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Assistant Campus Custodian 
Job Description and Application

This document provides a job description and application for the Assistant Campus Custodial position opening at St. Joseph’s Parish and School.  We encourage all potential applicants to read through the job description before completing the attached application.

To apply for the position, please submit the attached application, your resume and credentials, and a list of three references to Rob Thom by mail (St. Joseph’s Church, 218 10th Street S., Moorhead, MN 56560) or by email (rthom@stjoesmhdschool.com).  
St. Joseph’s Church and School
Assistant School Custodian 
Reports To:  Co-Director of Facilities 
Terms of Employment:  

· 20  hrs. per week part-time non-exempt position with potential for additional hours 

· Hours: Flexible with the expectation of approximately 4 hours per day.
Summary:
As a Parish community, it is our mission:
As Disciples, we gather to encounter Jesus Christ in Word and Sacrament, and are sent forth strengthened to be the Body of Christ to the World.

As a school community, it is our mission to:
· Lead children and families to Christ within the Catholic-Christian community

· Foster the spiritual, academic, social, emotional, and physical development of each person

· Prepare our students to use knowledge and faith to be a light for the parish, community, and world

Everything we do at St. Joseph’s should reflect our mission statements.

Job Goal:

The assistant campus custodial position works to support the overall up-keep and maintenance of St. Joseph’s Parish and School.  This position offers flexibility in time but also requires a willingness to be flexible in meeting the needs of the parish and school facilities.  
Preferred Qualifications:

1. Ability to lift up to 75 pounds 
2. Work some weekends that will be pre-determined 

3. Proactive in seeing custodial needs and acting on those needs

4. Willingness to follow directions

5. Have a valid driver’s license 

6. Not required but preferred, some carpentry experience 
Essential Job Duties:

· General custodial work (garbage, vacuuming, mopping)
· Building lock-up and facility security

· Inventory/Filling supplies 

· Operate Custodial Equipment (Buffers, Carpet shampooers, etc.)
· Communicating repair needs with co-directors of facilities 

· Work with hazardous/cleaning chemicals 

· Ability to work independently 

· Completion of Safe Environment and Background Check
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Assistant Campus Custodian 
St. Joseph’s Parish and School are committed to the principles of Equal Employment Opportunity. We believe our continued success depends on the full and effective utilization of qualified persons, regardless of race, color, creed, national origin, sex, age, handicap, marital status, Vietnam Era military service and any other legally protected class.  False statements on the application could be grounds for disqualification.

	PERSONAL DATA

	First Name

     


	Middle Initial

     
	Last Name

     

	Current Address (Street)
     
	City, State, ZIP, County (NOT country)
     

	Permanent Address (if different from above)

     
	City, State, Zip

     

	Home Phone

     
	Cell Phone

     
	Alternate Phone

     

	E-mail Address
     
	How do you prefer we contact you?  Check the best option(s)                                                                                                                                             Email    Home Phone    Cell Phone    Alt Phone



	Are you authorized to work in the United States permanently?       Yes      No



	EDUCATION

	List your last high school and all business, trade schools, and colleges attended – starting with the most recent:



	School Name
     
	Last Year Completed
	Degree
     
	Major/Minor

     


	City, State
     
	1  2  3  4  >4
	GPA
     
	

	School Name
     
	Last Year Completed
	Degree
     
	Major/Minor

     


	City, State
     
	1  2  3  4  >4
	GPA
     
	

	LICENSES and/or CERTIFICATIONS (not required) 

	List all active and inactive certifications:



	Type: 
     
	State:
     
	License # :
     
	Date:
     

	Type: 
     
	State:
     
	License # :
     
	Date:
     


St. Joseph’s Church and School, Assistant Campus Custodian, Page 2

	EMPLOYMENT HISTORY

	Enter information for your last 4 employers – starting with the most recent.


	

	Employer

     
	Duration of Employment

From:      
To:      

	Address  (City & State)

     
	Name of Supervisor & Their Title
     

	Position Title

     
	Phone Number of Supervisor or Company
     

	Reason for Leaving
     

	If this is your current employer, may we contact them?      Yes         No



	Employer

     
	Duration of Employment

From:      
To:      

	Address  (City & State)

     
	Name of Supervisor & Their Title
     

	Position Title

     
	Phone Number of Supervisor or Company
     

	Reason for Leaving
     

	Employer

     
	Duration of Employment

From:      
To:      

	Address  (City & State)

     
	Name of Supervisor & Their Title
     

	Position Title

     
	Phone Number of Supervisor or Company
     

	Reason for Leaving
     

	Employer

     
	Duration of Employment

From:      
To:      

	Address  (City & State)

     
	Name of Supervisor & Their Title
     

	Position Title

     
	Phone Number of Supervisor or Company
     

	Reason for Leaving
     

	IMPORTANT – READ BEFORE SIGNING

	I certify that the statements I have made in this application are true and complete.  I authorize investigation of all statements contained in this application which St. Joseph’s Church & School may deem relevant to my employment, and authorize my previous employers or other persons having information concerning me or my record to report such information to St. Joseph’s Church & School.  I also understand that any background check may include an internet search.  I understand and agree that if it is subsequently discovered that the information herein is untrue or that I have failed to disclose a material fact, any offer of employment made to me by St. Joseph’s Church & School may be immediately withdrawn or if I am already employed by St. Joseph’s Church & School, I may be subject to immediate dismissal at St. Joseph’s Church & School’s option.  In such event, the withdrawal of any offer of employment made to me or the termination of employment shall be without any obligation or liability to me by St. Joseph’s Church & School other than for payment for wages at the rate agreed upon for any work I have actually performed for St. Joseph’s Church & School.

If I become employed by St. Joseph’s Church & School, I understand that I have the right to terminate my employment at any time, for any reason, and St. Joseph’s Church & School retains a similar right to terminate my employment at any time, for any reason.  I further agree that no promises have been made to me by anyone from St. Joseph’s Church & School, which are not consistent with the above and that no promises, representations or guarantees concerning the terms of any employment offered me by St. Joseph’s Church & School are binding upon St. Joseph’s Church & School unless made in writing and signed by an authorized representative of St. Joseph’s Church & School.

Date      

Signature      


If an employment offer is made, we may require a certified copy of your transcripts.


To complete your application, please submit the following items with your completed application:

· Resume and credentials
· Three references (name and contact information)
Please submit all documents to Rob Thom, Co-Director of Facilities  
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