BUILDING ATTENDANT
DEFINITION
Under the direction of the Director of Recreation and Cultural Affairs, building attendants perform a variety of duties that revolve around management and maintenance of the day-to-day needs of the organization; does related work   as required.

NOTE:  The examples of work for this title are for illustrative purposes only.  A particular position using this title may not perform all duties listed in this job specification.  Conversely, all duties performed on the job may not be listed.

EXAMPLES OF WORK:
General building attendant duties might include unlocking a building in the morning, preparing the facilities for the arrival of staff, locking up at the end of the day, ensuring that building equipment functions properly, notifying management of maintenance issues, and assisting in basic repairs and general cleaning procedures. 

Receives callers, determines their reasons for visiting the office, provides them with the required information according to department procedures and, as is possible, sees that the desired objectives are achieved.

REQUIREMENTS:
LICENSE:
Appointee will be required to possess a driver's license valid in New Jersey only if the operation of a vehicle, rather than employee mobility, is necessary to perform the essential duties of the position.

KNOWLEDGE AND ABILITIES:
Knowledge of department rules, regulations, policies, programs, functions, layout and personnel.

Knowledge of the functions and responsibilities of the unit and of the approved methods of providing information to the public.

Knowledge of the names and professional status of persons calling frequently at the office.

Knowledge of office deadlines, routines, schedules and procedures.

Ability to meet and deal courteously and effectively with varied types of persons, some of whom may be bewildered or antagonistic.

Ability to give information in person or over the telephone clearly, accurately and in accordance with department regulations and procedures.

Ability to ascertain callers' reasons for coming to the office and to refer them to the proper individuals or organizations.

Ability to read, write, speak, understand, or communicate in English sufficiently to perform the duties of this position. American  

Persons with mental or physical disabilities are eligible as long as they can perform essential functions of the job after reasonable accommodation is made to their known limitations.  If the accommodation cannot be made because it would cause the Township of Maplewood undue hardship, such persons may not be eligible.
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