
FACILITIES MAINTENANCE AND CUSTODIAN 
(NON-EXEMPT FULL TIME) 

 
This position is located at the Holy Spirit Catholic Church, 
Pensacola, FL and will maintain all church facilities.  
Incumbent is responsible for providing preventative maintenance 
on all facilities and equipment.  
 
Duties and Responsibilities: 
 

- Performs needed minor repairs, and services.  Procure 
quotes for large repairs.  Monitor and assist 
contractors, architects, and volunteers making sure 
necessary tasks are accomplished. 

 
- Position is on call for emergencies. 
 
- Maintain a list of repairs needed and repairs completed; 

order all supplies needed for regular maintenance; 
perform minor repairs to doors, windows, cabinets, 
floors, ceilings, etc.; add touch up paint and make 
cosmetic repairs; pressure washing all buildings as 
necessary to remove mold and mildew; inspect all church 
property weekly; perform minor plumbing, electrical, 
carpenter, and installation repairs; change light bulbs 
throughout the facilities and grounds; and ensure all 
inspections and audits will pass at any given times. 

 
- Responsible for the maintenance for the church sanctuary, 

education building (Seton), family life center, ministry 
center, office building, Boy Scout building, storage 
sheds, rectory, parking lots, church equipment, pavilion, 
playground, and all church-owned grounds. 

 
- Perform general custodial work in all church facilities, 

excluding the rectory.  Order all custodial supplies 
needed for proper cleaning; keep all floors clean, 
especially after events; periodic buffing of floors; 
dusting surfaces; clean bathroom and kitchen facilities; 
clean windows and doors; sanitize nursery weekly; 
assisting with the disposal of foodstuffs left over; 



emptying garbage cans; and ensuring bathrooms are fully 
stocked with necessary toiletries. 

 
- Set up tables and chairs as needed for scheduled parish 

events and assist with setup for seasonal events and 
liturgies. 

 
- Keep maintenance area clean, organized, and secured;  

maintain proper storage of chemicals and consumables; 
maintain proper records of all chemicals in accordance 
with diocesan guidelines; and maintain all service tools 
and equipment. 

 
- Run errands necessary for job and assist with projects 

       whenever possible. 
 

- Provide invoices and receipts to the financial staff for 
payment. 

 
This job description is not intended to be all-inclusive. 
Employee may perform other related duties as negotiated to meet 
the ongoing needs of the parish. 
 

Knowledge Required of the Position: 
 

- General knowledge of building maintenance, general 
carpentry, plumbing, electrical, and custodial skills. 

 
- Ability to become familiar with all aspects of the 

facilities systems. 
 

Supervisory Controls: 
 
The incumbent is supervised by the Holy Spirit Catholic Church 
Pastor, who outlines policy, guidance, and desired objective.  
Incumbent is self-motivated, accountable for time and expenses, 
and possesses integrity. 
 
Complexity: 
 



Assignments consist of varied maintenance and custodial 
projects, routine and nonroutine, requiring independent 
selection of methods and techniques to resolve problems, develop 
solutions, and accomplish the work. 

 

Personal Contacts: 
 
Incumbent has many contacts with Holy Spirit staff and 
parishioners, maintenance and custodial personnel for ordering 
supplies, contracting large jobs, resolving problems and 
accomplishing the work. 
 

Physical Demands: 
 
The work requires the ability of perform moderate to heavy 
lifting as required to complete the task at hand. 
 
Work Environment: 
 
The maintenance and custodial work is performed inside and 
outside of the various church facilities sometimes in inclement 
weather. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


