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Job Description

Municipal Building Cleaner
Employer: Rural Community of Hanwell
Department: Operations and Facilities Management
Reports To: Chief Administrative Officer (CAO) or Building Operations Manager
Employment Type: Part-Time – 15-25 hours per week (with Potential for Full-Time)
Work Location: Hanwell Place – Rural Community of Hanwell

Position Summary

The Municipal Custodian is responsible for maintaining clean, safe, and sanitary conditions within Hanwell Place, including municipal office spaces, council chambers, meeting rooms, community spaces, and public-use areas.

As Hanwell Place is a public facility that hosts municipal operations, meetings, and community rentals, building usage and occupancy may vary throughout the week. Cleaning schedules may therefore adjust to meet operational needs.

The Rural Community of Hanwell will supply all required cleaning products, materials, and equipment including, but not limited to, paper towels, toilet paper, hand soap, garbage bags, cleaning chemicals, and standard cleaning tools, as determined by the CAO.

This position does not include building maintenance responsibilities. Any maintenance concerns must be reported to the Building Operations Officer. Maintenance includes, but is not limited to, electrical issues, lighting repairs, drywall or painting, plumbing concerns, fire alarm servicing, or filter replacement.
Key Responsibilities

· Clean and sanitize all areas of Hanwell Place including offices, council chambers, meeting rooms, hallways, kitchen, community spaces, and public areas.

· Clean and disinfect high-touch surfaces including doorknobs, countertops, desks, keyboards, photocopiers, water coolers, sinks, kitchen cupboards (inside and out), microwave, refrigerators and stoves.

· Prepare community centre spaces and washrooms before and after facility rentals, including floors and windows.

· Launder table linens used during rentals (washer and dryer available onsite).

· Clean, disinfect, and restock washrooms as required.

· Sweep, mop, vacuum, and maintain floors as required.

· Vacuum entrance mats and carpets as needed.

· Dust and wipe furniture, fixtures, windowsills, and equipment.

· Empty garbage and recycling containers and ensure proper disposal.

· Follow cleaning schedules provided by the CAO or designate.

· Refill supplies such as soap, paper towels, toilet paper, and other consumables.

· Safely handle and store cleaning products and equipment in accordance with WHMIS and municipal policies.

· Identify and report maintenance concerns, safety hazards, or supply shortages to the supervisor.

· Maintain confidentiality when working in municipal office spaces.

· Perform periodic deep cleaning and additional duties as scheduled or required.  Floors to be stripped and waxed when office is closed during Christmas and New Years. 
· Follow all occupational health and safety procedures and use personal protective equipment when required.

Qualifications & Skills

· Previous custodial or cleaning experience preferred.
· Knowledge of safe cleaning practices, equipment, and chemicals.
· Ability to work independently and manage time effectively.
· Strong attention to detail and cleanliness standards.
· Reliable, dependable, and professional in appearance and conduct.
· Ability to follow written and verbal instructions.
· Physically capable of performing duties including lifting, bending, standing, and repetitive tasks.
· WHMIS certification training is an asset 

Education & Certifications

· High school diploma or equivalent preferred.
Working Conditions

  Work may include early mornings,  evenings or weekends depending on facility rentals and schedules.

  Work is performed indoors at Hanwell Place.

Compensation

· Hourly Wage: $23.50 per hour.
· Hours: Variable hourly position with the potential to transition to full-time hours plus benefits based on operational needs.
How to Apply

Interested applicants are invited to submit a resume and cover letter to:

Chief Administrative Officer
Rural Community of Hanwell
5 Nature Park Drive 

Hanwell, NB E3E OG7

Or by email to clerk@hanwell.nb.ca 

Applications will be accepted until the position is filled.

Equal Opportunity Employer

The Rural Community of Hanwell is committed to providing a respectful and inclusive workplace and encourages applications from all qualified individuals.
Appendix A – Acceptable Standards of Janitorial Work

The following standards define the minimum acceptable level of janitorial services under this RFP.
Floors and Carpets

· Carpets and rugs shall be vacuumed and free of dust, dirt, and debris, including edges, corners, and areas under movable furniture.

· Hard floors shall be swept and mopped to remove dirt, buildup, and stains, with no residue, streaking, or water marks.

· Spot cleaning shall be performed as required; stains that cannot be removed shall be reported to the Municipality.

· Floors shall be rinsed and dried properly, with no damage to surfaces.

· Waxed floors shall be evenly coated, streak-free, buffed to a uniform finish, and free of wax buildup on walls, baseboards, furniture, or fixtures.

· Furniture and equipment moved during cleaning shall be returned to their original locations.
Walls, Baseboards, and Surfaces

· Walls, baseboards, door frames, partitions, and high-touch surfaces shall be clean and free of dust, marks, smudges, and residue.

· Glass, windows, mirrors, and door glass shall be clean and streak-free, with fingerprints and marks removed.

· Furniture, ledges, fixtures, and reachable wall-mounted equipment shall be dust-free.
Washrooms

· All washroom fixtures, including toilets, urinals (where applicable), sinks, mirrors, dispensers, and exposed piping, shall be cleaned, disinfected, and free of stains, mould, and residue.

· Dispensers shall be clean, stocked, and operational.

· Walls, partitions, doors, and fittings shall be free of marks, streaks, and mould.
· Showers cleaned and shower curtain washed.

Garbage and Waste Removal

· All waste and recycling containers shall be emptied, cleaned, and relined.

· Waste shall be disposed of in designated outdoor containers, with sorting completed as required.

· Dumpsters shall be secured after use.
Stairways and Common Areas

· Stairways, landings, railings, and adjacent surfaces shall be clean and free of dust and debris.

· Special attention shall be given to areas prone to dust accumulation
High-Touch Surfaces

· Doorknobs, push bars, railings, kick plates, and similar high-contact surfaces shall be cleaned and disinfected using approved methods and products.
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