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22nd District Agricultural Association
	Classification Title/Code:  Custodian Supervisor I (2002)                                
	Department:  Facilities 

	Working Title:  Custodian Supervisor I 
	Tenure:  Permanent  
	Time Base:  Full Time

	Reports to:  Facilities Manager 
	CBID:  S12
	FLSA Status:  Non-Exempt

	
	Supervision Exercised:  Yes 
· Custodian II (3)



	Name:  Vacant
	Effective Date:  TBD


The statements contained in this job description reflect the general details as necessary to describe the principal functions of this job. This job description should not be considered an all-inclusive listing of the work requirements. The incumbent of this position may perform other duties (commensurate with this classification) as assigned, including work in other functional areas to cover during absences, to equalize peak work periods, or otherwise to balance the work load.

Position Description
Under the direction of the Facilities Manager/Maintenance and Operations Supervisor, the duties of the Custodian Supervisor I, include, but are not limited to, directing the custodial/janitorial operations of all properties and facilities of the 22nd District Agricultural Association (22nd DAA), supervising skilled, semi-skilled and unskilled custodial staff, working with clients and staff on a wide variety of shows, concerts, and events, ensuring training and safety are enforced, inspecting contract work, and performing other related responsibilities.

Essential Job Functions     
Employee must be able to perform the following functions with or without reasonable accommodations. Consideration of reasonable accommodation for qualified individuals with disability may be made, providing that doing so does not impose an undue hardship.

40% Supervision of Custodial/Janitorial Operations
· Plans, organizes, and directs the work of staff engaged in a variety of custodial functions including but not limited to cleaning buildings, offices, and/or common areas by sweeping, mopping, scrubbing, spot cleaning, and waxing floors; vacuuming rugs, spot cleaning and shampooing carpets; emptying and sanitizing waste receptables; cleaning and disinfecting areas.
· Evaluates custodial/janitorial needs and allocates accordingly by identifying materials, supplies, tools, equipment, methods, and staff required in custodial/janitorial operations of the facility. 
· Makes visual inspection of all aspects of custodial operations, construction, work orders, equipment, materials, and supplies by making rounds to ensure jobs and plans are completed efficiently and specifications are within regulatory requirements. Monitors and prioritizes work orders using the 22nd DAA’s computerized work order system, assigns jobs with appropriate staff, and reviews projects regularly ensure quality of work and projects are completed according to schedules and deadlines.  
· Prepares multiple operating and custodial/janitorial schedules using organizational skills and computer applications ensuring work and projects are designed and planned with available materials and equipment.  
· Supervises the requisitioning, accounting, and storage of materials, supplies, tools, and equipment in order to maintain labor and material records accurately. Utilizes various methods to maintain inventory of equipment, materials, and supplies for conducting daily operations and events to ensure best possible customer satisfaction. 
· Demonstrates a complete knowledge of chemicals and equipment used in performing all required cleaning duties through utilization of personal protective equipment (PPE) and material safety data sheets (MSDS).
· Manages multiple projects and work requests in an increasingly fast-paced, high-pressure environment that can present stressful situations by utilizing multi-tasking techniques, while maintaining a positive attitude and remaining flexible in adapting to changes.
· Presents information clearly and concisely and timely communicates, orally and in writing, with management, staff, and others to effectively share information of project timelines, schedule changes, and status of projects in order to contribute to the efficiency and productivity of the 22nd DAA. 

25% Daily Operations, Inventories and Repair Requests
· Oversees daily and directs the custodian and janitorial staff in connection with the presentation of a wide variety of events, shows, and concerts by supervising the setup, maintenance, and tear down of facility event activities. 
· Assess and completes appropriate documentation for management to report building and facility repairs throughout the property in order to maintain safe buildings and to ensure the delivery of quality service.
· Reviews event requirements and estimates personnel, equipment, and materials required to successfully prepare, maintain, and clean up from various events.
· Coordinates and assists in the cleaning of restrooms as needed for events activity.  Assists with furniture moves within buildings for setups and take-downs.  Coordinates for all trash pick-up, sweeping, and cleaning of facility after each event in addition to daily maintenance.
· Works with promoters, exhibitors, event coordinators, and other staff to successfully complete each event to the client’s satisfaction and ascertains needs are met for particular events.
· Establishes and maintains effective professional working relationships with staff, the public, vendors, contractors, and all users of facility by utilizing excellent customer service skills. 
· Prepares pre-event and post-event reports using standard office equipment and pertinent software applications.
· Performance isolated cleaning, including spills and emergency clean up as needed.


15% Team Development and Leadership
·  Works effectively with a variety of individuals from a wide range of cultural, social, economic, and educational backgrounds in order to develop and maintain cooperative working relations with all District staff, contractors, promoters, government agencies and others contacted in the course of work. 
· Trains staff in procedures and maintains an ongoing training/retraining program in order to ensure that all staff are familiar with procedures at all times. 
· Plans and delegates the work plan for staff by assigning work activities and projects based on functional areas involved, workload levels, individual expertise, and skills.  Determines work priorities, scope assignments, and establishes deadlines to ensure objectives are met effectively and in a timely manner.
· Utilizes staff performance evaluations and probationary reports to ensure performance objectives and standards are met by establishing and conveying consistent standards and expectations via written and verbal communication/direction. 
· Coordinates with the Human Resources Department on employee issues and acts as needed to resolve issues.
· Works actively to resolve disagreements and conflicts amongst staff to achieve a harmonious and a productive work environment by establishing and maintaining effective relations, exhibits tact, and works actively to resolve conflicts in order to ensure cooperation.


15% Training and Safety
· Trains and directs staff on the proper operation and maintenance of equipment, tools, and materials used in connection with facility and building maintenance ensuring that all safety precautions are made and enforced in accordance with 22nd DAA policies and procedures. 
· Thinks and acts quickly to respond promptly to emergency situations and evaluates the most appropriate course of corrective action and proper safety procedures. 
· Drives motorized cart safely and in accordance with policies and procedures to and from work areas.
· Follows all safety precautions, standards, policies, and procedures by ensuring compliance with applicable building and safety codes, hazardous waste disposal, Occupational Safety and Health Administration (OSHA), hazardous materials, etc. and ensures these are adhered to by staff. 
· Contributes to a safe educational and working environment by participating in training and being prepared to take actions should a health or safety emergency occur. 
· Ensures self and support staff have completed all pertinent and required training courses.

Marginal Job Functions  

5% Other Related Responsibilities 
· Responds to emergency situations during and after standard hours of operations to resolve urgent issues or immediate safety concerns. 
· Rotates to cover other custodial positions as determined by Facilities Manager. 
· Acts as backup for the other Facilities management team during an absence in order to respond to immediate inquiries and take appropriate actions in a timely manner following existing policies, processes and procedures.
· Performs other duties as directed, requested or assigned, consistent with roles and responsibilities. 

Working Conditions  
Essential job functions require considerable physical strength, agility, and mobility to perform heavy, sustained physical work. Work activities involve occasional periods of sitting, standing, balancing, crawling, kneeling, reaching, squatting, stooping, and bending and twisting of waist and neck. Work involves frequent walking, including walking on uneven ground. Work activities also include frequent lifting, carrying, pushing, and pulling average-weight cleaning and maintenance equipment, tools, materials, supplies, and furniture up to 50 pounds; occasional ascending and descending stairs and ladders; and occasional power grasping and repetitive hand movement, fine finger dexterity, and coordination to operate various equipment. Work activities require ability to operate light vehicles including riding power equipment, to verbally communicate and hear to exchange information, to see to perform assigned tasks, and to read, write, and speak English at a level required for successful job performance. Work is performed both indoors and outdoors under adverse weather conditions and necessitates willingness to conform to the District’s uniform requirements. Work involves occasional exposure to the elements consisting of dust, dirt, fumes, chemicals, and unpleasant odors. Work environment involves some exposure to hazards or physical risk that require following basic safety precautions. 
Attendance, Conduct, And Performance Expectations  
This position requires the incumbent to maintain acceptable, consistent, and regular attendance at the job site at such level as is determined at the Department’s sole discretion; work cooperatively with team members and others and meet performance expectations to enable the District to provide the highest level of service possible; communicate effectively (orally and in writing if both appropriate) in dealing with the public, employees, and others; develop and maintain knowledge and skill related to specific tasks, methodologies, materials, tools, and equipment; complete assignments in a timely and efficient manner; and adhere to District policies and procedures regarding attendance, leave, and conduct. Also, must be regularly available and willing to work the hours the Department determines are necessary or desirable to meet its business needs. 


Duties of this position are subject to change and may be revised as needed or required.





ACKNOWLEDGEMENTS     

	EMPLOYEE’S STATEMENT:  I acknowledge that I have read and understand all the requirements and agree to the expectations of the position. I have discussed with my supervisor the duties of the position and have received a copy of this job description.  I certify that I possess essential personal qualifications including integrity, initiative, dependability, good judgment, and ability to work cooperatively with others; and a state of health consistent with the ability to perform the assigned duties as described above with or without reasonable accommodation. (If you believe reasonable accommodation is necessary, discuss your concerns with your supervisor. If unsure of a need for reasonable accommodation, inform your supervisor, who will discuss your concerns with the Human Resources Department.)

	The statements contained in this job description reflect the general details as necessary to describe the principal functions of this job. This job description should not be considered an all-inclusive listing of the work requirements. Individuals may perform other duties as assigned, including work in other function areas to cover absence of relief, to equalize peak work periods, or otherwise to balance the work load.

	Employee’s Name (Print Name)
	Employee’s Signature
	Date

	SUPERVISOR’S STATEMENT:  I have discussed the duties of the position with the employee.

	Supervisor’s Name (Print Name)

	Supervisor’s Signature
	Date

	Human Resources Approval (Print Name)

	Human Resources Signature
	Date
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