Title:  Maintenance/Custodian			Department: 051
Date:  October 25, 2026					FLSA: Non Exempt
Reports to:  County Auditor 
General Purpose:  Performs a variety of skilled and unskilled tasks in the maintenance and custodian care of county buildings. 
Supervision Received:  Works under the supervision of the Auditor.
Supervision Exercised:  Supervises occasional community service workers.
Essential Duties and Responsibilities:
Daily/Annual maintenance of HVAC/boilers located at Courthouse, Courthouse Annex, Food Pantry, and the Louisa County Complex.  
Perform minor semi-skilled interior building maintenance and repairs such as painting, floor covering, plumbing, carpentry, mechanical and other unskilled and semi-skilled trades work for Courthouse, Courthouse Annex, Food Pantry, and the Louisa County Complex.
Inspect and maintain assigned maintenance on County vehicles, small equipment, small tools, lawn mowers, and generator for proper operating condition.
Yard care including mowing, weed control, fertilization, reseeding, flower bed maintenance, removal of fallen branches and sticks, pruning of bushes and hedges for Courthouse, Courthouse Annex, Food Pantry, and Louisa County Complex. Remove fallen leaves from yard and keep sidewalks free from leaves and acorns.
Snow removal and placement of ice melt and/or sand on sidewalks and parking places for Courthouse and Courthouse Annex. 
Wash Windows bi-annually, and other surfaces weekly, including offices and building door handles and buttons for automatic door.
Clean rain gutters: sweep roofs and sidewalks as needed.  
Pick up litter from around County Buildings and Grounds.  Empty trash and cigarettes from the 2 receptacles at the Courthouse daily.
Daily empty garbage and change liners as needed from offices in Courthouse.
Daily cleaning of all bathrooms in the Courthouse along with hallways and steps.
Daily dust mop, vacuum rugs in hallway.
Monthly polish and buff floors, strip and wax as needed.
Keep basement and basement steps clean and neat and orderly.
Opens and closes, locks and unlocks facilities as needed. 
Last one to leave Courthouse daily, check that all doors and windows are closed and locked. If need to leave earlier, must let Auditor’s Office know. 
Keeps records of daily, weekly, monthly, and annual work completed on checklist to turn into Auditor weekly.
Keeps Material Safety Data Sheets updated.
Maintains current skills and knowledge in the proper and safe techniques of building maintenance.
Responsible for obtaining estimates for supervisor on general repairs on larger projects for review.
Require knowledge on handling yearly budget for maintenance.
Peripheral Duties:
Moves and sets up furniture, pictures, etc. as needed and assigned.
Moves and removes election equipment to polling places for each election for Auditor.
Serve as contact for contractors servicing fire extinguishers, elevator, boiler, or any other repairs or regular maintenance.
Desired Minimum Qualifications:
Education and Experience: High School Graduate
Any combination of experience and training which demonstrates the knowledge and experience to perform the work.



Necessary Knowledge, Skills and Abilities:
A. Working knowledge of equipment, materials and supplies used in building and grounds maintenance; Working knowledge of equipment and supplies used to do minor repairs; Some knowledge of first aid and applicable safety precautions; 
B. Skill in operation of listed tools and equipment.
C. Ability to work independently and to complete daily activities according to work schedule; Ability to lift heavy objects, walk and stand for long periods of time; Ability to communicate orally and in writing; Ability to use equipment and tools properly and safely; Ability to understand and follow written and oral instructions; Ability to establish effective working relationships.
Special Requirements:  None
Tools and Equipment Used:  Mower, snow blower, snowblade, leaf blower, drills, saws, floor buffers, steam cleaners, vacuum, mops, broom, dusting equipment, ladders, pick-up truck.
Physical Demands: The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. While performing the duties of this job, the employee is regularly required to reach with hands and arms. The employee frequently is required to stand; walk; and use hands to finger, handle, feel or operate objects, tools or controls. The employee is occasionally required to sit; climb or balance; stoop, kneel, crouch, or crawl; and talk or hear. 
The employee must frequently lift and/or move up to 25 pounds and move more than 75 pounds.  Specific vision abilities required by this job include close vision, and the ability to adjust focus.
Work Environment:  The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. While performing the duties of this job, the employee occasionally works near moving mechanical parts. The employee occasionally works in high, precarious places and is occasionally exposed to wet and/or humid conditions, fumes or airborne particles, and toxic chemicals. The employee is occasionally exposed to risk of electrical shock. 
The noise level in the work environment may require noise reduction ear devices when mowing, moving snow, or operating other equipment.
The employee is a representative of the County at the different work locations.  Must maintain a clean appearance. Refer to Louisa County Handbook, pg 12, Dress and Grooming.
Selection Guideline:  Formal application rating of education and experience; oral interview and reverence; job related tests may be required.
The duties listed above are intended only as illustrations of the various types of work that may be performed. The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment to the position. 
The job description does not constitute an employment agreement between the employer and employee and is subject to change by the employer as the needs of the employer and requirement of the job change.


Approval:_________________________			Approval:______________________
		Supervisor							Appointing Authority
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