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THE CITY OF PORTALES, NEW MEXICO 
 
POSITION POSTING #2021-042 

 
POSITION:    CUSTODIAN  
DEPARTMENT:    PARKS    
STATUS:   NON-EXEMPT 
REPORTS TO:   PARKS & CEMETERY SUPERINTENDENT OR HEAD CUSTODIAN 
SHIFT:      FT REGULAR– 40 HOURS PER WEEK 
SALARY:   $12.000 PER HOUR 
 
GENERAL DESCRIPTION: 
 
This position is subject to supervision by the Head Custodian and/or Parks Superintendent, and 
requires performance of varied routine and repetitive duties involved in the general cleaning and 
maintenance of the various city-owned or operated facilities and grounds.   Involves considerable 
amount of knowledge of custodial duties and custodial products.  Carry out departmental and City 
policies in accordance with the City personnel policies and the policies of the supervisor who will 
visit the sites as he/she sees fit.  Work involves light to heavy lifting as well as light maintenance on 
buildings and equipment.  Willingness to work irregular hours, weekends and as necessary 
holidays. 
 
TASKS AND RESPONSIBILITIES: 
 
Although the following are typical of the tasks and responsibilities routinely performed, additional tasks and 
/or responsibilities requiring comparable or lessor skills, knowledge, or dexterity may be assigned.  
 

1. Sweeping, wet and dry mopping, stripping, washing and/or buffing floors, halls, and 
stairways. 

2. Vacuuming and shampooing rugs and carpets. 
3. Dusting and washing walls, ceilings, tables, vents, interior and exterior windows, desks, and 

lighting fixtures. 
4. Straightening office furniture and emptying waste receptacles. 
5. Changing light bulbs and performing minor electrical-mechanical maintenance repairs and 

related duties. 
6. Setting up chairs and rearranging furniture in preparation for meetings other special events 

to be held. 
7. Reporting immediately any and all equipment defects and or malfunctions. 
8. Collects trash, shovels snow, keeps grounds void of trash and debris, sweeps sidewalks, 

and maintains building’s exterior in a clean and orderly manner. 
9.  Must occasionally be prepared for call-out work during nonscheduled working    

 hours. 
10.  Performs minor maintenance on air conditioners (filters). 
11.  May be required to attend seminars and classes to improve job skills. 
12.  Performs job duties in a way that promotes a positive image of the City and       

organization and the department; demonstrates effective interpersonal skills and delivers 
exemplary customer service. 

 
KNOWLEDGE, EXPERIENCE, AND SKILLS: 
 

1. Any combination of education and experience.  
2. Previous experience in the use and care of custodial equipment and janitorial cleaning 

methods is preferred. 
3. Must possess a current New Mexico driver’s license with a satisfactory driving record. 
4. Must be in good physical condition (job requires some heavy lifting). 
5. Must be able to interact and work well with others. 
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6. Ability to work with minimum supervision. 
7. Ability to follow through on work assignments. 
8. Must be at least 18 years of age. 

 
Additional comments on Physical Requirements:  Applicant must be able to lift 50 to 75 
pounds.  Work involves light to heavy lifting.  Requires constant physical efforts at times. Safety 
precautions must be followed, including use of safety equipment. 
 
WORK ENVIRONMENT: 
 

1. Ability to work both inside and outside. 
2. Ability to work with intermittent noise levels.  Noise levels may be moderate to loud in work 

environment. 
3. Ability to work with fumes, dust and odors. 
4. Ability to work in multiple surfaces; even, flat/hard, inclined/ramps, uneven, stairs, dry, wet, 

dust and natural ground. 
5. Ability to work alone with or without directions. 

 
WORK SCHEDULE: 
 
The regular work week is 40 hours - Monday through Friday, 6:00 a.m. to 2:00 p.m., with one hour 
off for lunch.  Additional time may be required to work after regular hours, on weekends, and 
holidays. 
 
PRE-EMPLOYMENT REQUIREMENTS: 
 

1. Must pass a background investigation including work history, criminal records, driving records and 
other records deemed necessary. 

 
CONDITIONS OF CONTINUED EMPLOYMENT: 
 

1. Candidates must have and maintain a satisfactory driving record and insurability in accordance with 
the City’s insurance carrier. 

2. Employees must maintain a source of communications. 
 

*** Position has possibility of promotion based on performance, and accomplishment of 
training goals*** 

 
 
DEADLINE TO SUBMIT REQUIRED APPLICATION: Position is open until filled.  First review of applications 
is by 5:00 p.m., Wednesday, October 20, 2021.  Bi-weekly review thereafter.  Applicant must submit required 
application to Human Resources at City Hall, 100 W. First Street, Portales, N.M.  88130 or online at 
www.portalesnm.gov. 
 
 
The City of Portales is and Equal Opportunity Employer and Drug Free Workplace. 
 
 
I have received the job description posting and I am capable of performing the essential functions for the 
position. 
 
.   
 
Applicant Signature        Date      
 
 
 

http://www.portalesnm.gov/

