
JOB DESCRIPTION

POSITION:  Sexton (Non-Exempt)

STAFF CLASSIFICATION: Staff 3

REPORTS TO:  Household Staff Coordinator
RESPONSIBILITY:  Responsible for event setups and breakdowns as the weekly schedule dictates. Maintain cleanliness of the main church as well as the New Covenant Building, and immediate grounds. 
TASKS: 
1. Set up tables, chairs and food service place settings in all dining areas as required by schedule.

2. Serve food and beverages to seated guests for scheduled events and remain available for service from start to finish. 
3. Clear and clean tables when scheduled event has ended.

4. Breakdown tables and properly store along with chairs when event is completed.
5. Vacuum carpeted floors as well as sweep and mop wood floors after event ends.
6. Set up and break down tables, chairs and in assigned classrooms.

7. Provide beverage setups as required by schedule.

8. Procure, set up, remove and store audio/visual equipment for events as required by schedule.

9. Refill and maintain coffee machine(s) in Butler’s Pantry, Workroom and beverage corner in Westminster Hall. 
10. Clean and maintain counter tops as well as floor in Butler’s Pantry on a daily basis.
11. Security duty for Children Center drop-off and pick-up of children.

12.  Opening and closing of church property when scheduled. 

13. Other duties as assigned by Household Staff Coordinator and/or Director of Facility Operations and/or Facility Maintenance Manager that may include maintenance of carpets and floors using shampooer and buffer. 
DESIRED QUALIFICATIONS:
1. Working knowledge of cleaning techniques, chemicals and equipment.
2. Ability to perform manual labor requiring continuous physical effort, including standing for long periods of time.
3. Able to follow oral and written directions and have the ability to get along well with others.
4. Able to lift and handle heavy objects, up to 50 lbs., such as folding tables, chairs and portable stage in a safe manner.

5. Able to work flexible hours including weekends.
6. Bilingual a plus.


