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CITY OF CONCORD

CLASS SPECIFICATION

CLASS TITLE: 
CUSTODIAL SUPERVISOR



DATE: 08/16
DEPARTMENT:
GENERAL SERVICES





REPORTS TO:
ARENA & PROPERTIES MANAGER
JOB SUMMARY:
Performs supervisory work, assignment, direct supervision of custodial employees, and hands-on participation in maintaining the cleanliness and sanitation of City buildings, furnishings and equipment, including the building entrances and exterior walkways.  The Custodial Supervisor is also responsible for training new employees in proper custodial procedures, and the use and care of manually operated tools, electrically-powered machines, cleaning compounds, solvents, and chemicals. 
ESSENTIAL JOB FUNCTIONS:

Plans, organizes, and evaluates daily operations to include scheduling and specifying policies, procedures, equipment, and staffing; plans short-term activities and special projects; develops and implements work objectives.
Plans, allocates, and monitors time, people, equipment, and other resources for the division to ensure efficient organization and completion of work.

Knows principles and processes for providing customer support including; customer needs assessment, meeting documented quality standards, and evaluation of customer satisfaction
Oversees administrative activities such as assisting with preparation of divisional budget; maintains facility and operation files and historical data on facility custodial operations; maintains employee time sheets and payroll records.

Identifies and develops potential sources of supplies, materials, equipment, and services capable of providing appropriate quality at appropriate prices; submits requisitions according to research; manages the purchasing and inventory control of equipment and supplies for work group.

Participates in snow and ice removal activities.  

Carries out supervisory responsibilities, when applicable, in accordance with city policies, procedures, and applicable laws, including  training  in  job  skills, appraising performance, addressing complaints,  reporting problems to supervisor, and planning, assigning, directing, and monitoring, work.  

Performs other related duties as assigned.

MATERIAL AND EQUIPMENT USED:
Hand Tools and Meters
De-icing and Traction Material

Power Tools
Motor Vehicle
Computers and Computer Software
Floor Cleaning Equipment

MINIMUM QUALIFICATIONS REQUIRED:

Education and Experience:
High School Diploma or equivalent from an accredited institution, and four to six years of progressively responsible experience in custodial trades; and, two to four years of experience in supervisory capacity or any combination of education, training and experience which provides the knowledge, skills and abilities required for the job.

Licenses and Certifications: Valid New Hampshire Driver's License. 

KNOWLEDGE, SKILLS, AND ABILITIES:

Knowledge of:

Thorough knowledge of methods used in the cleaning of buildings including; standard methods, equipment, and supplies used in large scale janitorial activities including vector control practices.

Modern purchasing methods and procedures, and of the laws, rules, regulations, codes, and statutes governing the purchase of materials, supplies, equipment, and services.

Accepted personnel practices, procedures, and polices including supervision, recruitment, selection, training, labor relations, and performance evaluation. 
Occupational hazards, safety regulations, and precautions relating to the custodial trade and the protection of public safety.

Technology applications, including; Microsoft Office, and proprietary computerized maintenance management system (CMMS), and database software.

Methods, materials, and equipment in used in facility custodial maintenance work, including a thorough knowledge of the qualities, adaptabilities, uses, and repair of common tools, equipment, and materials used in cleaning and maintenance activities.
Skill in:
Organizing work, setting priorities, meeting critical deadlines, and following up on assignments with a minimum of direction.
Preparing documentation of work hours and activities, clear and concise reports, correspondence, and other written materials.

Supervision and coordination of the work activities of subordinates, including the direction of workers, mmotivating, developing, and directing people as they work, and identifying the best people for the job.
Development and administration in training and professional development programs.

Use of various types of hand and power tools.  Simple repair and maintenance techniques in a wide variety of trade disciplines.

Mental and Physical Abilities to: 

Determine appropriate staffing, equipment, materials, and time requirements to maintain assigned properties at a high level of cleanliness.   
Schedule work to meet normal requirements without interfering with property users or occupants of office space.

Prepare and maintain records and reports.

Read and interpret documents such as safety rules, operation, maintenance instructions, and procedure manuals.

Work from oral and written instructions and specifications.
Establish and maintain effective working relationships within the workplace.

Inspect buildings, rooms, storage spaces, hallways, fixtures, and custodial equipment to observe the results of work.
Deal courteously and diplomatically with the general public and City staff.
Communicate effectively, so others will understand, both orally and in writing.

Read, analyze, and interpret technical procedures and government regulations.

Add, subtract, multiply, and divide whole numbers, common fractions, and decimals.

Solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists.

Perform duties while sitting at a desk or table or while intermittently sitting, standing, stooping, walking, bending, or crouching.

Frequently lift light and move heavy objects up to 70 pounds without assistance.
Climb ladders.

Use tools or equipment requiring a high degree of dexterity.

Distinguish between shades of color.

Working Conditions:
Work is performed in an office or outdoors, where the employee may be exposed to cold or inclement weather.

Work is performed in a very noisy place.

Work exposes the employee to dust, dirt, grease, machinery with moving parts, and irritating chemicals.

Work requires the use of protective devices such as masks, goggles, or gloves. 
· Adaptability/Flexibility — Job requires being open to change (positive or negative) and to considerable variety in the workplace. 



· Stress Tolerance — Job requires accepting criticism and dealing calmly and effectively with high stress situations. 


· Cooperation — Job requires being pleasant with others on the job and displaying a good-natured, cooperative attitude. 


· Initiative — Job requires a willingness to take on responsibilities and challenges. 


· Concern for Others — Job requires being sensitive to others' needs and feelings and being understanding and helpful on the job. 


· Persistence — Job requires persistence in the face of obstacles. 


· Independence — Job requires developing one's own ways of doing things, guiding oneself with little or no supervision, and depending on oneself to get things done. 


· Achievement/Effort — Job requires establishing and maintaining personally challenging achievement goals and exerting effort toward mastering tasks. 


· Social Orientation — Job requires preferring to work with others rather than alone, and being personally connected with others on the job. 


· Innovation — Job requires creativity and alternative thinking to develop new ideas for and answers to work-related problems. 


· Analytical Thinking — Job requires analyzing information and using logic to address work-related issues and problems. 


