
 
Job Description 

 
FACILITIES SUPPORT STAFF 

 
I) Primary Function: Support the Salford Leadership Team and Trustees with the maintenance of building 

and grounds for Salford Mennonite Church and Child Care.  Regular mowing, cleaning, and snow 

plowing will be performed by others.  

 

II) Relationships: Reports to the Church Administrator, Child Care Center Director, and Chair of Trustees. 

The Facilities Support person is hired and evaluated by the Church Administrator in consultation with the 

Trustees.  

 

III) Time Commitment: This is a part-time position up to15 hours per week, with specific responsibilities 

during nights and weekends. The core duties involve supporting special events and facility changeovers for 

Church and Child Care operations. A critical and recurring requirement of this role is ensuring all Child 

Care spaces are fully prepared and operational by 6:00 A.M. every Monday.  

 

IV) Major Responsibilities and Key Duties: 

 

A. Set up and clean up Salford spaces, including the pavilion, for any scheduled meetings or events in 

connection with the person or committee that is planning the event: 

1. Arrange furniture in the Fellowship Hall.  

2. Arrange classroom furniture for Second Hour, Kids’ Club, Sewing Circle, Peace Camp, Child 

Care, etc.  

3. Arrange special equipment such as projector, movie screen, risers, etc.  

4. Coordinate thermostat regulation throughout the building. 

 

B. Maintain Church grounds between scheduled All Church Workdays  

1. Mulch, weed, and maintain flower beds; leaf removal; trim shrubs and trees as needed 

2. Power wash the playground equipment and sheds twice per year as requested by Child Care 

Director 

3. Keep sidewalks clean, car port ceiling and parking lot well maintained (such as extra snow 

removal, salting, outdoor illumination, etc.) 

  

C. Conduct and Coordinate Routine Facility Maintenance 

1. Perform minor repairs 

2. Meet contractors for service appointments and inspections 

3. Check restroom supplies 

4. Replace air conditioner filters and clean vents 

5. Check emergency lights 

6. Maintain central vacuum system 

7. Replace burned out bulbs and ballasts throughout building, as needed 

8. Assist with Safe Drinking Water testing and system maintenance  

9. Maintain records of procedures and completed work 

 

 


