SANTA CLARA COUNTY OFFICE OF EDUCATION

POSITIONSUPERVISGRUSTODIAL SERVICES
BASIC FUNCTION:

Under the direction of the Manager
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Develogs and recommend cleaning standards, procedures and practices; coordinate activities for new
projects; esearclesproducts and methods for facility projects to determine appropriate solutions

Administes programs related to safetgnd security,coordinates custodial staff training in emergency
response and first aid;rives a vehicle to conduct inspections of facilities, grounds, and equipment.

Operatesa computer and assigned software programs; opesatber office equipment as assigned.
Attends a variety of meetings as assigned.

OTHER DUTIES
Perform related duties as asnieg.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

Management of operations and activities involved in custodial service€danty Office facilities and
program sites

Proper methods, techniques, materials, tools, and equipment used in custodial servicastiaiies.
Requirements of maintaining buildings, facilities, and equipment in a safe, clean, and orderly condition.
Oral and written communication skills.

Principles and practices of supervision and training.

Applicable laws, codes, regulations, pokgiand procedures.

Interpersonal skills using tact, patience, and courtesy.

Operation of a computer and assigned software.

Recordkeeping and report preparation techniques.

Policies and objectives of assigned programs and activities.

Health and safety redations and procedures.

Basic budget preparation and control.

ABILITY TO:
Plan, organize, an@adoperations and activities involved in custodial support services.
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Prepare records and reports related to assigned activities.

EDUCATION AND EXPERIENCE:




