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Summary of Duties : Supervises one or nore groups of custodia
enpl oyees engaged in a variety of cleaning and custodial tasks in Gty
bui | di ngs; and does rel at ed worKk.

D stingui shing Features : A Qustodi an Supervisor is responsible for
organi zi ng the work and supervising a noderate to | arge group of

cust odi al enpl oyees, including one or nore Senior CQustodial Services
Attendants. An enployee of this class, as a full-tinme supervisor, has
the full range of supervisory responsibilities such as hiring,
assigning and review ng work, training, disciplining, and eval uating
performance. A Qustodi an Supervi sor nornally does not receive close
super vi si on.

A Head CQustodi an Supervi sor supervises a | arge scal e custodi al
operation, through a nunber of Custodian Supervisors. An enpl oyee of
this class is responsible for coordinating a nunber of crews engaged
in custodial work in several |arge buildings or many snal |l er buil di ngs
| ocated over a large area of the Gty. Since the nornmal custodi a
work in a large public building is very routine, this enployee's nmain
responsibility is to ensure that the custodial services are carried
out pronptly and correctly.

Exanpl es of Duties : Qustodian Supervisor : Lays out work routines and
assigns duties to subordinates engaged in a variety of cleaning and
custodial tasks in Gty buildings; instructs and supervi ses

subordinates in the performance of custodial duties; inspects work
periodically to determne that it is properly done and that al

assigned work is carried out; submts witten activity and inspection
reports; orders, stores, issues and keeps records of cleaning

suppl i es; keeps tine records; inspects subordinates for personal

appear ance;

| nspects lights, plunbing, and general condition of the building;
makes or orders mnor repairs and nmakes witten reports to supervisors
on conditions requiring further attention; receives notices from
supervisors as to specific cleaning to be done and repairs to be nade
and assi gns such work to subordinates; supervises the m xing of hand
and fl oor soap; eval uates subordi nates on their performance; fulfills
supervi sory affirmative action responsibilities as set forth in the
Gty's Affirmative Action Program periodically checks for fire
hazards and control facilities and nay give instructions in the use of
fire control equipnent; may have charge ofstarting a | ow pressure
heating systemor a ventilating system and nay act as a guard as an

i nci dental duty.

Head Qustodi an Supervisor : Supervises, through subordi nate
supervi sors, groups of crews engaged in cleaning and custodi al tasks
in Gty buildings; fulfills supervisory affirmative action




responsibilities as set forth in the GQty's Affirmative Action
Program responsi ble for investigati ng and nmaki ng recomrendati ons on
disciplinary matters pertai ning to subordi nates; studies work

requi renents, nmakes assign nents of duties, and orders the transfer of
personnel fromone crew to another; nakes frequent inspections of work
done by the crews; receives requests for custodial supplies from
subor di nat es, consolidates such requests, and orders the supplies;
receives orders to performspeci al tasks and nakes assignnents to
performthe work; instructs subordi nates on i nproved nethods of

cl eani ng; supervi ses the keeping or keeps tine and other records and
prepares reports; may supervise instruction of fire prevention and
control; and may have charge of starting up a | ow pressure heating
systemor ventilating system

Enpl oyees of both classes may occasionally be assigned other duties
for training purposes or to nmeet technol ogi cal changes or energenci es.

Qualifications :

Head

Qust odi an Qust odi an
Knowl edges : Super vi sor Super vi sor
A eani ng et hods, naterials, chemcals,
di sinfectants, and custodi al equi pnent
and their care and nai ntenance require
nment s; Good Good
Safety practices as applied to custodi al
wor K; Good Good
Safety practices as applied to the use
of |adders, scaffolds, and safety belts; Good Good
Principles and practices of supervi sion; Good Good
Laws and regul ations relating to equal
enpl oyrment opportunity and affirmative
action; Good Good
Pl ant protection; Cener al Wr ki ng
Fire prevention and control; Cener al Wr ki ng

Gvil Service Commission Rul es; Cener al Wr ki ng
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Head

CQust odi an

CQust odi an
Know edges (Cont.)

Super vi sor

Super vi sor

Menor anda of understanding as they apply
t o subordi nate personnel;

Gener a

Gener a

Bui | di ng machi nery and equi pnent;
Genera
Genera

Abilities:

Understand and follow oral and witten
directions;

X

X

Deal tactfully and effectively with other
enpl oyees and the public;
X

X

Plan, lay out, supervise and inspect the
wor k of custodi al enpl oyees;

X

X

Train subordinates in the use of |adders,
scaffol ds, safety belts, and other safety
practices as applied to custodial work and
in using inproved cl eaning nethods;

X

X

Prepare work schedul es, and cl ear and
conci se activity and inspection reports;
X
X

Devi se good safety procedures;
X
X

G ve clear and concise oral and witten
i nstructions;

X

X

PACE 3
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Mai ntai n or supervise the mai nt enance
of records of supplies and equi pnent,
and estimate future requirenents.

X

X

Four years of experience as a Qustodial Services Attendant or in a class which is at
least at that level and provides custodial experience is required for CQustodia
Super vi sor.

Two vyears of experience as a Qustodian Supervisor or four years as a Senio
Custodi al Services Attendant or in classes which are at least at those |evels an
which provide experience in line supervision of cleaning and custodial tasks i
requi red for Head Qustodi an Supervi sor.

License: Awvalid California driver's license nay be required for all classes.
Physical Requirenments: Both dasses: Strength to performaverage lifting up to

pounds and occasional ly over 15 pounds; good speaking and hearing ability; and goo
eyesi ght .

Persons with medical limtations nay, wth reasonabl e acconmodati ons, be capable o
performng the duties of sone of the positions in these classes. Such deternination
must be made on an individual basis in light of the person's limtations, th
requirements of the position, and the appointing authority's ability to effec
reasonabl e acconmmodati ons to the person's limtations.

As provided in CGvil Service Commssion Rule 2.5 and Section 4.55 of th
Adm nistrative Code, this specification is descriptive, explanatory and no
restrictive. It is not intended to declare what all of the duties an
responsi bilities of any position shall be.
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