
TOWN OF WEST BOYLSTON, MASSACHUSETTS 
POSITION DESCRIPTION 

CLASSIFICATION:  GRADE 1 
 
 
Position Title: Custodian   Department: Town Hall 
 
Date:   April, 2016    Reports to: Council on Aging Director 
          
Hours of Work: up to 10 
 
 

GENERAL STATEMENT OF DUTIES: 
 

The Custodian is responsible for the general cleaning and minor maintenance of the 
senior center, to maintain levels of cleanliness, safety and efficiency. 

 
ESSENTIAL DUTIES AND RESPONSIBILIITES: 

 
  The following duties are normal for this job.  These are not to be construed as exclusive or 
all-inclusive.  Other duties may be required and assigned. 
 

• Sweeps, mops, polishes and buffs bathroom floors, office floors and kitchen floor 
• Cleans and sanitizes bathroom sinks and toilets 
• Vacuums all carpeted areas 
• Collects all trash and recyclables and removes from building 
• Window and blind washing 
• Performs similar or related work as required or as situation dictates 
• Changes light bulbs and tubes throughout the building 
• Set up meeting rooms for use by groups 
• Stock offices and copy machine area with paper 
• Performs other related duties as required 
• Maintain inventory of cleaning and building supplies and interact with vendors when 

necessary 
• Pick up supplies when necessary 
• Monitor and replace water cooler bottles 

 
ESSENTIAL TRAINING AND EXPERIENCE REQUIRED TO PERFORM ESSENTIAL 
FUNCTIONS: 
   
  High school diploma or GED required, with 3 years related experience, or any 
combination of training and/or experience which provides the knowledge, skills and abilities for 
this position. 

MINIMUM PHYSICAL AND MENTAL ABILITIES REQUIRED TO PERFORM 

ESSENTIAL FUNCTIONS: 



Physical Requirements: 
 

• Must be physically able to operate a vacuum cleaner. 
 

• Must be physically capable to move or carry job related objects or materials such as 
rubbish to dumpster, ladders, boxes of paper, furnishings, small equipment. Water 
cooler bottles.   

 
Numerical Aptitude: 

• Requires the ability to add, subtract, and interpret same as may be appropriate 

Language Ability: 
 

• Requires the ability to read a variety of technical documentation, directions, 
regulations, instructions, methods and procedures, such as equipment manuals, 
maintenance instructions, etc. 

 
Interpersonal Communications: 
 

• Requires the ability to communicate with people to convey or exchange information 
 

• Requires the ability to interact with people (supervisor, office staff, repair and service 
technicians and the general public) beyond giving and/or receiving instructions. 

 
Environmental  Adaptability:  
 

• Work is normally performed indoors and is typical for standard custodial work.  
Dust, wetness, toxicagents and chemicals, heat and cold hazards associated with 
custodial work reflect most common potential for injury. 

 
The Town of West Boylston is an Equal Opportunity Employer.  In compliance with the 
Americans with Disabilities Act, the Town will provide reasonable accommodations to qualified 
individuals with disability and encourage prospective employees and incumbents to discuss 
potential accommodations with the employer. 
 
_____________________________________ __________________________________ 
Employee’s Signature     Supervisor’s Signature 
 
_____________________________________ __________________________________ 
Date       Date 


