SANTA CLARA COUNTY OFFICE OF EDUCATION

CLASS TITLE: SUPERVISOR - HEAD START OPERATIONS SUPPORT SERVICES/RESTRICTED

BASIC FUNCTION:

Under the direction of the Manager-Head Start Planning and Support, organize and direct the
work activities of facility maintenance, custodial activities and staff of the Santa Clara County
Office of Education’s Head Start program; train and evaluate the performance of assigned
personnel.

REPRESENTATIVE DUTIES:
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Organize and direct the activities and operations of facility maintenance, custodial activities and ;-
staff of the Santa Clara County Office of Education’s Head Start program; participate in the. .
development and implementation of departmental and contractual pohcles and procedures.

: .malntenance repalr renovation, dehvery, pick-up, _and clem»up of County Head Start: s1tes
review work orders; mspect work.in progress and upon completlon CE e
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Supervisor — Head Start Operations Support Services/Restricted - continued Page 2

Perform related duties as assigned.
KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:
Organization and direction of operations and activities involved in the maintenance, repair and
cleaning of buildings, facilities and equipment within the County Head Start program.
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trades.

Use and terminology of requisitions, purchase orders, invoices and other documents.
Organizational operations, policies and objectives.

Requirements of maintaining buildings, facilities and equipment in good repair.

Applicable building codes, ordinances, reqmrements regulatlons and safety precautions.
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o Reauirements_of maintaiping buildipos in a safe condition - i SR

Policies and objectives of assigned programs-and activities.: 7 = v
Oral and written communication skills. '
Principles and practices of supervision and training.
Applicabledaws; codes, regulations, p0hc1es and procedure
Interpersonal skills using tact, patience: and courtesy:
Operation ofa computer and assigned software. - .

~ ABILITY TO:

N Organize and dlrect operations and act1v1ties 1nvoived ‘m the mamtenance and repalr of
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