
  

Seven Oaks Classical School
Headmaster: Dr. Stephen Shipp

www.sevenoaksclassical.org
200 E. Association St.    Ellettsville, Indiana 47429

An equal opportunity Employer and a Tobacco-Free Campus

Our Mission

The mission of Seven Oaks Classical School is to train the minds and improve the hearts of young 
people through a rigorous classical education in the liberal arts and sciences, with instruction in the 

principles of moral character and civic virtue.

Building Services Technician

Department: Building Services
Reports To:          Headmaster/ Administration Office
Certification(s):   None Required.

Shifts, schedules will include evening and weekends (required).
SOCS schedules may be adjusted in response to change operational needs.

Summary 
Performs janitorial and/or light maintenance duties to provide clean, safe and welcoming facility 
and grounds for students, staff and visitors. Uses appropriate equipment, products and techniques to 
assist in the preservation of Seven Oaks Classical School assets. 

Essential Functions and Responsibilities

Daily- following established routines, Administration will update any daily changes in routines as 
needed:

1. Clean and disinfect all* restroom surfaces including toilets and mirrors. Check and replenish 
supplies (toilet paper, papers towels, and soap) to insure facilities are stocked at all times. (E) 

2. Sweep and mop floors in all* restrooms. (E) 
3. Clean and polish restroom fixtures. Clean windows and other glass surfaces in all* restrooms. (E) 
4. Empty trash cans and sanitary receptacles in all* restrooms. (E)
5. Sweep cafeteria floor after each lunch period. 
6. Wet mop cafeteria floor after the third lunch.
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7. Clean and disinfect tables and chairs with proper cleaning chemicals in-between lunch periods 
and after third lunch.  Return chairs to tables after each cleaning.  Clean and disinfect surfaces, 
windows, and door glass. (E)

8. Empty cafeteria trash can after last lunch period.  If needed, empty between lunch periods.
9. Sweep and mop hallways and stairwells.
10. Maintain curb appeal: picking up loose debris inside and outside of facilities. May assist with 

maintaining outdoor parking lots and walkways by removing trash, leave and other debris. (E) 
11. Responsible for assisting Headmaster with locking and securing facilities as instructed. (E) 
12. Follows instructions regarding the use of chemical and supplies. 
13. Dresses suitable for the job and the specific task at hand and must maintain good personal 

hygiene.
14. Sweep** Kindergarten – 5th grade classrooms.***

15. Empty red recycle bins only in classrooms, administration office, and gym.***

16. Empty trash can in gym.***

17. Vacuum foyer, clean class windows and doors.
18. Clean up bodily fluid accidents as requested.

*All includes single employee restrooms as well as the single restroom in Room 206.
**If chairs have not been put up on desks, you do not have to sweep or mop.
***After school duty.

Weekly/Monthly- following established routines, Administration will update any changes as needed. 

19. Must maintain supply closet, cleaning, organizing and stocking.  Notify administration office 
when stock is getting low and needs to be ordered.

o Supplies will be ordered through administration office.
i. Only approved chemicals, solutions and equipment may be used. 

o SDS (Safety Data Sheets) updated and accessible at all times. 
20. Sweep and mop administrative office and boy’s and girl’s locker rooms three times a week as well 

as other designated areas- at the direction from administration/headmaster. (E)
21. Sweep 6th – 8th grade classrooms twice weekly.  Mop these classrooms once weekly.
22. Vacuum headmaster’s office twice a week; health office, and music room once a week. 
23. Dust tops of exterior lockers.
24. Clean and disinfect gym bleachers (above and below) as requested by administration personnel or 

headmaster. 
25. Insure all exterior doors, classrooms, administration office, health office, and headmaster’s office 

are locked before you end your shift.
26. Performs handy man duties such as unclogging toilets, as requested by administrative personnel 

or headmaster.
27. Put away deliveries of paper/cleaning products.

Services Requested/Seasonal/Periodic-Following established routines or schedules updated by 
Administration/Headmaster with emphasis on service request, changing conditions, and planned 
maintenance:

28. Responds to calls for emergency and on-call situations as directed by Headmaster, Board of 
Directors and/or Manager. 

29. Assist with room preparations: maintaining set up, supplies (markers, flip charts, dry erase 
boards, etc.); verifies and arranges appropriate furniture and equipment set-ups. (E) 



30. Sweeps, rakes leaves, shovels snow, applies ice-melt, and cleans up damages from spills, leaks, 
flooding and other interior/exterior events.

31. Scrubs, waxes, strips and polishes floors, vacuums and shampoos carpets, use appropriate floor 
and carpet maintenance equipment. (E)

32. Remove graffiti damage to any facility building. 
o Take pictures and report all damages to headmaster or administration.

33. Performs periodic basic maintenance on various equipment. (E)
34. Performs other functions as assigned to ensure effective, safe and smooth school operations.
35. Attends and contributes to departmental/unit meetings; takes part in special projects, committees 

and training events as assigned.
36. Clean individual room windows, including the board room, (inside and out), and clean surfaces. 

(E) = Essential Job Functions. 

Knowledge, Skills and Abilities

➢ Excellent interpersonal skills for interacting with other staff, board members, students and 
campus visitors in a tactful and professional manner.

➢ Physical and operational abilities to perform cleaning activities while using standard cleaning 
tools and equipment and perform minor repairs. (wet/dry vacuums, mops, dusters, buffers, etc.)

➢ Ability, craft and knowledge of the safe operations of hand and power tools including- but not 
limited to:

o Hand tools; various wrenches, hammers, grips, saws, snips, etc.
o Power tools; wrenches, sanders, drills, saws, etc.
o User-Moved equipment; dollies, buckets, step ladders, full ladders, lifts, tractors, mowers, 

trimmers, snow blowers, etc.
➢ Demonstrated ability to read, comprehend written materials and follow instructions.
➢ Knowledge or willingness to learn safe and effective use of various cleaning methods, cleaners, 

supplies and chemicals.
➢ Ability to work independently. 
➢ Good organization and time management skills.
➢ Ability to document any and all hazardous and/or safety concerns. Reporting them to Manager/

Headmaster/Administration immediately.

Required Education/Experience and license/Certifications

➢ High school diploma or equivalent required.
➢ Previous custodial and/or maintenance experience required. Other work/life experience 

demonstrating related skills may be considered.
➢ Requires verification of valid driver’s license.
➢ Must pass criminal background check. 

Working Conditions

➢ Frequently moving/transporting equipment from 25lbs-50 lbs. of weight.
➢ Occasionally moving/transporting equipment of loads over 75 lbs. (With assistance from other 

staff.) 
➢ Repetitive actions/movements such as:



o Moving, transporting, pushing/pulling, and reaching for material.
o Ascending/descending ladders or other equipment.
o Positioning to maintain floors, equipment and light repairs close to or on the floor, under 

furniture or other obstacles.
o Remaining stationary for short or extended periods of time.
o Cleaning high, middle, low and hard to reach locations.

➢ Requires the ability to read, observe, and closely inspect cleaning needs, repairs, and report 
corrections of safety concerns. 

➢ Regular safe operations of machinery and equipment. Ability to maintain awareness of 
surrounding and activates. 

➢ Normal school working conditions. Modern exposure to chemicals. (Cleaning solutions, paint, 
glue, etc.) 

➢ Regular exposure to odors.
➢ May have exposure to bodily fluids; urine, vomit, blood when performing essential custodial 

tasks. 
o Blood-Borne Pathogens training will be available.

➢ Regular exposure to interior conditions such as noise and temperatures.
➢ May encounter exposure to outside elements; heat, rain, cold, snow, ice, etc. when performing 

outside tasks. 
➢ May include occasional physical contact with staff, students, and visitors.

Supervision Received

 Supervision/instructions; Daily/Weekly/Monthly/Occasional task, etc. schedules and procedures will 
be updated and communicated as needed by supervisor(s). May occasionally develop own methods 
for work, to be communicated with supervisor(s) for approval.  May be referred to another 
Supervisor/Manager/Administrative Personnel, as circumstances warrant. Unusual problems are 
referred to supervisor with suggestion for correction as circumstance warrant. 

Supervision Exercised
None. 

This job description is not intended as, nor should it be constructed as all the responsibilities, skills, efforts, 
assignment or working conditions associated with this job.

Reasonable accommodations may be made to enable individuals identified and communicated ADA disabilities 
to perform essential functions of this job.

Seven Oaks Classical School is an equal opportunity employer.


