
ROMAN CATHOLIC DIOCESE OF PORTLAND MAINE 

POSITION DESCRIPTION  
 

POSITION TITLE: POTHE Custodian/Sexton 

STATUS:    Non-Exempt    REPORTS TO: Cluster Business Coordinator 

DATE:   April 27, 2017   FULL OR PART TIME:  Full Time 

Position Summary: 

The Custodian position provides cleaning services, including trash removal, floor mopping/ 

buffing, vacuuming, restroom cleaning, snow removal, light repair work, hall setup, etc. in three 

churches, three parish centers, chapels, parish offices, and the rectory.   

 

Essential Functions: 

 

All Facilities: 

 Assists in keeping the facilities, including restrooms/hallways clean throughout the day. 

 Inspects and cleans walls for graffiti and markings 

 Cleans hall kitchens including sinks, counter tops, and appliances. 

 Cleans and sanitizes restrooms including restocking of paper towels and toilet tissue.  

 Vacuums carpeted areas. 

 Dusts and cleans all surfaces including pews, furniture, musical instruments, light fixtures 

and window sills accessible without a ladder. 

 Table and chair set up and removal in parish halls. 

 Trash and recycling removal; 

 Cleans front doors and windows accessible without a ladder. 

 Mops and buffs kitchen, hall, church, bathrooms, and front office entrance floors. 

 Removes snow as needed from at least walkways. 

 Light cleanup of grounds as necessary 

 Replaces all lightbulbs from fixtures accessible without a ladder. 

 Light repairs as needed/skilled 

 Maintains an inventory of church supplies and orders more supplies as necessary. 

 Inspects facilities with each visit and reports problems to Cluster Business Coordinator. 

 Performs monthly, semiannual, or annual janitorial duties and projects as directed by the 

Cluster Business Coordinator or Pastor, and in accordance with maintenance schedules. 

 Secures and stores all cleaning supplies and equipment after completion of cleaning.   

 Orders and maintains an OSHA and Parish Maintenance Department approved supply of 

all cleaning products necessary. 

 Maintains all cleaning equipment. 

 

Position Qualifications: 

 Must possess necessary janitorial skills and knowledge.  2-3 years of experience 

preferred. 



 Ability to perform outlined tasks with minimal supervision.   

 Familiarity with cleaning/janitorial equipment and supplies and their safe use and storage. 

 Ability to work with a variety of constituents including children. 

 Ability to maintain confidentiality of all office records which may be accessible to 

individual.  

 Basic computer skills (e.g. use of e-mail) 

 Reliable transportation as this position is responsible for sites in Falmouth, Yarmouth, 

and Freeport. 

 

Physical Requirements: 

 Must be able to lift 50 pounds from waist to overhead. 

 Must be able to lift 65 pounds from floor to waist. 

 Ability to shovel snow off walkways and steps. 

 Ability to push and pull on a limited basis. 

 Must be able to bend and twist as necessary with the tasks of vacuuming and mopping. 

 Must be able to stoop. 

 Must be able to crouch or be on knees for short periods of time.  


