JOB DESCRIPTION

COMPANY: Newport Utilities DATE CREATED: 07/2026

JOB TITLE: Custodian

GRADE LEVEL _ 3 Exempt Non-Exempt _ X

REPORTS TO: Facilities Maintenance Supervisor

PURPOSE OF THE JOB (Why is the job performed?):

The Custodian is responsible for maintaining a clean, safe, sanitary, and professional environment
throughout all assigned facilities. This position performs comprehensive custodial services, light building
and grounds maintenance, preventive inspections, and general facility support while ensuring compliance
with OSHA regulations, organizational policies, and established safety and cleanliness standards.

The Custodian helps maintain facilities that support efficient daily operations and provide a welcoming
environment for employees, elected officials, customers, contractors, and visitors. In addition to routine
custodial responsibilities, this position assists with event setup, mail delivery, inventory management,
emergency response, and other operational needs as assigned.

This position requires the ability to work independently, exercise sound judgment, and complete assigned
duties with minimal disruption to business operations while demonstrating responsible stewardship of
public resources.

Essential Job Duties and Responsibilities:

The Facilities Custodian is expected to consistently demonstrate professionalism, dependability,
efficiency, and accountability while maintaining high standards of cleanliness, safety, and customer
service.

e Perform assigned duties efficiently and with minimal disruption to employees, customers,
visitors, and daily business operations.

e Plan, organize, prioritize, and complete work assignments independently while maintaining
quality workmanship and attention to detail.

e Maintain clean, safe, secure, and welcoming facilities that reflect positively on the organization
and the community it serves.

o Demonstrate responsible stewardship of public resources by using custodial supplies, equipment,
utilities, and labor efficiently to minimize waste and provide the greatest value to taxpayers.

¢ Identify opportunities to improve operational efficiency and implement practical, cost-effective
solutions without compromising cleanliness, safety, security, or service quality.
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e Exercise sound judgment in the operation, care, and preventive maintenance of equipment, tools,
and facilities to maximize the useful life of public assets and reduce unnecessary repair and
replacement costs.

¢ Maintain a professional appearance and provide courteous, respectful, and responsive customer
service when interacting with employees, elected officials, contractors, and members of the
public.

e Work independently with minimal supervision while adapting to changing priorities and
responding effectively to routine and emergency situations.

e Comply with all organizational policies, safety procedures, and applicable federal, state, and local
regulations.

e Perform additional duties and special assignments as needed to support departmental and
organizational objectives.

Custodial Services

. Clean and sanitize restrooms, offices, customer service areas, conference rooms,
breakrooms, classrooms, hallways, stairwells, elevators, lobbies, and other common
areas.

. Sweep, mop, vacuum, dust, and disinfect all assigned areas.

. Empty trash and recycling containers throughout all facilities.

. Clean windows, mirrors, glass doors, teller windows, and interior/exterior glass
surfaces.

. Dust furniture, countertops, fixtures, windowsills, blinds, vents, and office
equipment.

. Remove cobwebs throughout the building, including ceilings, corners, stairwells, and
exterior entrances.

. Clean drinking fountains, elevators, door handles, push bars, light switches, and other
high-touch surfaces.

. Maintain breakrooms by cleaning countertops, tables, sinks, coffee makers,
microwaves, refrigerators, and ice machine areas.

. Restock restroom and breakroom supplies including soap, paper towels, toilet tissue,
sanitizer, coffee supplies, cups, and related items.

. Water interior plants as assigned.

Floor Care

. Vacuum carpeted areas daily.

. Sweep and mop all hard surface flooring.

o Operate commercial floor equipment including auto scrubbers, buffers, burnishers,
carpet extractors, wet/dry vacuums, and pressure washers.

. Strip, wax, seal, polish, and maintain hard surface floors.

. Shampoo carpets and spot clean upholstery as needed.

Building Maintenance

. Replace light bulbs, ceiling tiles, HVAC filters, water filters, and other minor
building components.

. Perform minor repairs including tightening fixtures and replacing damaged items
when appropriate.

. Inspect lighting throughout facilities and report deficiencies.

. Maintain heating units and facility equipment.
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. Check garbage disposals, drains, and plumbing fixtures.

o Report maintenance concerns and submit work orders promptly.
Facility Support

o Lock and unlock facilities following security procedures.

o Monitor facilities for safety hazards, maintenance issues, and unauthorized activity.

. Set up and tear down tables, chairs, and equipment for meetings, training sessions,
and community events.

. Assist with sorting and delivering mail throughout multiple facilities.

o Pick up and deliver mail to the Post Office, Courthouse, Annex, and other designated
locations.

o Transport returned equipment to designated storage locations.

o Maintain basic computer records, inventories, schedules, and work logs.

Grounds Maintenance

. Sweep sidewalks and building entrances.

J Use leaf blowers to remove debris from sidewalks and parking areas.

. Pick up litter around building grounds.

o Remove snow and ice from sidewalks and entrances. This should be done by
contractor so notify Supervisor before doing so.

J Apply ice melt when necessary. This should be done by contractor so notify
Supervisor before doing so.

. Pressure wash sidewalks, entrances, and exterior surfaces.

. Clean exterior lighting and entrances.

o Lower and raise flags as assigned.

Safety and Compliance

. Follow OSHA regulations and organizational safety policies.

. Safely handle, mix, store, and dispose of cleaning chemicals according to Safety Data
Sheets (SDS).

. Wear required personal protective equipment (PPE).

. Respond to spills, floods, biohazards, weather-related events, and emergency cleanup
situations.

. Maintain accurate cleaning schedules, inspection records, and inventory
documentation..

Daily Duties

e Empty all trash and recycling throughout assigned facilities.

e Dust customer service areas, offices, countertops, furniture, windowsills, and plants.
e Vacuum all carpeted areas.

e Sweep and mop hard surface floors.

e Clean and sanitize all restrooms.
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Clean elevators and drinking fountains.

Wipe walls surrounding drinking fountains.

Disinfect door handles, push bars, and other high-touch surfaces.
Clean lobby furniture, counters, tables, chairs, and sanitizer stations.
Clean lobby doors, teller windows, and new construction glass.
Clean drive-thru windows, ceiling, tube system, envelope boxes, and kiosk area.
Sweep and blow debris from sidewalks and building entrances.

Pick up exterior litter and remove cobwebs.

Inspect interior and exterior lighting.

Prepare fresh coffee.

Deliver and collect mail between facilities as needed.

Assist with mail sorting and distribution.

Clean stairwells.

Clean and stock breakrooms.

Check third and fourth floors for cleanliness and maintenance needs.
Transport returned equipment to storage bins.

Monitor lobby heating equipment.

Travel to other assigned facilities as needed.

Weekly Duties

Deep clean stairwells, railings, windowsills, and stairwell walls.
Sweep and mop stairwells.

Clean community room.

Inspect desk sanitizer stations.

Refill restroom soap and paper towel dispensers.

Inspect and replace burned-out lighting.

Remove cobwebs throughout the building.

Clean breakroom windows.

Inspect third-floor balcony area.

Pour water into floor drains to maintain drain traps.

Monthly Duties

Defrost beverage cooler.

Empty and clean vacuum canisters.
Clean drive-thru ceiling.

Clean and inspect refrigerators.

Inspect fire extinguishers.

Check exit signs for proper operation.
Inspect HVAC air filters.

Replace or inspect water filters.
Organize storage totes in vault areas.
Order coffee and breakroom supplies as needed.
Replenish snack supplies when required.
Inspect building exterior for cobwebs.

Marginal Job Duties and Responsibilities:
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. Wash walls.

. Clean doors, door frames, and thresholds.

o Clean exterior light fixtures.

o Clean baseboards.

J Dust backs of desks and furniture.

J Order custodial supplies and maintain inventory.
o Wash cleaning towels and rags.

o Replace water fountain filters.

J Inspect garbage disposals.

o Clean exterior windows.

o Blow leaves from sidewalks and parking areas.
o Pressure wash exterior surfaces.

. Paint walls, trim, and other surfaces.

o Strip and wax floors.

o Remove snow and ice.

J Apply ice melt.

o Clean chair bases and legs.

o Add water to floor drains throughout facilities.

o Empty employee recycling bins with department approval.
o Subject to working overtime on short notice.

o Other duties as assigned.

EDUCATION, EXPERIENCE, DEGREES, CERTIFICATES, OR LICENSES
REQUIRED:

High school diploma or GED preferred.

Experience in commercial, industrial, educational, healthcare, financial institution, or government
custodial services preferred.

Possess and maintain a valid Tennessee driver’s license.

Must be insurable as per NU’s liability insurance provider requirements.

Ability to obtain required custodial or safety certifications as needed.

KNOWLEDGE, SKILLS, & ABILITIES REQUIRED:

Knowledge of commercial custodial practices and cleaning procedures.
Experience operating industrial cleaning equipment.

Understanding of infection prevention and sanitation practices.
Knowledge of OSHA standards, SDS requirements, and workplace safety.
Ability to safely handle cleaning chemicals and custodial equipment.
Knowledge of basic building maintenance and preventive maintenance.
Strong organizational and time management skills.

Ability to prioritize multiple assignments independently.
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e Excellent communication and customer service skills.

e Basic computer skills for work orders, email, and documentation.
e Ability to work independently and as part of a team.

e Strong attention to detail and commitment to quality.

REVIEW OF PHYSICAL DEMANDS:

Frequently lift, carry, push, and pull up to 50 pounds.

Stand, walk, bend, kneel, squat, climb ladders, and reach overhead throughout the workday.
Perform repetitive physical tasks while maintaining productivity and quality standards.
Work indoors and outdoors in varying weather conditions.

Safely operate commercial custodial equipment and machinery.

Work safely around cleaning chemicals and environmental hazards while using appropriate
personal protective equipment.

e Other Duties as assigned.

Please note this job description is not designed to cover or contain a comprehensive listing of activities,
duties or responsibilities that are required of the employee for this job. Duties, responsibilities, and
activities may change at any time with or without notice.

During times of natural disasters, pandemics, or other unique situations, NU is generally designated as an
essential business. All employees are expected to continue performing job duties and responsibilities
consistent with essential business requirements as directed by management on a case-by-case basis.

The nature of the utility business requires all employees to be prepared to report to work at a job site or an
NU facility at any time in the event of an emergency consistent with applicable local, state, or federal law.

SIGNATURES:
Employee Supervisor
Department V.P. Human Resources
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NEWPORT

UTILITIES
NU

NEWPORT UTILITIES IS AN EQUAL OPPORTUNITY PROVIDER AND EMPLOYER
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