
Custodian – Administration and Faculty Support

Qualifications
Since Winnebago Lutheran Academy is a Christ-centered educational institution owned and
operated by an Association of Wisconsin Evangelical Lutheran Synod congregations the
Custodian should be a high character, Christian man or woman, preferably a member in good
standing of a WELS congregation. The Custodian is responsible for the cleanliness of the facility
as stated within the job description. Custodian supervision is minimal, but with frequent
inspection to assure completion of assignments in accordance with instructions and standards
of cleanliness, so the individual must be task oriented and mindful of time management in
order to complete daily tasks.  The Custodian must have the ability to solve practical problems
and deal with a variety of concrete variables in situations where only limited standardization
exists consistent with the duties of this position, and also interpret a variety of instructions
furnished in written, oral, diagram, or schedule form consistent with the duties of this position.

Position Type
This position is a part-time position, paid on an hourly basis.  Average hours per week during
the school year is 20 hours per week (4 hours per day for 5 days per week) worked in the
evening with occasion work on weekends or school breaks.  In the summer there is the
opportunity for more than 20 hours per week on a first shift schedule.  There is no health
insurance offered due to the part-time nature of the position.

Relationships
1. The Custodian is fully accountable to the Activities Director of Winnebago Lutheran

Academy.
2. The Custodian reports directly to the Facilities Manager and works jointly with the

Head Custodian of WLA.
3. The Custodian is fully accountable to any member of the Administrative Team where

duties and responsibilities overlap.

Duties and Responsibilities
The Custodian performs routine, manual work cleaning and maintaining school facilities.
He/She performs recurring tasks in accordance with established practices and cleaning
schedules. When a misunderstanding of responsibility, conflict, or questions arise, the
Custodian will refer them to both the Head Custodian and Facilities Manager, and if they persist
to the Activities Director at WLA. The Custodian must be able to

1. Scrubs, dusts, sweeps, mops, vacuums, waxes and polishes floors in rooms, hallways,
stairs, locker rooms and restrooms.

2. Cleans and arranges furniture.
3. Washes windows, woodwork, walls and other surfaces.
4. Scrubs and cleans restroom fixtures.
5. Replenishes tissue, towels, and soap in restrooms and classroom facilities.



6. Empties wastebaskets and other trash receptacles.
7. Locks and unlocks doors to maintain a secure building.
8. Reports to the Facilities Manager any damages or needed repairs, and should consult

with the Facilities Manager before any repairs are attempted.
9. Picks up paper or trash in school buildings or on school grounds.
10. Assist in the cleaning of the gymnasium or the athletic fields after sporting events.
11. Other duties as assigned by the supervisor.
12. May have to lift up to 50 pounds (lbs.) on a daily basis.

13. In the event of an emergency, or at the request of the Facilities Manager or Activities
Director, the Custodian may be required to assist or perform additional duties as
directed or instructed.

14. Read and interpret documents such as safety rules, operating and maintenance
instructions, and procedure manuals consistent with the duties of this position.

15. Present information and respond to questions from administrators, staff, students
and the general public consistent with the duties of this position.

Physical Demands

While performing the duties of this job, the employee is regularly required to stand, walk, use
fingers, tools, or controls.  The Custodian is occasionally required to stand and reach with hands
and arms.  Specific visual abilities required by this job include close vision, color vision, and
depth perception.  The employee may have to lift up to 50 lbs. Daily.

Work Environment

The work environment characteristics described here are representative of those the Custodian
encounters while performing the essential functions of this job.  The noise level in the work
environment may be moderate to loud at times.

1. The Custodian will present him/herself in a professional and courteous manner.

2. The Custodian, as a representative of WLA, will be mindful of faculty, students, and
guests needs.

3. The Custodian will become familiar with the Non-Called Staff Personnel Policies and
Procedures Manual provided at the time of hire.


