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JOB TITLE: Facilities Assistant 

REPORTS TO: Head of Facilities 

 

FLSA STATUS: Non-exempt  

PAY GRADE: 4

JOB SUMMARY: Responsible for maintenance and repair of building and grounds to ensure a clean, safe, and functional 
environment for both patrons and staff.   
 
ESSENTIAL FUNCTIONS: 

 Provides uniformly gracious and friendly service to all. 

 Assists with maintenance including painting, replacing bulbs, snow clearing, de-icing, watering, weeding, 
cleaning, and other maintenance duties.  

 Assists with janitorial duties, including but not limited to, trash removal and recycling.  

 Assists with proper handling of discarded Library materials.  

 Performs minor building repairs. 

 Conducts regular inspection of grounds and building to identify potential problems. 

 Conducts regular inspection of AEDs and first aid kits.  

 Assists the Head of Facilities with vendor communication and onsite activities.  

 Assists with moving shelving and furniture. 

 Assembles and disassembles meeting rooms for programs. 

 Participates in various exterior and interior projects. 

 Performs other duties as assigned. 
 

KNOWLEDGE, SKILLS, AND ABILITIES: 

 Knowledge of policies and procedures of the Library. 

 Knowledge of methods, materials, tools, and practices needed maintenance work. 

 Knowledge of utility, fire protection, and security systems. 

 Knowledge of computers and other relevant technologies and equipment.  

 Excellent organizational, interpersonal, and communication skills in a team environment.  

 Ability to be accurate, detail-oriented, and efficient in the performance of assigned duties.  

 Ability to follow written and verbal directions.  

 Ability to effectively communicate orally and in writing.  

 Ability to use good judgment and perform duties without direct supervision.  

 Ability to lift and carry up to 80 pounds. 

 Ability to perform frequent standing, bending, stooping, crouching, kneeling, laying, and twisting to perform 
maintenance on furnishings and equipment. 

QUALIFICATIONS: 

 High School Diploma or equivalent. 

 Minimum one year of experience; general building maintenance or repair preferred. 

 Valid Driver’s License, proof of insurance, and access to a vehicle to be used for Library business. 
 

 

 

 


