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Bluff City United Methodist Church 
Job Description: Custodian 

Date approved by SPRC: January 3, 2012 
 

Summary of Position:  The Custodian will maintain the facilities of the church in a clean 
and orderly fashion and maintain the grounds and shrubbery around the church 
buildings in a neat condition. 
 
Reports To: Pastor, SPRC Chair, and the Staff Parish Relations Committee (SPRC).  
The Pastor is the immediate supervisor. 
 
Qualifications:  Must be physically able to do the work required, including but not limited 
to lift at least 40 pounds, climb a ladder, sweep, vacuum, mop, apply floor polish, 
operate floor polisher, push a lawn mower, use a weed eater, and trim shrubbery.  
Ability to operate needed equipment efficiently and safely.  Ability to read and 
understand cleaning chemical use information and safe handling instructions, and 
perform duties accordingly.  A high school diploma or equivalent is preferred. 
 
Schedule/ Hours: Part-time.  In a normal week, 13 hours per week.  Because of the 
nature of church activities, some evening and weekend work is required.  Schedule will 
be determined with the Pastor’s input. 
 
Responsibilities:   
 

General. 
1. Maintain the facilities of the church in a clean and orderly fashion. 
2. Maintain the grounds and shrubbery around the church buildings in a neat 

condition. 
3. Unlock Sanctuary doors, entrance door for church office, and Wesley Center 

on Sunday morning at times determined by Pastor. 
4. Lock all doors following church activities, particularly on Sunday and 

Wednesday.  Groups having meetings on days other than Wednesday are 
expected to lock the building(s) used. 

5. Replace light bulbs as needed. 
6. Remove cob webs as needed. 
7. Light fixtures/globes should be cleaned at least once a year.  
8. Maintain equipment in good working condition.  
9. Set up as requested, including: 

a. Tables and chairs. 
b. Worship space such as banners, Communion table, etc. 
c. Cross on the lawn during Lent. 
d. Canopy on the lawn as needed. 

10. Work in cooperation with the church’s ministry teams and committees. 
11. Oversee a general cleaning scheduled by the Church Council at least once a 

year or as needed. The cleaning may be done in the spring and include such 
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things as cleaning all windows and blinds, cleaning floors, removing cob 
webs, dusting, and any work on the grounds to give a well kept appearance.  

12. Report needed repairs and maintenance to the Pastor or Trustees Chair. 
13. Other duties as assigned by the Pastor and/or SPRC. 

  
Sanctuary.   
The Sanctuary should be cleaned weekly and in good condition for all services, 
including: 

1. Vacuum/sweep floors. 
2. Dust pews, other furniture, windows, etc., weekly. 
3. Collect old bulletins and other paper after each service.  Recycle material that 

can be recycled. 
4. Check to see that Bibles, hymn books, envelopes are in place in the pew 

racks. 
5. Turn off lights after all services. 
6. Turn on heat/air for all services in time to warm/cool the Sanctuary for a 

comfortable temperature by the time of the activities, and adjust heat/air after 
service in accordance with instructions given by the Pastor and/or Trustees.  

     
Education Building.    
Rooms should be cleaned weekly and in good condition for all activities, including: 

1. Sweep and/or vacuum floors, paying close attention to the rooms where small 
children will be on the floor. 

2. Buff/wax floors when needed.                
3. Keep chairs, tables, other furniture in place and well dusted. Polish tables 

when needed. 
4. Empty trash cans. 
5. Turn on heat/air in time to warm/cool building. Turn heat to 55 degrees or air 

to 80 degrees after each meeting, service or activity.  
 
Pastor’s Office and Church Office. 
The Pastor’s Office and the Church Office should be cleaned weekly by sweeping, 
vacuuming, dusting and emptying trash cans. Care must be given not to remove 
anything from the desk tops that might be needed by the Pastor or Secretary/ 
Administrative Assistant.  

 
Fellowship Hall.   
The Fellowship Hall should be kept in good condition, including: 

1. Floors should be cleaned, waxed/buffed as needed, including the kitchen 
floor. 

2. Empty garbage containers weekly. 
3. Turn off any appliances left on. 
4. Turn heat to 60 degrees and air to 80 degrees after activities. 

Stoves, refrigerators, sinks, counters, tables are the responsibility of the Church 
Hostess and/or Kitchen Committee. 
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Special groups using the Fellowship Hall are responsible for cleaning and adjusting 
heat and air thermostat settings after use. 
 
Restrooms.        
The restrooms should be kept neat and clean at all times, including: 

1. Floors, commodes and basins should be cleaned weekly. 
2. Replace supplies as needed, including toilet tissue, paper towels, soap, etc. 
3. Keep cleaning supplies put away. 

 
 Wesley Center. 
The Wesley Center should be cleaned weekly and put in good condition, especially 
for worship on Sunday, including: 

1. Vacuum and sweep floors. 
2. Buff and wax floor as needed. 
3. Turn off lights after Sunday morning activities. 
4. Empty trash.  Recycle material that can be recycled. 
5. Arrange chairs at tables. 
6. Dust furniture, windows sills, etc. 
7. Turn off any appliances left on after Sunday morning activities. 

Special groups using the Wesley Center are responsible for cleaning. 
 
Care of Grounds. 

1. The lawn should be mowed and trimmed as needed to give a well kept 
appearance.   

2. The shrubbery should be trimmed as needed. 
3. Snow and ice should be removed from walkways. 
4. Put down snow and ice inhibitor (e.g., Ice Melt, salt, etc.) as needed. 
5. Pick up trash on the grounds. 

 


