PENINSULA HOUSING AUTHORITY

Position Description

TITLE: Maintenance Custodian
STATUS: Non-Exempt
STARTING WAGE: $17.47/hour

Summary
This position performs general cleaning and janitorial functions at Housing Authority owned and
managed buildings (high-rises, scattered units, the shop, administrative facilities).

Scope of Responsibility

Under the supervision of the Property Manager, is responsible for the performance of routine
custodial functions to buildings, grounds, appliances, and equipment owned and operated by the
Authority. The employee in this position performs a variety of unskilled maintenance tasks in
connection with the cleaning and maintenance of buildings, grounds and equipment.

This position may be designated “essential worker.” Essential worker means those positions as
designated by the Housing Authority that respond and perform work functions during an
emergency essential to the protection, health, safety, and welfare of citizens of Clallam &
Jefferson Counties and to the operation of public facilities and property. The Housing Authority
maintains the right to recall any employee to perform essential duties during any emergency, or
to restore governmental functions during extended emergencies.

Essential Job Functions

Duties include, but are not limited to, the following:

1. Performs a variety of floor care duties such as tapes vinyl and carpet, mops, strips, waxes,
buffs, vacuums, sweeps, and shampoos.

2. Maintains trash collection and recycling. Places trash/recycling in appropriate containers,
cleans trash room and compactor components.

3. Maintains all common areas, including lobbies, halls, community rooms, restrooms, etc.
General cleaning of all surfaces, trash removal, window cleaning, and light bulb replacement.

4. Completes work order tasks as directed, including reviewing task, acquiring supplies, and

performing task.

Cleans vacated units.

Performs routine pest control functions as needed.

Maintains equipment in clean and proper working order.

Properly requisitions necessary supplies.

Performs other related duties as assigned.
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Qualifications

Requires knowledge of the field of assignment sufficient to perform thoroughly and accurately
the full scope of responsibility as illustrated by examples in the above job description. The
following generally describes the knowledge and ability required to enter the job and/or be
learned within a short period of time in order to successfully perform the assigned duties.

Knowledge of:

« Accepted methods and procedures used in general maintenance, repair and renovation of
public, private and commercial housing

«» OSHA safety requirements; state and federal environmental protection requirements, federal
contracting requirements, etc.

«» The work includes exposure to harsh cleaners and abrasive cleaning products and the use of
hazardous chemicals such as pesticides and herbicides requiring the knowledge of proper
safety procedures in the use of such chemicals

% Knowledge of cleaning techniques, equipment, and chemicals

Ability to:

+ Recognize and act on conditions within the development that require immediate attention,
maintenance, or repair

« Maintain confidentiality

% Establish and maintain positive and effective working relationships with tenants, employees,
and the general public

% Understand, interpret and apply administrative and office policies and procedures as well as

pertinent laws, regulations, and ordinances

Analyze problems, identify alternative solutions, project consequences of proposed actions

and implement recommendations in support of goals

Ability to climb on and around surfaces to be cleaned and perform moderately heavy manual

labor

Ability to read, write, understand the English language, follow and understand oral and

written instructions

Ability to perform minor maintenance work

Maintain dependable, punctual attendance
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Education and Experience Required

Any combination of experience and education that would be likely to provide the required
knowledge and abilities could be qualifying, as determined by the Authority. A typical way to
obtain the knowledge and abilities would be:

% High school diploma or G.E.D.
¢+ One year of uninterrupted work experience and experience using a variety of cleaning tools
such as vacuums, buffers, and carpet cleaners.
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Working Conditions

Work is conducted in a non-smoking standard office setting. Work environment is both formal
and informal, team and autonomy-oriented, having variable tasks, pace and pressure. Primary
functions require sufficient physical ability to work in an office setting and operate office
equipment. CONTINUOUS sitting, upward and downward flexion of neck; fine finger dexterity
and light to moderate finger pressure to manipulate keyboard, equipment controls, and other
office equipment; pinch grasp to manipulate writing utensils. FREQUENT side-to-side turning of
neck, moving about inside the office, maintaining a stationary position, positioning self to
operate office equipment including knobs and dials. OCCASIONAL positioning self to move
beneath desk areas and near floors, and to place or retrieve objects above and at average shoulder
height, moderate positioning to manipulate reference books and manuals. Must be able to
perceive computer screens and printed documents and to operate office equipment. Must be able
to discern speech and sound in the audio range typical of a busy office environment.

«» Must be fitted for and medically cleared to wear a negative pressure half-face
respirator/mask.

% Must have good manual dexterity including hand/eye coordination, finger dexterity, etc., in
repairing and/or replacing machine parts and in performing related maintenance tasks.

« The individual must be capable of performing the above described functions under a variety
of circumstances involving heavy lifting of machinery, furniture and/or appliances, and
supplies (70% of the time, up to 30 pounds, 30% of the time up to 50 pounds, occasionally
up to 100 pounds) with only the use of a hand truck or with the assistance of another
employee. Materials and equipment may be lifted from two to four feet and carried for up to
twenty yards.

«» Must be capable of placing and removing supplies and equipment from above-the-head
shelving and other storage areas. Activities also require the individual to bend (90 degrees),
stoop, crouch, climb, twist (to 180 degrees), turn, and work above-the-head on a recurring,
repetitive, and often continuous basis in the course of performing job duties. The individual
must also be capable of accessing and working in confined spaces such as crawl spaces
and/or attics, and must often perform work from a horizontal position (such as working under
sinks, etc.). The individual is required to perform these movements without a significant risk
of injury, or to otherwise demonstrate or explain how s/he can perform the essential functions
listed above.

% Must be able to climb stairs and ladders and work at heights sometimes exceeding twenty
(20) feet.

% Due to exactness required in the pouring of paint, the performance of electrical and plumbing
tasks, and the operation of motor driven equipment, good vision and hearing skills are
required.

«+ This position is required to work indoors and outdoors in all weather conditions and is

subject to heavy and strenuous work. May encounter undesirable pests.

Additional Requirements
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Possession and retention of a valid Washington state driver's license. Pre-employment tests and
examinations, including, but not limited to physical examination regarding bona fide
occupational qualifications, drug testing, extensive background checks and other related
components which are based on the specific demands of the position. Successful completion of
all exams, tests, and background checks is a condition of employment. Responsible to apply
extensive, in-depth knowledge of public sector operations methods in accordance with applicable
provisions of the Revised Code of Washington.

The employee normally works day shift, forty (40) hours per week, but must be willing to
respond to recall on a twenty-four hour basis, seven days per week.

Employees hired on or after June 1, 2011 must not use tobacco products on the job, including but
not limited to smoking cigarettes and/or chewing tobacco. Nicotine testing may be required.

The Authority complies with all laws and regulations relating to employment, including the
Americans with Disabilities Act and the Washington Law Against Discrimination. The
Authority does not discriminate on the basis of handicapped status in the admission or access to
its federally assisted programs or activities. The Authority reserves the right to revise or adjust
job descriptions, job assignments and job duties at any time. Nothing in this document should be
interpreted as a contract with or any other obligation of the Authority.

By the employee’s signature below, the employee acknowledges that they have read this job
description and understand their duties and responsibilities.

Signature Date
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