STATE OF ARIZONA JOB CODE CLASSIFICATION SPECIFICATION

	FLSA:
	EXP
	Job Code:
	ACV32608

	Job Class Code:
	150
	Salary Schedule:
	AREG

	EEO Category:
	08
	Grade:
	20

	Workers Comp Code:
	9015
	
	

	
	
	
	

	Job Code Established:
	02/23/96
	Effective Date:
	

	Job Code Revised:
	9/28/92
	Effective Date:
	


JOB CODE SERIES:  Residential Services

JOB CODE TITLE:
CAPITOL COMPLEX CUSTODIAL MANAGER
HRIS TITLE:

CAPITOL COMPLEX CUSTODIAL MGR
CHARACTERISTICS OF THE CLASS:  Reports to the Assistant Director of Property Management.  Has the authority to hire and discipline employees; develop modified procedures; determine selection of employees; determine schedules. Manages the custodial program for the Capitol Complex.  Work product consists of clean buildings in Capitol Complex.  Orders and maintains inventory of supplies.  Responsible for insuring custodial services for Capitol complex; ordering supplies; hiring staff; evaluation of subordinate supervisors; establishment of service requirements.

EXAMPLES OF DUTIES:  Supervises subordinate supervisors and directs the work crews engaged in cleaning capitol complex buildings.  Devises a schedule for custodial crews, matching personnel and performance requirements or each job.  Determines materials and supplies required to fill routine needs of the work unit by comparison of alternatives and calculation of cost and supply priorities.  Reviews work of subordinate-level workers for quality control.  Orders and reorders supplies for work unit as needed.  Instructs, directs and advises subordinate supervisors and other as necessary.  Participates in planning for the next budget period by compiling past expenditure figures and estimating future costs.  Evaluates work procedures, methods and rules for a work unit; and established these in practice.  Confers with superior, who is head of operational division, concerning work or work system; gives information and receives instruction and guidance plans for better use of material and personnel resources in a work unit; examines materials and confers with supervisors and staff.  Adapts production schedules to meet personnel and equipment changes.  Perform related work as required.

WORK CONDITIONS: No unusual work conditions.
KNOWLEDGE, SKILLS AND ABILITIES:

Knowledge of: principles and practices of leadership and work management; the  layout and square footage of each building and the personnel and performance requirements/work standards for each job; budget management, inventory control and product distribution; workers' abilities; cleaning chemicals,  solutions, equipment, tools and supplies needed for jobs.
Ability to:  apply the principles and practices of leadership and work management; develop equitable work standards; match worker’s abilities with needs of cleaning crews.

