4-20-90 SEN CR EVENT ATTENDANT, 3168
EVENT SUPERVI SR, 3169

Summary of Duti es: Seni or Event Attendant: Acts as | ead to enpl oyees
engaged in setting up and renovi ng equi prent and furniture and rel ated
structures used for events; specialized cleaning and service work of

the event facilities of the Los Angel es Convention Center, and does

rel ated work.

Event Supervi sor: Pl ans, organi zes and directs the work of Senior
Event Attendants and ot her enpl oyees engaged in the set-up and renoval
of equiprment and furniture used for events; specialized cl eaning and
service work of the event facilities of the Los Angel es Conventi on
Center; applies supervisory principles and techni ques in building and
mai ntai ning an effective work force; fulfills affirnmative action
responsi bilities; and does rel ated work.

D sti ngui shing Feat ures: Seni or Event Attendant: Acts as | eadwor ker
to enpl oyees engaged in the set-up and renoval of equi pnent and
furniture used for events; specialized cleaning and service work of

the event facilities of the Los Angel es Convention Center, and works
with thema large part of the tine. The work is normally perforned
using sinple floor plans. The planning, organizing, and assigni ng of
work is normally the responsibility of an Event Supervisor, who is a
full-time supervisor. The work i s sel dom checked while in progress,

but the results are reviewed for conformance to instructions.

The class of Senior Event Attendant is distinguished fromthe cl ass of
Senior Qustodian in that the Senior Qustodian nornally perforns and

| eads enpl oyees engaged in routine cleaning and janitorial duties, and
furniture noving duties of limted conplexity while the Senior Event
Attendant regularly perforns and | eads enpl oyees engaged i n equi pnent
and furniture noving activities and specialized cleaning activities of
a conplex nature at the Convention Center. An enployee of this class
may be required to work on eveni ngs, weekends, and hol i days.

Event Supervi sor: Acts as supervisor to Senior Event Attendants and
ot her enpl oyees involved in the set-up and renoval of equi pnent and
furniture used for events; specialized cleaning and service work of
the event facilities of the Los Angel es Convention Center. |ncunbents
in the class of Event Supervisor, as bona fide supervisors, are

di stingui shed fromlead workers in that they are responsible for the
performance of the full range of supervisory activities including:
application of discipline,processing and resol ution of grievances,

eval uation of performance and approval of tine off requests.

In contrast to a Senior Event Attendant who is a | ead worker, an Event
Supervi sor spends nost of the tinme supervising, devel opi ng work
schedul es, and mai ntaining records pertaining to enpl oyees' work hours
and equi prrent. The work performed by an enployee of this class is
reviewed not only by a supervisor but also by Convention Center
clients for conformance to their needs and by Fire Inspectors for



confornmance to the Fire Code.

The cl ass of Event Supervisor is distinguished fromthe class of Head
Qust odi an Supervisor in that the Head Qustodi an Supervi sor normal |y
supervi ses cleaning and janitorial duties and, occasionally, furniture
noving activities of limted conplexity while the Event Supervisor
regul arly supervises equi prrent and furniture noving activities and
speci alized cleaning activities of a conplex nature at the Convention
Center. An enployee of this class nay be required to work eveni ngs,
weekends, and hol i days.

Exanpl es of Duties: Seni or Event Attendant: Assists and acts as | ead
wor ker to enpl oyees on a single shift involved in setting up and
renmovi ng equi pnent and furniture for events at the Convention Center

i ncludi ng stagi ng, scaffolding, portable dance floors, tenporary
carpeting, portable ticket booths, turnstiles, ticket cans, chair
risers, and novable walls; assists in the supervision and cl eani ng of
the main auditoriumfloor of the Conventi on Center when shows are
nmoving in or out, and daily before a show opens; interprets floor

pl ans showi ng auditoriumfloor and room | ayouts to determne how to
set up furniture and equi pnent for events; insures that neeting roons,
the main auditoriumfloor, restroons, and rel ated areas are kept clean
before, during, and after events; checks work in progress and upon
conpl etion; insures that subordinates are supplied with necessary
tools, equipnent and materials; trains and eval uates subordi nates;

i nsures that subordinates are using safe work net hods and practi ces;
keeps time, cost, and activity records; periodically inspects neeting
room equi pnment and arranges repairs when necessary; nay occasionally
make mnor repairs to nmeeti ng room equi pnent; and nmay occasionally be
assigned to other duties for training purposes or to meet

t echnol ogi cal changes or energenci es.

Event Supervi sor: Supervi ses Seni or Event Attendants and ot her

enpl oyees engaged in setting up and renovi ng equi prrent and furniture
used for events at the Convention Center; |lays out work and devel ops
wor k schedul es on a seven-day, multi-shift basis for enpl oyees
assigned to the Events Services Section; determnes the nunber of
part-tine enpl oyees needed to conpl ete work assignments and hires the
requi red nunber of such enpl oyees; prepares cost estinmates and ot her
reports; conducts in-service training classes in the set-up and
renmoval of furniture, cleaning procedures, safety practices, and fire
prevention procedures; checks work upon conpl etion for conformance to
instruction; establishes operating procedures and work standards; and
may occasionally be assigned to other duties for training purposes or
to meet technol ogi cal changes or unexpected energenci es.

Comuni cat es equal enploynent/affirmative action information to
enpl oyees; applies job-related criteria in selecting, orienting,
assi gning, training, counseling, evaluating, and disciplining
subordi nates; assists enployees in preparing for pronotion as
described in the Gty's Affirmati ve Action Program



Qualifications:

Seni or
Event

Knowl edges: At t endant

Met hods, nmaterials, tools

and equi prent used to set up

and renove events; Wor ki ng

Safety practices applicable

to setting up and renovi ng

events; Wor ki ng

Provi sions of the Los Angel es

Fire Code and Buil di ng Code

applicable to events held at

t he Convention Center; Wor ki ng

Supervi sory principles and

practi ces including: planning

del egating, and controlling

t he work of subordi nat es; Wor ki ng

Techni ques of trai ning,

instructing and eval uation of

subor di nat e wor k perfornance; Cener a

Techni ques for counseling,

di sci plining, and notivating

subor di nat e personnel ;

Procedures for grievance

handl! i ng;

Supervisory responsibility

for EEQ AA as set forth in

the Qty's Affirmative Action

Pr ogram

Ef fective safety principles

and practi ces; Good
Seni or
Event

Knowl edges: At t endant

Menor anda of under st andi ng
as they apply to subordinate
per sonnel ;

Event
Super vi sor

Good

Good

Good

Good

Good

Good

Good

Good

Good

Event
Super vi sor

Wr ki ng



Gty personnel rules, policies
and procedures;

Seni or
Event

Abilities: At t endant

Per f or m sust ai ned physi ca
wor k; X

Qper at e equi prent used in

setting up and renovi ng

events, and custodi al

equi pnent ; X

Understand oral and witten
directions and sinple floor
pl ans depi cting room and hal
lay outs; X

Deal tactfully and effectively
wi th other enpl oyees, clients,
and the public; X

G ve c!ear and concise ora
and witten instructions; X

Pl an, lay out, supervise, and
i nspect the work of event
servi ces enpl oyees;

Trai n subordi nates in work
procedures and safety practi ces; X

Mai ntai n or supervise the
mai nt enance of records of
enpl oyees' work hours,
suppl i es, and equi pnent and
to estimate future require-
nent s;

Prepare work schedul es for

enpl oyees working in various

| ocations in the Convention
Center on a 24-hour day, 7-day
week basi s.

Seni or
Event

Cener a

Event
Super vi sor

Event



Abilities: At t endant Super vi sor

Mai ntain a work environnment to
enhance bot h enpl oyee noral e and

productivity; X X
Apply supervisory principles and
t echni ques; X
Ful fill supervisory affirmative

action responsibilities as
indicated in the Qty's
Affirmative Action Program X

Two years of experience in setting up and renoving nmaj or events such
as trade and consuner shows, conventions, and banquets, and in
interpreting event service orders is required for Senior Event

At t endant .

Two years of experience in supervising the set-up and renoval of ngjor
events such as trade and consunmer shows, conventions, and banquets is
required for Event Supervisor.

License: Awvalid California driver's |license may be required.

Physi cal Requirenents: Seni or Event Attendant: Strength to perform
average lifting up to 25 pounds and occasional ly over 70 pounds; good
speaki ng and hearing ability; and good eyesi ght.

Event Supervi sor: Strength to performaverage lifting of less than 5
pounds and occasionally over 25 pounds; good speaki ng and heari ng
ability; and good eyesight.

Persons with nedical limtations may, w th reasonabl e accomodati ons,
be capabl e of performng the duties of some of the positions in this
class. Such determ nation nust be nade on an individual basis in
light of the person's limtations, the requirenments of the position,
and the appointing authority's ability to effect reasonabl e
accomodations to the person's |limtations.

As provided in Gvil Service Commssion Rule 2.5
and Section 4.55 of the Admnistrative Code, this
specification is descriptive, explanatory and not
restrictive. It is not intended to decl are what
all of the duties and responsibilities of any
position shall be.



