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Sexton
Job Description, Part Time Position

Position Summary

The Sexton is a part-time, hourly employee responsible for the cleanliness, safety, and routine maintenance
of all church facilities and grounds. This role supports the mission and ministry of Grace Memorial
Episcopal Church by ensuring that the campus remains well-maintained, hospitable, and prepared for
worship services and parish activities. The Sexton works under the direction of the Rector and in
partnership with the Facilities and Maintenance Committee of the Vestry. The Sexton is expected to uphold
professional standards of conduct at all times. The Sexton supports the worship and daily life of the parish
by maintaining the church buildings and grounds, preparing worship spaces, and ensuring a clean, safe, and
welcoming environment.

Reports to: Rector
Primary Responsibilities
Facilities Cleaning & Maintenance

Sweep, mop, and vacuum floors throughout sanctuary, office, parish hall and educational building,
Clean restrooms: restock supplies, disinfect surfaces, empty trash.

Dust surfaces, furniture, ledges, windowsills, kneelers, and fixtures.

Oil pews

Clean glass doors and interior windows as needed.

Empty all trash and recycling bins.

Maintain cleanliness of classrooms, offices, fellowship hall, and sanctuary.

Ensure proper operation of lighting, and basic equipment.

Worship & Event Support

e Prepare church for Sunday services, weddings, funerals, and special events.
e [Ensure seating and furnishings are in place and building is climate-controlled.
e Set up or break down tables, chairs, and equipment in Parish Hall as needed.

Building Care & Safety

® Report any maintenance issues or damage to the operations manager or property team.
® Perform small repairs (changing light bulbs, tightening screws, clearing small clogs, etc.).
® Keep cleaning supplies organized, stocked, and safely stored.
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Maintain clear walkways and exterior entrances, and grounds keeping areas free of debris and trash.
Set up and take down tables, chairs, and equipment for services and special events.

Reset rooms after use.

Assist with storm preparation and cleanup (as needed)

Secure facilities according to schedule.

Ensure lights, HVAC, and appliances are properly shut down when leaving.

Report hazards, maintenance concerns, or suspicious activity.

Maintain a safe environment for parishioners, guests, and staff.

Supplies & Coordination

Monitor and restock cleaning supplies and paper goods as needed.
Alert Rector or administrator of items needed to be ordered.
Work with contractors for HVAC, plumbing, or pest control.
Maintain basic records of maintenance activities.

Qualifications

Reliability and ability to work independently.

Previous custodial or maintenance experience preferred but not required.
Ability to lift up to 30—50 pounds (chairs, tables, supply boxes).

Good communication skills.

Attention to detail and respect for the church environment.

Be able to pass a background check

Willingness to follow church guidelines and respect confidentiality
Complete Safe Church Safe Communities training

Schedule & Compensation

8 to 12 hours per week depending on parish needs.

Attend one staff meeting per month

May be needed for additional hours for major liturgical seasons and special events.
Scheduling flexibility required if needed by Rector or administrator.

Houtly wage based on experience; reimbursement for supplies as applicable.

To apply, please fill out the employment application form found on our website at

WWW.0racemem.org/ carcers

Please direct any questions to:

The Rev. Liz Embler-Beazley, Rector
Grace Memorial Epsicopal Church
100 W. Church St.

Hammond, LLA 70401

985-345-2764
lembeaz@gracemem.org


http://www.gracemem.org/careers

