
 

 

 

JOB DESCRIPTION 

 

TITLE:  Maintenance/Custodian 

GRANT:  LSC 

GRANT PERIOD:  Part-time 20 hours/week 

FLSA:    Non-Exempt and No Benefits 

REPORTS TO: Office Manager and Facility Manager 

 

BOARD PURPOSE 

 

A Maintenance/Custodian Worker will maintain the buildings and grounds of all DNA offices 

and properties under the supervision of the Office Manager and the Facilities Manager. Daily 

and weekly cleaning as well as determining and requesting needed repairs, renovation projects, 

waste reduction improvements and safety issues which will be reported to the Office Manager 

and the Facilities Manager.  

 

MAINTENANCE DUTIES 

 

 Reports to the Facilities Manager 

 Work requires extensive lifting, bending, carrying, loading, unloading, transporting 

equipment, and supplies weighing up to 100 lbs. 

 Works extended periods of time in and outdoor environment. 

 Performs general maintenance and carpentry. 

 Performs repairs and/or replaces doors, windows, casing, roofing material, flooring material. 

 Perform plumbing activities, installing new plumbing including pipes, drains, tubs, toilets, 

faucets, sinks, and other plumbing fixtures and equipment. 

 Performs painting activities by preparing surface to be painted including sanding, scraping, 

patching, priming, and texturing, mixes and applies paints to surfaces; mixes and applies 

joint compound or plaster. 

 Performs some electrical work; replace light bulbs, ballasts, light fixtures, wall plates, 

outlets, etc. 

 Services common household appliances. 

 Performs yardwork and landscaping. 

 Performs on –call emergency duties for major outages, and sewer backups, etc. 

 Provides cross training for coworkers and acquires cross training in other trade areas. 

 Provides preventative maintenance, troubleshooting, winterizes and summarizes on heating 

units and air conditioners. 

 Performs preventative maintenance program through scheduled inspection and servicing of 

equipment, housing, and facilities.  

 Maintains a clean and safe work environment. 

 

 

 



CUSTODIAL DUTIES 

 

 Effectively sweeps, dusts, strips, seals, mops, waxes and polishes floors, vacuums and 

shampoos rugs, washes windows and walls on a monthly scheduling. 

 Empties and cleans waste receptacles, and takes trash to disposal areas. 

 Cleans light fixtures, replaces light bulbs and fluorescent tubes. 

 Dusts and polishes woodwork, desks, shelves, file cabinets, tables and other furniture. 

 Cleans restrooms and replenishes toilet tissue, paper towels and soap. 

 Moves furniture or equipment as needed. 

 Observes, checks, and reports unauthorized personnel in and around buildings. 

 Secures building after cleanup. 

 Provides daily updates to Office Manager about building and grounds needs. 

 Attendance is good, appropriately designates someone to do duties in his/her absence. 

 Performs other duties assigned.  

 

QUALIFICATION 

 

Minimum requirements are a high school diploma or GED, minimum one year of experience in 

general maintenance work involving at least one of the skilled trades; or an equivalent 

combination of training and experience which provides the capability to perform the described 

duties of building maintenance.  Willingness to learn new skills.  Some travel may be required.  

 

ACKNOWLEDGMENT 

 

I have received this job description and have determined that it accurately reflects the position 

and I can perform these duties. 

 

 

Print Name  Signature  Date 

 

 

DNA is an equal opportunity/affirmative action employer. 

Preference given to qualified Navajo and other Native American applicants. 

 


