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JOB CODE SERIES:  Housekeeping Series
JOB CODE TITLE:
LAUNDRY MANAGER
HRIS TITLE:


LAUNDRY MGR
CHARACTERISTICS OF THE CLASS:  Works under general direction of higher level manager.  Has the authority to make decisions and implement procedures that promote the safest, most efficient operation possible. Plans, manages and supervises the operation of a large institutional laundry operation including pick up, production and delivery activities.  Work product consists of a well organized, smooth-running operation.  Responsible for managing the operation of a large institutional laundry; for the quality, efficiency, effectiveness and safety of the operation. 

EXAMPLES OF DUTIES:  Plans, coordinates and supervises the operation of an institutional laundry service.  Supervises the activities of state employees and/or inmate workers; instructs them in proper work techniques.  Establishes and implements procedures for most efficient methods of operating laundry.  Reviews work products and achievements of state employees and/or inmate workers; evaluates work and formulates plans for improvement.  Establishes and monitors work schedules.  Establishes and monitors work schedules.  Establishes and maintains training programs to ensure adequate subordinate workers training and cross-training.  Participates in interviewing and selection of state employees and/or inmate workers.  Operates laundry equipment as necessary during absences of state employees and/or inmate workers.  Formally evaluates work habits and activities of state employees and/or inmate workers.  Participates with supervisor in planning meetings to improve laundry services.  Meets with residence subordinate workers to discuss and resolve laundry problems.  Prepares periodic administrative reports of total laundry operation.  Maintains various administrative files.  Performs related work as required.

WORK CONDITIONS: Considerable walking, standing, exposure to heated surfaces, machinery, high temperatures when filling in for laundry workers.
KNOWLEDGE, SKILLS AND ABILITIES:

Knowledge of: department regulations, policies and procedures relating to the assignment; equipment operation and administrative procedures applicable to a large laundry operation; principles and practices of leadership and work management; textiles and fabrics and their reaction to soaps, bleaches, water temperatures, etc.; office practices and procedures.

Ability to: communicate verbally and in writing; plan, organize, operate and resolve problems in the context of a large institutional laundry operation; apply the principles and practices of leadership and work management when supervising State employees and/or inmate-workers; establish and maintain work relationships; perform mathematical calculations.
