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Position Description 

The Meeting Caretaker is responsible for the regular cleaning of the Meetinghouse and 

assists the Property Committee as needed to maintain the Meetinghouse and grounds in a 

neat, clean and safe condition. This is a routine manual labor position requiring moderate 

physical strength. The various duties of this position include, but not restricted to: dust 

mopping, sweeping, wet mopping, vacuuming, dusting, waxing, cleaning restrooms, 

removing trash (including recycling and compost), polishing furniture, scrubbing of ceilings 

and walls and simple operations of basic mechanical cleaning equipment.  

This position description is a general picture of assignments; however, this employee needs 

to be flexible and can expect to be called to help in a variety of ways that cannot always be 

anticipated in the written description. 

Responsibilities 

• Performs general clean-up of all facilities (sweep, mop, vacuum, polish, scrub, etc.) in 

their designated areas. 

• Notifies office personnel of items within the facility needing repair or replacement. 

• Replaces accessible light bulbs. 

• Maintains equipment in good repair. 

• Rearranges cleaning schedule to meet the needs of special programs, meetings and 

other activities at the direction of office personnel. 

• Maintains proper inventory of cleaning material in the janitor closet. 

• Cleaning of carpets, stripping, and refinishing of floors as needed. 

• Perform periodic major cleaning projects, such as scrubbing walls, ceilings, furniture, 

light fixtures, etc. 

• Completes all weekly, monthly, semi-annual, and annual tasks outlined below. 

• Informs office and Property Committee of any building issues. 



• Performs other duties necessary to maintain the Meetinghouse in a neat, safe and 

clean condition as requested by the Property Committee or the Facilitator. 

• Must turn all lights off when not in use. Lock and unlock doors as needed. At the end of 

the shift, check all windows and doors to ascertain that they are secure. 

• Uses key card to “clock in” and “clock out”. 

• Other duties as assigned. 

Qualifications 

EDUCATION: Any combination of education and experience equivalent to graduation from 

high school or any other combination of education, training or experience that provides the 

required knowledge, skills and abilities. 

EXPERIENCE: Prior housekeeping experience of (2) years is preferred. Must have floor care 

knowledge and knowledge of cleaning products and equipment. 

OTHER REQUIREMENTS: Absolutely cannot be under the influence of alcohol or drugs. No 

smoking is allowed in the building or on the grounds. 

ESSENTIAL KNOWLEDGE/SKILLS AND ABILITIES: 

• Ability to read English language sufficient to read labels on chemicals, bills of lading, 

caution notices and similar written materials. 

• Must know how to use liquid/dry measurement. 

• Basic mechanical aptitude for operation and minor repair housekeeping equipment. 

• Ability to grasp, lift and/or carry or otherwise move goods weighing a maximum of 60 

pounds. Goods must be moved at a minimum rate of one or more items at a time 

depending on size and weight at a continuous schedule. 

• Must be able to lift a mop bucket containing water with weight approximately 55 

pounds, at a height of 32” to dump into a slop sink. 

• Ability to climb stairs, ladders and scaffolding, and work at heights above (15) feet. 

• Perform tasks requiring bending, stooping, kneeling, and walking significant distances 

between and within buildings. 

• Ability to perform duties in confined spaces. 

• Ability to perform duties within extreme temperature ranges. 

• Sufficient manual dexterity in one hand to be able to operate housekeeping type 

equipment, and manually complete paperwork, such as recording items on work orders 

and receiving documents. 

• Visual ability, corrected, to observe and detect signs of dangerous obstacles at a 

distance of 30 yards and to verify written information at a close range. 



• Ability to stand, walk and/or sit and continuously perform essential job functions for a 

4-hour shift, with one (10) minute break. 

• Ability to learn and perform all essential job functions accurately and safely with 

minimum direct supervision, within two weeks after employee begins work. 

• Knowledge of cleaning methods, material and equipment. 

• Ability to follow simple oral and written instructions in the performance of the job. 

• Ability to establish and maintain a working relationship with office personnel. 

• Must be alert to the safety of themselves and others. 

Salary and Benefits 

Current hourly rate is $22. Paychecks for all employees will be issued every two weeks (26 

times per year). This is a part-time salaried, non-exempt position. 

Benefits for part-time salaried employees are described in Baltimore Monthly Meeting of 

Friends, Stony Run Personnel Policies and Procedures (Personnel Policies and Procedures), 

and include prorated portions of: paid vacation and sick leave, selected paid holidays, 

health insurance, retirement plan, workers compensation, and employer share of payroll 

taxes (Social Security, Medicare). 

Work Week 

Caretaking hours are set at 14 hours a week. Staffing needs and operational demands may 

necessitate variations in starting and ending times, as well as variations in the total hours 

that may be scheduled each day and week. 

Supervisor 

Each employee is an employee of Baltimore Monthly Meeting, Stony Run (Stony Run). 

The Property Committee supervises the work product of this employee. 

The Facilitator implements personnel policies adopted by Committee for Staff Support and 

Supervision (CSS).  

Position description is prepared by Property Committee and approved by CSS. 

 



Schedule of tasks: 

Twice weekly 

 Police all areas, empty trash and recycling;  

 Clean Rest Rooms using standard cleaning procedures;  

 Restock all bathroom supplies; 

 Take trash, recycling, and compost to Friends School dumpsters. 

Weekly 

 Clean and dust all spaces (Meeting Room, Library, Conference Room, Youth Room, Nursery, 

Offices, Dining Room, Kitchen, Double Classroom, Small Classroom, stairwells and hallways) 

using standard cleaning procedures. 

 Check and clean all cleaning equipment. 

 Sweep, vacuum, and mop floors in Rest Rooms, Kitchen, Dining Room, and Lower Floor 

Hall;  

 Wet mop stairs. 

Monthly:  

 Clean all light fixtures. 

Semi-Annually  

 Schedule & supervise contractor to strip & refinish all resilient floors.  

Annually  

 Schedule & supervise contractor to clean screens & wash windows; 

 Supervise contractor in cleaning carpets & upholstered furniture. 
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