INTEIQNATIQNAL INSTITUTE
(0/ Minresota

Position: Maintenance Technician/Custodian
Department: Administration

Reports To: Director of Operations

Salary: $32,000 plus benefits

FLSA Status: Non-Exempt, 0.8 FTE

Organization Description:

The International Institute of Minnesota (lIM) provides comprehensive services to New Americans
in our community so that they can realize their dreams and ambitions. The Institute has resettled
25,000 refugees in the Twin Cities and remains one of the largest sponsors of refugees statewide.
Its immigration and citizenship services helped nearly 13,000 New Americans achieve U.S.
citizenship since 2001. The Institute has experienced exponential growth in the past decade,
establishing the organization as an expert in education and workforce development for immigrant
and refugee communities. The New American community is growing in Minnesota, the Institute’s
programs continue to grow and be responsive to their needs.

Position Description:

Work with part-time custodian to keep the building clean and safe for staff, clients, students, and
other visitors to IIM. Work with the Operations Manager to keep the building and all equipment in
good functioning order.

Duties and Responsibilities:
Maintenance
e Maintain and repair building and building equipment, as needed
e Change light bulbs, ballasts and HVAC filters
e Water and care for yard and landscaping as needed — weeding etc.
e Shovel walkways and apply salt/sand as needed

General Cleaning
e Empty all waste and recycling receptacles, change liners as needed and place for
disposal
e Dust flat surfaces such as chairs, ledges, pictures and windowsills
e Spot clean entrance and partition glass
e Vacuum entry matting and carpeted areas
e Sanitize door handles and surfaces
e Weekly (or more frequently if needed) —damp mop all tiled floors
e (Clean kitchen and lunchrooms at least weekly

Restroom Cleaning
e C(Clean all toilets, urinals, sinks, walls around sinks, towel dispensers and soap
containers — daily
e Dust horizontal surfaces



e Empty all waste and recycling receptacles, change liners as needed and place for
disposal

e Wet mop all floors with detergent/disinfectant solution

e Replenish all paper and soap supplies — daily

Other Duties

e Room set-up and take-down for room rentals as needed
(AV knowledge a plus)

e Maintain inventory of building maintenance/cleaning supplies

e Maintain storage areas inside and outside

e Bring in company vehicle for oil changes and service

e Become boiler operator certified

e Areas of Service: Entire Building - Entryway, common areas, offices, meeting and
classrooms (weekly), kitchens and restrooms, outside grounds and utility room.

e Other duties as assigned or needed

Requirements:

e Fully vaccinated and bivalent boosted for COVID-19
e Interpersonal Skills: the ability to work in a multicultural workplace and have respect for

all staff and clients.

e Mechanical Skills: need to understand, fix and maintain custodial equipment (vacuum
cleaners) and fix small building problems, like leaky faucets, toilets and other
maintenance issues as needed.

e Understand maintenance needs of a large building.

e Ability to lift heavy objects and spend most of your time on your feet.

e Must have a vehicle and be able to drive with valid driver’s license and current auto
insurance.

Physical Demands:

- Use of manual dexterity, tactile, visual, and audio acuity

- Use of repetitive motion, prolonged periods of standing, and sustained visual and mental
applications and demands

- Lifting (up to 25-60 pounds), bending, pulling, and carrying

EEQO Statement:

International Institute of MN is an equal opportunity employer. All applicants will be considered for
employment without attention to race, color, religion, sex, sexual orientation, gender identity,
national origin, veteran, or disability status.

To Apply:
Submit cover letter and resume to Tanya Battista, Director of Operations via emalil

(tbattista@iimn.org). No phone calls or walk-ins please. Position is open until filled.
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