JOB DESCRIPTION
PUEBLO CITY-COUNTY LIBRARY DISTRICT
______________________________________________________​_________________

POSITION:
Day Porter
Organization Group:  Associate

DEPARTMENT:
Facilities Department
Level:  A

EFFECTIVE:
April 1, 2017
FLSA Status:  Non-exempt

_______________​_______________________________________​_________________________

This Job Description identifies the major responsibilities of this job.

I.
POSITION PURPOSE
The purpose of the Day Porter is to help maintain clean and welcoming facilities by providing janitorial services to the district.  This position also provides courteous customer services to internal staff by promptly responding to janitorial requests.  
II.
RELATIONSHIPS
The Day Porter works under the supervision of the Facilities Superintendent, as a member of the Facilities team. This position provides courteous customer service to internal staff and external customers when responding to janitorial requests.  The position provides excellent customer service demonstrating the ability to communicate effectively with people regardless of age, race, sexual orientation, ability level or background.

III.
PRIMARY DUTIES AND RESPONSIBILITIES
Takes pride in maintaining an attractive environment for Library customers by maintaining clean, well kept facilities. Removes trash and recycling, vacuums, mops, cleans glass and hard surfaces, stocks cleaning and sanitation supplies, and sanitizes facilities as needed.
Maintains restrooms during hours of operation by cleaning toilets, sinks, surfaces, floors, removing trash; may be required to unplug toilets and remove foreign objects.
Responds quickly to staff calls for biohazard clean-ups in accordance with safety procedures.  

Grooms and maintains the Library grounds by picking up litter, pulling weeds and performing landscaping tasks. Removes snow and de-ices walk ways.
Assists facilities team as a helper for general building requests that may require use of hand tools, ladders, extractors, power washer and other maintenance equipment.
Moves heavy furniture, supplies, boxes and equipment using proper lifting and moving techniques.
Uses a computer on a daily basis to access and generate email, internet, intranet, electronic timekeeping, personnel and payroll system.
Supports team efforts to maintain a safe and secure environment for customers and staff by maintaining awareness of surroundings and working in accordance with safety policies and procedures.

Participates in regularly scheduled department meetings.  Attends All Staff Development Days and other training sessions to acquire new skills and to stay current on all information that is pertinent to PCCLD.

Reads daily organizational communications from intranet, e-mail, newsletters and print announcements.  Stays current on all library services, programs and events throughout the district. Regularly accesses electronic time keeping, payroll and personnel employee access systems.

IV.
OTHER DUTIES AND RESPONSIBILITIES
May serve on library committees as a department representative.

Performs other duties as assigned.

V.
QUALIFICATIONS 
Education and Experience:   High School diploma or GED equivalent and a minimum of one year of similar experience using hand tools and cleaning equipment.
Skills and Abilities:   Attention to detail is needed with the ability to work independently and follow tasks through to completion.  Must possess knowledge and skills to use hand tools and cleaning equipment in a safe and efficient manner.  Basic computer skills are required in order to access the internet, intranet, e-mail, electronic time keeping, personnel and payroll systems.  Ability to function under flexible and changing conditions.  
Physical Requirements: This job is physically demanding and requires the ability to do work that requires hours of standing, walking, bending, squatting, reaching, lifting, pulling and pushing.  Must be able to lift objects weighing up to 50 pounds and push /pull carts weighing up to 200 pounds.  
Other Requirements:  Ability to work evenings and weekends as needed; and on an on-call basis.  Must submit to and successfully pass a criminal background investigation. Valid Colorado Driver's License, good driving record and auto insurance are required.
Equal Opportunity Employer.

