YOSEMITE COMMUNITY COLLEGE DISTRICT Range: 23

CUSTODIAL SERVICES MANAGER

DEFINITION
Under direction, plans, organizes, directs and manages the custodial operations and activities

related to the campus maintenance of Yosemite Community College District; plans and
administers district policies and procedures related to the custodial maintenance and operations,
support for campus events and activities, and performs other duties as assigned.

SUPERVISION RECEIVED AND EXERCISED
Receives direction from the Senior Director of Facilities Planning, Maintenance Transportation.
Provides direct and indirect supervision to custodial services personnel as assigned.

ESSENTIAL DUTIES

Manage, plan, supervise and coordinate the custodial operations and activities related to the
district’s custodial operations; plan and administer district policies and procedures related to
the care and cleanliness of college and district buildings, and support of campus events and
activities.

Provide leadership and coordination in the custodial operations and care of all district
buildings.

Plan, organize, supervise and coordinate the custodial maintenance operations of the college
and district.

Effectively administer the custodial needs through the district’s computerized work order
system; and other district programs.

Develop work schedules; schedule overtime assignments; plan work activities; inspect work;
recommend improved methods and changes, as appropriate.

Assist in the training, coordination and scheduling of staff for recycling and energy
conservation programs.

Establishes and monitors supply and equipment inventories; tests new custodial supplies and
equipment; researches and recommends major acquisitions, as needed.

Perform daily inspections of buildings to check on the need for custodial maintenance;
establish work priorities.

Plan, develop, and schedule long-range facility cleaning and related maintenance programs.
Supervise, train and evaluate personnel; supervise staff training; prepare evaluation reports;
review and discuss staff requirements and performance with employees.

Receive and respond to emergency calls related to custodial maintenance and support for
campus events and activities.
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e Prepare a variety of reports, records, files and correspondence related to custodial
maintenance functions.

e Work cooperatively with all departments; establish and maintain effective work relationships
with those contacted in the performance of required duties.

e Maintain Custodial warehouse and warehouse inventory.

e Maintain updated SDS records for Custodial operations.

e Attend meetings; participate on committees and/or task forces as assigned.

e Perform other related duties.

TYPICAL WORKING CONDITIONS
e Work generally involves both indoor/outdoor work environments with some exposure to
environmental extremes.

MINIMUM QUALIFICATIONS
To perform this job successfully, an individual must be able to perform each essential duty
satisfactorily. The Education/Experience, Knowledge and Ability requirements are representative
of essential duties. Reasonable accommodation may be made to enable individuals with
disabilities to perform the essential functions of the position.

Education and Experience:

e Education: Completion of two years of college coursework or industry applicable
certifications in custodial maintenance/trades.

e Experience: Three years of increasingly responsible experience in custodial maintenance;
including one year in a supervisory or lead capacity.

Knowledge of:

e Policies, procedures, equipment, materials and supplies related to custodial maintenance and
support for campus events and activities;

e The use of tools, equipment, supplies, practices, and methods associated with the custodial
maintenance;

e Principles and practices of employee supervision, including work planning, assignment
review and the training of staff in work procedures;

e Applicable safety and health regulations related to custodial maintenance; safe work
procedures and practices;

e Computer applications, automated work order systems related to the work and various
applicable district software programs.

e Basic principles of procurement.

Ability to:

e Plan, organize, and direct a program of custodial maintenance and support;

e Estimate time and costs in the conduct of comprehensive custodial operations;
e Effectively supervise and train staff;

e Communicate effectively in oral and written form;

e Establish and maintain cooperative working relationships.
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Licenses and Certificates:
When driving a district vehicle, a valid California driver’s license and evidence of appropriate

automobile insurance based on DMV regulations may be requested.

Physical and Mental Standards:

Mobility: ability to sit for long periods, move about an office, stand occasionally, reach above
and below desk level; some heavy physical effort that may include frequent standing, walking,
and lifting. May also involve frequent activities requiring full body exertion.

Dexterity: fine manipulation sufficient to operate a various hand tools and or machines.
Lifting: occasional lifting or moving heavy parcels, machines or equipment of 50 pounds or
more.

Visual Requirements: close vision sufficient to read files, documents, and computer screens
and do close-up work; ability to adjust focus frequently.

Hearing/Talking: ability to hear normal speech, speak and hear on the telephone, and speak
in person.

Emotional/Psychological Factors: ability to make decisions and concentrate; frequent
contact with others including some public contact; frequent deadlines and time-limited
assignments.

Class Adopted: 03/01/11
Class Amended: 9/1/23



