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Position Description 

Job Title: Sexton 

Position Reports to: Rector 

Position is unpaid. 

 

Summary  

This position is responsible for assisting the Rector and Vestry in the maintenance and security 

of the parish's building and grounds and for event support. 

 

Essential Duties and Responsibilities: 

• Assist with set up for Sunday morning worship and with break down / clean up 

afterwards. After everyone has left, walk the building to be sure all doors are closed and 

locked and all lights are off. 

• Daily Morning Duties: 

• Open the parking lot entrance at sunrise.  

• Walk the property, including public sidewalks and fence line. Pick up trash and 

report any issues observed to the rector and grounds chair. 

• Check bathrooms and kitchen to ensure they are stocked with soap, paper towels, 

and other essential supplies. Always keep at least one month's worth of supplies 

on hand. Report any needed repairs to the rector and vestry administration team. 

• Daily Evening Duties:  

• Walk the property to ensure all building and storage doors are locked and turn off 

parking lot lights at time instructed by the rector. 

• Close the parking lot entrance at sundown. 

• Maintain a regular presence on the property as a deterrent to crime and vandalism, as a 

liaison with repair and maintenance professionals, and to receive packages and shipments 

for the parish when the office manager is not on site. (Time away must be approved by 

the rector; requests should be submitted in writing using a Time Off Request Form.) 

• Immediately report any safety and security issues to the Rector and law enforcement 

authorities when necessary. 

• Enforce the Campus Code of Conduct (as stated on church signage) on the church 

grounds or notify the rector or senior warden of infringements.  

• Empty campus trash containers into GreenWaste containers and replace 55 gallon bags 

when needed. 

• Put GreenWaste containers out on the curb on Tuesday nights and bring them back in on 

Wednesdays after trash pick-up. 
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Additional Duties and Responsibilities: 

• Assist with set up and clean up for parish events as requested. 

• Work with office manager on coordinating support for outside groups renting the 

facilities (i.e., opening and locking up for them, helping them find things while on 

premises, etc.) 

• Assist parishioners and staff with building and grounds repairs and maintenance as 

requested. 

• Meet weekly with rector and grounds chair for additional assignments. 

 

Job Requirements: 

• Ability to manage time efficiently. 

• Ability to work well when supervisors are not present. 

 

Physical Demands  

Walks, sits, stands, bends, lifts, and moves continually during working hours. Is subject to lifting 

over 50 pounds.    

 

Hours of Work & Leave 

The Sexton will work 5 days per week, mostly during traditional business hours (9 a.m. to 5 

p.m.). Occasional parish events may require work outside of that time frame, but any such 

exceptions will be scheduled with advance notice. The position requires work on Sundays, all 

major Christian holidays (particularly Christmas and Easter), and occasional evenings.  

Time away must be approved by the rector; requests should be submitted in writing using a Time 

Off Request Form. 

 

This position description is subject to revision by the rector at any time as needed.  

 

Updated Jan. 15, 2022 by the Rev. Tracy Wells Miller 


