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JOB DESCRIPTION 

CITY OF HUXLEY 
 

 

 

 

 

 

 

 

DUTIES:   The Building & Grounds Maintenance Employee is under general administrative 

direction. The Building & Grounds Maintenance Employee will perform as well as provide 

general direction to all janitorial and maintenance personnel to maintain the required 

maintenance and cleaning of all required City buildings and grounds, to ensure a safe working 

environment and maintain both the functionality and overall pleasing appearance of the City 

buildings and grounds.  

 
SUPERVISES: Personnel as assigned   REPORTS TO:  CITY ADMINISTRATOR 

 

 

 

PRINCIPAL DUTIES AND RESPONSIBILITIES: 

 

1. Plans, develops, supervises and evaluates the operational process, procedures and             

functions of maintenance and janitorial services as needed at the following City 

buildings: 3Cs/Library and Safe Room, the Community Building at Nord-

Kalsem Park and other city buildings as needed.   

2. Plans, prepares and recommends repairs and projects out of the ordinary to City Clerk    

or City Administrator. 

3. The general maintenance of all City buildings to include such items as 

heating/cooling, plumbing and electrical systems. 

4. The general repair of all City buildings to include painting, general carpentry, etc. 

5. Maintain the daily/weekly/monthly janitorial services as needed for all required City 

buildings.  Check buildings after rentals and functions to make sure everything is in 

order. 

6. Maintain the grounds around all required City Buildings to include such winter items 

as snow/ice removal for sidewalks adjacent to required buildings and providing safe 

pedestrian access and non-winter items such as mowing grass (as directed), weed 

control and general grounds maintenance. 

7. Order and maintain proper inventory of janitorial/maintenance supplies and paper 

products. 

8. Develop work schedule with minimum interruptions and interference of work in 

various offices. 

9. Work will include maintenance and cleaning of exterior of buildings as well as 

interior. 

10. Clean, sanitize and maintain restroom areas and keep all soap dispensers, toilet paper 

and paper towels filled.  This will include cleaning toilets and urinals. 

POSITION:  BUILDINGS & GROUNDS MAINTENANCE EMPLOYEE 

 FULL-TIME HOURLY POSITION 
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11. Help with maintaining of equipment in exercise area in the 3Cs and report any 

problems to Parks and Recreation Director. 

12. Assist other departments with cleaning and maintenance as directed or as scheduling 

permits. 

13.  The following is a representation of duties and does not indicate a complete list only 

a sampling: 

 

a. Change light bulbs 

b. Clean restrooms 

c. Clean windows 

d. Water plants as required 

e. Vacuum 

f. Mop floors and shampoo carpets and rugs 

g. Dust and clean furniture (chairs, tables, etc.) and stairs 

h. Change filters in heating and AC systems as needed and required 

i. Change batteries in clocks 

j. Empty wastebaskets 

k. Clean snow from sidewalks 

 

14. Attend city council meetings as required. 

15. Assist other departments as needed. 

16. Perform related duties as assigned. 

 

 

ENTRY REQUIREMENTS: 
 

1.    Must have the ability to walk long distance on a daily basis. 

2.    Will perform weekend duty as assigned and needed. 

       3.    Must have high school diploma or equivalency. 

4.    Some experience in the proper maintenance and repairs of building appurtenances. 

5.    Must be able to perform duties under various weather conditions and work 

conditions. 

 6.    Experience in the operation and maintenance of small power tools. 

7. Ability to establish and maintain effective relationships with co-workers and the 

public. 

8.  Must be able to be trained in first aid and CPR. 

 9.    Job duties will require the ability to lift in excess of 30 pound without difficulty. 

 10.  Must be able to work from ladders to perform duties at various heights. 

 11. Must take physical and receive approval. 

  

 

REQUIRED SPECIAL QUALIFICATIONS: 
 1.   None 
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EQUIPMENT USED: 
The use of such items, but not limited to the following; Computer, copy machine, telephone, 

lawn equipment, power tools, power washer and janitorial equipment. 
 

 

 

OTHER REMARKS: 
 

 1.  Shall be available for off-hour emergencies. 

 2.  Be in good physical health. 

 3.  Be able to work in hot and cold weather. 

 4.  Be able to pass a pre-employment drug and alcohol test. 

 5.  Be able to perform standing work for long periods of time 

 

 Probationary Period:  90 days.  At the end of such period an evaluation shall be 

 completed to determine extension of employment to permanent status. 

 

 Residency Requirements:  It is suggested that the employee reside within 30 minutes of 

the Ballard School District within one (1) month after serving probationary period. 

 

 Regular Work Week --- Full-time position, includes benefits. 

 
 

 

 

 

The City of Huxley is an equal opportunity employer.  EOE 

 

 

The job duties described here are representative of those that must be met by a employee to 

successfully perform the essential functions of this job.  Reasonable accommodations my be 

made to enable individuals with disabilities to perform the essential functions. 

 

The City of Huxley grants veteran’s preference on positions with a minimum of an initial 

interview for all veterans who claim and are eligible for preference. 

 

 

 

 


