daily
				Buff floors monthly
				Wax floors twice a year
				Remove trash daily
				Maintain water cooler
				Clean entry doors daily removing outdated posters
				Keep stair treads and railings in good repair

BATHROOMS:
				Dust mop and mop floors daily
				Buff floors once monthly
				Wax floors twice a year
				Clean and disinfect sinks and toilets daily or more as needed
				Clean walls/stall walls weekly or more as needed
				Clean mirrors daily
				Stock paper products daily
				Remove trash daily			 
			
KITCHEN/COMMUNITY ROOM:
				Dust mop floors daily
				Mop and vacuum floors weekly, or more as needed
				Buff floors monthly
				Wax floors twice a year
				Clean after each use
				Set up/take down tables /chairs as requested by commissioners
				Clean stove and refrigerator as needed
				Remove trash daily

ELEVATOR:
				Dust mop and mop floors weekly
				Clean weekly
				Keep debris free
	


BREAKROOM/UTILITY ROOM:
				Dust mop floors daily
				Mop floors weekly
				Clean table and chairs as needed
				Remove trash daily
				Keep area clean and organized

GENERAL:
				Clean windows/storm windows inside and outside twice a year or more as needed
				Clean blinds/curtains as needed
				Wipe window ledges and cobwebs weekly
				Maintain air conditioners and boiler
				Open all public access doors before start of each day and lock after work hours
				Clean ceiling fans monthly
				Perform repairs as needed (painting, boiler repairs, water/sewage systems, 								boiler switches, plumbing, electrical, bulbs, wall switches, ballasts, water 								faucets, toilets, etc.)
				Move old records/misc. to storage as requested
				Assembly/repair of office furniture as requested

OUTDOORS/COURTHOUSE:
  	Maintain good public image and appearance
	Remove snow from sidewalks and parking lot (prior to opening)
	Salt ice on sidewalks (prior to opening)	
	Sweep main sidewalks as needed and keep free of debris
				Mow lawn
				Water lawn, trees, and shrubbery
				Trim trees and shrubs
				Pull weeds
				Fertilize
				Maintain flowers and shrubs
				Replace trees, shrubs, and flowers as needed (yearly basis)
				Maintain sprinkler system, lawn tools, lawn mower, etc
				Raise and lower flags daily & maintain flags
				Pick up leaves in fall

BRANSGROVE BUILDING, HEALTH NURSE BUILDING, MUSEUM,
SENIOR CITIZENS CENTER, OTHER COUNTY OWNED PROPERTIES
				Remove snow from sidewalks and parking lots (prior to opening)
				Salt ice on sidewalks (prior to opening)
				Mow and weed as needed
				Minor general maintenance and winterize
				

MUST BE ABLE TO WORK INDEPENDENTLY
MUST TAKE PRIDE IN WORK WELL DONE
