
 
 

 

 

 
 

 
 

 
Serving The People by honoring Native cultures, strengthening health and wellness programs, and cultivating community.  

URBAN INDIAN CENTER OF SALT LAKE 
120 West 1300 South 
Salt Lake City, Utah 84115 
Phone: (801) 486-4877 
Fax: (801) 486-9943 
www.uicsl.org 

POSITION DESCRIPTION: ENVIRONMENTAL SERVICE AIDE 
 

Division: Administrative Services 

 

Supervisor: Facilities Manager 

Job Code: ADM – 033  Classification: FT, Non-Exempt 

Wage Scale: NE – 05 ($14.42 to $19.65) Effective Date: 11/28/2023 

Hours/week: 40+ some nights/weekends Last Revised: 10/25/2022 

 
PROGRAM PURPOSE       
 

The Urban Indian Center of Salt Lake (UICSL) is dedicated to our Mission of SERVING THE PEOPLE BY HONORING 
NATIVE CULTURES, STRENGTHENING HEALTH & WELLNESS PROGRAMS, & CULTIVATING COMMUNITY. 
 

UNIFORM PERFORMANCE EXPECTATIONS     
 

In performance of their respective responsibilities, all employees of the UICSL and our affiliates must rise to the 
level of expectations in which they: 
 

 Fully uphold all principles of confidentiality and patient/client care. 
 Adhere to the Standards of Conduct for UICSL, and all professional and ethical standards for the healthcare 

industry and/or their respective area(s) of expertise. 
 Interact in an honest, trustworthy, and dependable manner with patients/clients and co-workers. 
 Possess and utilize a strong sense of cultural awareness and interpersonal respect. 
 Maintain an active and valid license in the State of Utah (if operating UICSL vehicles). 
 Strive to learn and serve in compliance with federal regulations and UICSL policies and procedures, and to 

seek solutions for issues or problems they encounter in alignment with those resources.  
 

POSITION SUMMARY      
 
The Environmental Service Aide (ESA) maintains a clean, sanitary, and safe environment in all areas of the Urban 
Indian Center of Salt Lake in accordance with quality standards including local, state, and federal regulations. The 
ESA performs a variety of housekeeping duties including vacuuming, mopping, dusting, patient areas as well as 
attend to the maintenance of restrooms at UICSL facilities. Attention to detail and anticipating the environmental 
service needs of patients and visitors is necessary. The overall goal is to maintain a clean and orderly environment 
for patients, visitors, and staff. 
 
This position provides housekeeping services at various locations.  

DocuSign Envelope ID: 1DF7F5A4-B9A9-4369-B8E2-526CB3B54D2BDocuSign Envelope ID: A2D0501F-1D50-444E-965D-4A2FFBBBA26B



 
 

 

 

 
 

 
 

 
Serving The People by honoring Native cultures, strengthening health and wellness programs, and cultivating community.  

URBAN INDIAN CENTER OF SALT LAKE 
120 West 1300 South 
Salt Lake City, Utah 84115 
Phone: (801) 486-4877 
Fax: (801) 486-9943 
www.uicsl.org 

ESSENTIAL FUNCTIONS, DUTIES AND RESPONSIBILITIES     
 

 Performs routine light and heavy cleaning duties. 

 Maintains all cleaning equipment, supplies and products; ensures safe and sanitary storage and care of 
products. 

 Performs general sweeping, mopping of hardwood, laminate or tiled floors as needed. 

 Vacuums carpets, performs further treatment such as stain removal as needed. 

 Disposes of trash from bins and containers located in the facilities and on its premises. 

 Dusts furniture and various rooms as needed. 

 Safely use a ladder, as needed. 

 Scrubs sinks, basins, and toilets in public bathrooms during business hours. 

 Cleans windows, glass surfaces, mirrors and counters as needed. 

 Keep all public spaces neat and tidy. 

 Reports all repairs and replacements as needed. 

 Adheres to rules regarding health and safety and be aware of any company related practices. 

 Assists in maintaining a safe environment. 

 Support the Facilities Team as needed. 

 Conducts regular safety inspections and completes related reports as needed. 

 Assists in restocking cleaning supplies. 

 Maintains various cleaning logs. 

 Responsible for cleaning COVID-19 pods according to CDC guidelines. 

 Clean the parking lot and surrounding UICSL grounds using safety equipment such as gloves and trash grabber. 

 Participate in agency committees as requested. 

 Performs other duties as assigned. 

 Collect and maintain in a binder of all Safety Data Sheet (SDS) of all solutions as required by policy.  

 Must have ability to use SDS for handling chemical spills and use proper precautions as outlined in the SS for 
cleanup and disposal. 

 Specialized cleaning per health center protocols for contamination of isolation rooms.  

 Ability to read, understand and distinguish isolation room placard to follow procedural cleaning process. 
 Responsible for knowing when and how to use Personal Protective Equipment for protection of self from 

transmittable diseases and viruses.  
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MINIMUM QUALIFICATIONS      
 

Education:  High School diploma or equivalent. 
Experience:  1 yr. housekeeping experience  

Certifications/Licensure:  N/A 
Other:  N/A 

 

PREFERRED QUALIFICATIONS      
 

Education:  High School Diploma 
Experience:  Housekeeping in healthcare setting  

 

KNOWLEDGE, COMPETENCIES, AND CHARACTERISTICS (KCC)     
 

   Knowledge of and a demonstrated respect for AI/AN history, values, customs, and practices. 
   Knowledge of cleaning standards for health centers. 
   Ability to organize and coordinate work when needed. 
   Ability to work independently with little supervision. 
   Ability to use tact in dealing with visitors and patients. 
   Ability to push, pull, load and unload carts. 
   Ability to bend, stoop, twist and turn with moderate effort. 
   Ability to climb ladders, clean light fixtures and clean windows. 
   Ability to lift 25 to 50 pounds frequently. 
   Ability to communicate effectively by telephone, computer or in person. 
   Ability to follow verbal and written directions. 
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WORK ENVIRONMENT      
 
The work environment at UICSL involves normal office conditions and noise levels that can vary from low to 
moderate. Additionally, the position requires the incumbent to walk around the UICSL premises, enter outside 
clinic pods and/or stationery at the front desk area. This position may be exposed to certain health risks that are 
inherent when working within a health center facility. 
 

PHYSICAL DEMANDS      
 

While performing the duties of this job, an employee may frequently stand, walk, sit, reach, bend, twist, talk and 
hear. There may be periods walking, standing, lifting and ladder use. Some driving or riding in transport vehicles is 
a part of this position. An employee must occasionally lift and/or move up to 25 pounds. Specific vision abilities 
required by this job include reading, distance, computer, and color vision. Talking and hearing are essential to 
communicate with patients, vendors, and staff. 
 

MENTAL DEMANDS      
 

The workload in this position are dynamic and range from an awareness of technical details, to engaging broad 
strategic ideas and discussions. The incumbent in this position will often work with other members of the Facilities 
team and may be asked to perform duties by various Divisions. This position will require the ability to multi-task 
and different situations that impact the UICSL. 

      
 
Disclaimer: The information in this document is designed to portray the general nature and level of work performance 
expected by employees in this position. It is not intended to be a comprehensive inventory of all duties, responsibilities 
and qualifications required of employees assigned to this position. Employees will be asked to perform other related 
and reasonable duties as needed by their direct supervisor. 
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Indian Preference Statement: As a federal contractor and in compliance with Sub-Chapter II, Chapter 14, Title 25 of 
the United States Code, the Act of April 16, 1934 (48 Stat. 596), as amended; and Section 7(b) of the Indian Self-
Determination and Education Assistance Act, Pub. L. 93-638, 88 Stat. 2205, 25 U.S.C. 450e(b), UICSL gives preference in 
employment opportunities to American Indians/Alaska Natives (AI/AN) who can perform the work outlined in our 
Position Description(s) regardless of age, sex, religion, or tribal affiliation (subject to existing laws and regulations). 
UICSL also extends preference to AI/AN organizations and AI/AN-owned economic enterprises in the awarding of any 
subcontracts engaged under our funding agreement(s). 

To the extent feasible and consistent with effective performance as a federal contractor, UICSL may give preference in 
employment and training opportunities to AI/ANs who are NOT fully qualified to perform the work outlined in our 
Position Description(s) regardless of age, sex, religion, or tribal affiliation (subject to existing laws and regulations); 
and UICSL may provide reasonable opportunities for training including on-the-job, classroom, or apprenticeship 
training designed to increase the vocational effectiveness of AI/AN employees.   

When UICSL is unable to fill our employment and subcontracting opportunities after giving full consideration and 
preference to AI/AN candidates, employees and/or subcontractors, UICSL will satisfy our needs by selecting non-AI/AN 
candidates and subcontractors in accordance with equal employment opportunity and affirmative action statues 
mandating that all qualified applicants will receive consideration for employment without regard to race, color, 
religion, sex, sexual orientation, gender identity, or national origin. (48 CFR §52.222-26). 

 
 

REVIEWED BY 
HUMAN 
RESOURCES: 
 

 
 
 
 

APPROVED BY 
EXECUTIVE 
DIRECTOR: 

 

 

PRESENTED TO 
BOARD OF 
DIRECTORS: 
 

 
 

Scheduled for November 28, 2023 
 
 

NEXT REVIEW 
DATE: 

November 2025 
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EMPLOYEE ACKNOWLEDGEMENT      
 
I have reviewed and been provided with the content of the Environmental Service Aide position description.  
 
My signature on this document certifies that I can perform the essential functions of this position as outlined in this 
description, with or without reasonable accommodation. A signed copy of this document will be maintained in my 
Personnel file for reference. 
 

Describe any accommodations required to perform these functions: 
 
 
 
 
 
 
 
 
 

 
Employee Name (Print) Employee Signature: Date: 
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POSITION DESCRIPTION: SECURITY GUARD 
 

 
PROGRAM PURPOSE       
 

The Urban Indian Center of Salt Lake (UICSL) is dedicated to our Mission of SERVING THE PEOPLE BY HONORING 
NATIVE CULTURES, STRENGTHENING HEALTH & WELLNESS PROGRAMS, & CULTIVATING COMMUNITY. 
 

UNIFORM PERFORMANCE EXPECTATIONS     
 

In performance of their respective responsibilities, all employees of the UICSL and our affiliates must rise to the 
level of expectations in which they: 
 

 Fully uphold all principles of confidentiality and patient/client care. 
 Adhere to the Standards of Conduct for UICSL, and all professional and ethical standards for the healthcare 

industry and/or their respective area(s) of expertise. 
 Interact in an honest, trustworthy, and dependable manner with patients/clients and co-workers. 
 Possess and utilize a strong sense of cultural awareness and interpersonal respect. 
 Maintain an active and valid license in the State of Utah (if operating UICSL vehicles). 
 Strive to learn and serve in compliance with federal regulations and UICSL policies and procedures, and to 

seek solutions for issues or problems they encounter in alignment with those resources.  
 

POSITION SUMMARY      
 
Under the direct supervision of the Facilities Manager, the Security Guard is responsible for screening clients, 
visitors, and staff before entering the UICSL facility as required to ensure the physical and clinical security of all 
assigned premises. The Security Guard is the first point of contact and will be responsible for the screening of all 
patients, visitors, and staff prior to entering the UICSL facility.  
 
As needed, the Security Guard will implement CDC recommended preventative measures and use personal 
protective equipment with all clients and visitors entering UICSL facility. The Security Guard ensures operational 
and functional security for all services provided at UICSL in all facilities, including traffic through clinical spaces, the 
main entrance of the facility, and associated parking lots; as well as providing information and assistance to clients 
and maintaining the safety of employees, clients, and facility.  
 
  

Division: Administrative Services 

 

Supervisor: Facilities Manager 

Job Code: ADM-032 Classification: FT, Non-Exempt 

Wage Scale: NE-07 ($18.25 to $24.87/HR) Effective Date: 11/28/2023 

Hours/week: 40+ some nights/weekends Last Revised: 10/24/2023 
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URBAN INDIAN CENTER OF SALT LAKE 
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ESSENTIAL FUNCTIONS, DUTIES AND RESPONSIBILITIES     

 Observe and monitor all visitors to the facility, and address any suspicious, dangerous or harmful behavior.  

 Assist visitors by opening doors for them, providing information on UICSL services and other general 

customer service duties. 

 Patrol inside and outside the facility for safety check, securing the facility, opening and locking gate, all 

doors/windows are locked and secured.  

 Watch and observe security system/cameras. 

 Maintain a record of all deliveries and deliver packages. 

 Escort any vendors to departments or through the facility. 

 Provide safe and secure functions during events. 

 Assist setup and takedown equipment's before and after events with Support Staff. 

 Check and patrol other facilities with UICSL.   

 Check and secure all fleet vehicles daily. 

 Daily log and debriefing to other security and supervisor. 
 Assist in emergency preparedness, including serving a role in evaluation of the UICSL clinic/offices when 

necessary.  

 Work in tandem with the Safety Committee to stay up to date on safety and emergency preparedness 

principles.  

 Assist staff and clients during an emergency, while maintaining order, directing staff and clients to safety 

locations and ensure facility is evacuated. 

 Demonstrate understanding and apply working knowledge of safety policies and ensuring safe practices.  

 Actively participate in internal quality improvement teams and work with clients proactively to drive 

quality improvement initiatives in accordance with the mission and strategic goals of the organization, 

federal and state laws and regulations, and accreditation standards, when assigned.  

 Keep all protected health information, (PHI) confidential and abide by HIPAA policies for the release and 

disclosure of any PHI. Will report unauthorized use of disclosure of PHI immediately, to supervisor or 

HIPAA Privacy Officer.  

 Work well under pressure, meet multiple and often competing deadlines.  

 At all times demonstrate cooperative behavior with supervisors, subordinates, colleagues, clients and the 

community.  
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MINIMUM QUALIFICATIONS        _______________________________________ 

Education:  High School diploma or equivalent. 
Experience:  One (1) year of Security Guard experience with a corresponding level of responsibility; 

and one (1) year of relevant work experience in health care field. 
Certifications/Licensure:  CPR and First Aid Certification (able to obtain after employment). 

Other:  Must pass a mandatory criminal background check. 
 

PREFERRED QUALIFICATIONS      
 

Education:  An associate degree or advanced/certified Security training 
Experience:  3+ years of experience working with AI/AN protective organization or equivalent. 

Certification/Licensure:  a) Certified Security Guard or similar credential  
Other:  a) Experience working in an I/T/U healthcare facility 

 

KNOWLEDGE, COMPETENCIES, AND CHARACTERISTICS (KCC)     
 

   Knowledge of and a demonstrated respect for AI/AN history, values, customs, and practices. 
 Knowledge of and ability to demonstrate strong customer service skills. 
 Knowledge of de-escalating difficult situations. 
 Strong problem-solving skills and assertive in challenging situation. 
   Ability to maintain strict confidentiality of client, visitor and staff information. 
 Ability to remain calm under high pressure. 
 Ability to manage multiple tasks and carry out instructions effectively. 
 Ability to anticipate needs. 
 Demonstrates a positive attitude of service and a respect for American Indian/Alaska Native cultures 
 Demonstrates dependability, reliability, and a willingness to accept responsibility  
   Demonstrates capacity to learn and adapt to potentially rapidly changing situations 
 Demonstrates characteristics of interpersonal effectiveness and conflict resolution 
 Demonstrates capacities for being assertive with a balance of professionalism and emotional intelligence 
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WORK ENVIRONMENT      
 
The work environment at UICSL involves normal office conditions and noise levels that can vary from low to 
moderate. Limited overnight travel may be required from time to time. This position may be exposed to certain 
health risks that are inherent when working within a health center facility. 
 

PHYSICAL DEMANDS      
 

While performing the duties of this job, an employee may frequently stand, walk, sit, bend, twist, talk and hear. 
There may be prolonged periods of sitting, keyboarding, reading, as well as driving or riding in transport vehicles. 
An employee must occasionally lift and/or move up to 25 pounds. Specific vision abilities required by this job 
include reading, distance, computer, and color vision. Talking and hearing are essential to communicate with 
patients, vendors, and staff. 
 

MENTAL DEMANDS      
 

Workloads in this position are dynamic and range from an awareness of technical details, to engaging broad strategic 
ideas and discussions. The incumbent in this position will often work alone but must also be prepared to handle 
employee issues as required. This position will require the ability to multi-task and handle stressful situations that 
impact the UICSL on an organizational level, so the incumbent needs to demonstrate a high level of emotional balance. 
Group presentation and education tasks are common, and there are numerous applicable standards and deadlines 
associated with this position. 

      
 
Disclaimer: The information in this document is designed to portray the general nature and level of work performance 
expected by employees in this position. It is not intended to be a comprehensive inventory of all duties, responsibilities 
and qualifications required of employees assigned to this position. Employees will be asked to perform other related 
and reasonable duties as needed by their direct supervisor. 
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Indian Preference Statement: As a federal contractor and in compliance with Sub-Chapter II, Chapter 14, Title 25 of 
the United States Code, the Act of April 16, 1934 (48 Stat. 596), as amended; and Section 7(b) of the Indian Self-
Determination and Education Assistance Act, Pub. L. 93-638, 88 Stat. 2205, 25 U.S.C. 450e(b), UICSL gives preference in 
employment opportunities to American Indians/Alaska Natives (AI/AN) who can perform the work outlined in our 
Position Description(s) regardless of age, sex, religion, or tribal affiliation (subject to existing laws and regulations). 
UICSL also extends preference to AI/AN organizations and AI/AN-owned economic enterprises in the awarding of any 
subcontracts engaged under our funding agreement(s). 

To the extent feasible and consistent with effective performance as a federal contractor, UICSL may give preference in 
employment and training opportunities to AI/ANs who are NOT fully qualified to perform the work outlined in our 
Position Description(s) regardless of age, sex, religion, or tribal affiliation (subject to existing laws and regulations); 
and UICSL may provide reasonable opportunities for training including on-the-job, classroom, or apprenticeship 
training designed to increase the vocational effectiveness of AI/AN employees.   

When UICSL is unable to fill our employment and subcontracting opportunities after giving full consideration and 
preference to AI/AN candidates, employees and/or subcontractors, UICSL will satisfy our needs by selecting non-AI/AN 
candidates and subcontractors in accordance with equal employment opportunity and affirmative action statues 
mandating that all qualified applicants will receive consideration for employment without regard to race, color, 
religion, sex, sexual orientation, gender identity, or national origin. (48 CFR §52.222-26). 

 
 

REVIEWED BY 
HUMAN 
RESOURCES: 
 

 
 
 
 

APPROVED BY 
EXECUTIVE 
DIRECTOR: 

 

 

PRESENTED TO 
BOARD OF 
DIRECTORS: 
 

 
 

Scheduled for November 28, 2023 
 
 

NEXT REVIEW 
DATE: 

November 2025 
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EMPLOYEE ACKNOWLEDGEMENT      
 
I have reviewed and been provided with the content of the Security Guard position description.  
 
My signature on this document certifies that I can perform the essential functions of this position as outlined in this 
description, with or without reasonable accommodation. A signed copy of this document will be maintained in my 
Personnel file for reference. 
 

Describe any accommodations required to perform these functions: 
 
 
 
 
 
 
 
 
 

 
Employee Name (Print) Employee Signature: Date: 
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