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Chattahoochee




POSITION ANNOUNCEMENT
POSITION:  Custodian 
· This is a full-time position. 

· Employment is with Chattahoochee Technical College and not with an individual campus.   All employees are subject to work relocation based on college needs.
POSITION DESCRIPTION:

Under general supervision, maintains proper care of technical college facilities. In order to provide a clean and healthy environment for students, faculty, and staff, the custodian will perform a variety of routine duties such as moving classroom furniture and boxes, housekeeping, etc. Must have strength and agility to operate cleaning equipment and move furniture.  Must be able to work harmoniously with other personnel, be punctual and reliable to accomplish assigned responsibilities, practice safe work habits, follow policies and procedures of the college and be able to work in a team environment. Must have experience stripping and waxing floors.
    
MINIMUM QUALIFICATIONS

· Read, write and perform basic mathematical calculations.

· No experience requirements.
· Possession of or ability to readily obtain a valid driver’s license issued by the State of Georgia for the type of vehicle or equipment operated
BENEFITS:

· Benefits include paid holidays, annual leave, and the State of Georgia Flexible Benefits Program.   
· Please be aware that all Chattahoochee Technical College employees must be paid by DIRECT DEPOSIT unless exempted by the State Accounting Office based on “hardship” evidence provided by the employee.
APPLICATION PROCEDURE:

APPLY ONLINE ONLY @ www.chattahoocheetech.edu and select “Contact Us” then “CTC Jobs.”    For a complete file, fill out an online application, upload cover letter, resume, unofficial transcripts and include three professional references’ contact information on application. Before a candidate is hired, a pre-employment criminal background investigation and employer/professional reference check will be conducted.  Following screening, candidates may be asked to submit further documentation.
ANTICIPATED EMPLOYMENT DATE:

March 2016
EMPLOYMENT POLICY
Chattahoochee Technical College is accredited by the Southern Association of Colleges and Schools Commission on Colleges to award associate degrees. Inquiries related to the college’s accreditation by the Commission may be directed to SACSCOC, 1866 Southern Lane, Decatur, Georgia 30033-4097 or telephone 404-679-4500. Questions related to admissions and the policies, programs, and practices of Chattahoochee Technical College should be directed to the College.

As set forth in its student catalog, Chattahoochee Technical College  does not discriminate on the basis of race, color, creed, national or ethnic origin, gender, religion, disability, age, political affiliation or belief, genetic information, veteran status, or citizenship status (except in those special circumstances permitted or mandated by law).  The following person(s) has been designated to handle inquiries regarding the non-discrimination policies: Chattahoochee Technical College Title IX Coordinator, Cheri Mattox-Carroll, 5198 Ross Road, Room 132N, Acworth, GA 30102, (770) 975-4152 or (770) 528-5805, or cheri.mattox-carroll@chattahoocheetech.edu or Chattahoochee Technical College Section 504 Coordinator, Mary Frances Bernard, 980 South Cobb Drive, Building G1106, Marietta, GA 30060, (770) 528-4529 or maryfrances.bernard@chattahoocheetech.edu.
A Unit of the Technical College System of Georgia
Job Description Follows:


Custodian                                                                                                 FIN/35
Finance                                                                                                          FLSA Status: Non-Exempt
JOB SUMMARY

This position is responsible for the custodial maintenance of assigned college buildings and facilities.
MAJOR DUTIES

· Cleans restrooms, classrooms, laboratories, offices, hallways, entranceways, and stairways.

· Cleans floors; sweeps, mops dusts, waxes and vacuums.

· Cleans blinds and windowsills.

· Dusts furniture and fixtures.

· Empties trash cans.

· Replaces toiletries and paper products in restrooms as needed.

· Cleans drinking fountains.

· Collects trash from outside areas.

· Performs lawns maintenance work as assigned.

· Maintains tools and equipment.

· Maintains cleaning supply inventory

· Processes laundry.

· Installs or moves furniture.
· Performs other related duties as assigned.

KNOWLEDGE REQUIRED BY THE POSITION

· Knowledge of custodial tools and methods.
· Knowledge of safety guidelines.
· Knowledge of college policies and procedures.
· Skill in decision making and problem solving.

· Skill in the use of cleaning tools and supplies.
SUPERVISORY CONTROLS

The Facilities and Grounds Maintenance Supervisor assigns work in terms of detailed and specific instructions. The supervisor spot-checks work in progress and upon completion for accuracy, adequacy, and adherence to instructions and established guidelines.
GUIDELINES

Guidelines include the Employee Handbook and supervisory instructions. These guidelines are clear and specific.
COMPLEXITY/SCOPE OF WORK

· The work consists of related custodial duties. The volume of work to be performed contributes to the complexity of the position.
· The purpose of this position is clean college buildings and facilities.  Success in this position contributes to a safe and well-maintained campus environment.
CONTACTS

· Contacts are typically with students, co-workers, faculty and staff, and members of the general public.

· Contacts are typically to resolve problems or to provide services.
PHYSICAL DEMANDS/ WORK ENVIRONMENT

· The work is typically performed while sitting, standing, walking, bending, crouching or stooping. The employee frequently lifts light and occasionally heavy objects, climbs ladders, and uses tools or equipment requiring a high degree of dexterity. The work is typically performed inside and outside. The employee is exposed to noise, dust, dirt, irritating chemicals, and machinery with moving parts. The work requires the use of protective equipment, such as masks, goggles, gloves, etc.
SUPERVISORY AND MANAGEMENT RESPONSIBILITY

None.
MINIMUM QUALIFICATIONS

· Ability to read, write and perform basic mathematical calculations.

· No experience requirements.

· Possession of or ability to readily obtain a valid driver’s license issued by the State of Georgia for the type of vehicle or equipment operated.










