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OVERVIEW

The Caretaker is responsible to oversee all caretaking of the building including the Church, Parish
Hall, Church Rectory and all office areas. The Caretaker is expected to maintain church facilities in
accordance with established standards.

RESPONSIBILITIES

e Ensure building is maintained in a clean and orderly manner including washing, vacuuming
and polishing floors, washing walls, cleaning bathrooms, washing windows, dusting
throughout the church facility (including pews, sanctuary, sacristy, statues, etc.).

e Performing a weekly inspection around the outside of the building and reporting any
potential maintenance issues.

e Performs regular cleaning routine of the Parish hall and meeting rooms including emptying
garbage, recycling items, cleaning and sanitizing door hardware, locking & unlocking rooms
as needed.

e Ensure that the any carpeting throughout the church and entrance areas are vacuumed
and all floors kept clean.

e Church Entrance - carpet vacuumed, floors damp mopped, hand-railings cleaned and
disinfected, garbage removed.

e Ensure that the Sanctuary, office administration area and church entrance(s) are
vacuumed, floors damp mopped, surface areas wiped and/or sanitized and disinfected as
appropriate (i.e. pews, hand rails, door hardware).

e Ensure that all washrooms in the building are cleaned and stocked regularly (clean toilets
and sinks, mirrors & counters; empty garbage; replenish toilet paper, hand towels, soap
dispensers; clean and sanitize door hardware; sanitize baby change tables).

e Ensure the outside entrances are kept free of garbage, straighten outside mats, empty
cigarette urns.

e Check pews after services and remove garbage from the envelope holders.

o Keep interior and external windows in a clean condition.

e (lean the church rectory including all bedrooms, washrooms, kitchen, dining room and
hallways.

e Other duties as assigned by the Pastor related to the operations of the parish.

QUALIFICATIONS

e Previous housekeeping, custodial, property maintenance, or caretaking experience is an
asset.

e Good organizational and time-management skills.

e Ability to work independently with minimal supervision.

e Reliable, trustworthy, and respectful of privacy.



e Good communication skills.

e Ability to identify and report maintenance or safety issues.

e Basic knowledge of household cleaning products, equipment, and minor maintenance is
preferred.

e Ability to safely perform the physical requirements of the position, including bending,
lifting, standing, and cleaning.

HOURS OF WORK

19.5 hours/week. Mondays, Wednesdays and Fridays; 9:00 a.m. - 4:00 p.m. (includes 30 minute
unpaid lunch break)

SAFE ENVIRONMENT

In support of the Safe Environment Program, this position is required to obtain or complete the
following:

e Police Information Check (PIC)

* Praesidium Sexual Abuse Prevention online training modules
* Sign the Agreement to Model Code of Conduct

TO APPLY

Documents required as part of the application process include:

* A completed application form - Download here: https://www.catholicyyc.ca/careers.html

* Resume

e Three (3) reference checks (will only be contacted if you are selected as our final
candidate)

Applications should be submitted by e-mail to: Careers@calgarydiocese.ca. No phone calls

please.

Applications will be accepted until noon on Thursday, October 8, 2026. Only applicants who are
short-listed for an interview will be contacted directly by our office. We thank all applicants in
advance for their interest.
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