
POSITION DESCRIPTION

POSITION TITLE:
Custodial Supervisor
REPORTS TO:

Assistant Director of Facilities/Building Services
PRIMARY FUNCTION: 

This is one of two Custodial Supervisor positions at the College. This position exists to plan, assign, and supervise the work of the custodial staff to ensure a clean and safe environment in an efficient manner. Responsibilities of this position include, but are not limited to, planning, scheduling, coordinating work assignments, training, evaluation, and discipline. 
AREAS OF RESPONSIBILITY:


1.    Directs the day-to-day work and operations of the custodial staff to ensure that assignments are completed in a safe, proper, and timely manner. 

a. Provides direction and leadership, sets deadlines and priorities 


b. Assists with the development of cleaning schedules and procedures. 
c. Assures that all assigned areas are adequately staffed with properly trained personnel.
d. Monitors and approves timesheets and PTO (Paid Time Off)


e. Manages workman’s compensation restrictions 

f. Provide workers with adequate and safe machinery and equipment 
g. Provide workers with proper cleaning and finishing products
2. Ensures performance standards

a. Conducts annual performance reviews for assigned staff

b. Prepares and delivers verbal and written disciplinary communications 

3. 
Supports the Asst. Director of Facilities/Building Services 
a. Hiring process – Reviews prospective custodial candidates, assists with interview process, makes hiring recommendations. 
b. Complete periodic formal and thorough building inspections, logging results and providing feedback to custodial workers and to the Assistant Director of Facilities - Building Services.
4.
Co-manages warehouse supply inventory necessary to perform custodial functions and monitoring of supply budget. 
5.
Assists with regulatory compliance issues e.g. OSHA’s Right to Know standard, distribution and maintaining of Material Safety Data Sheet for all products used.
6.
Responds to emergencies to resolve immediate safety concerns.
7.
Performs other duties as assigned.
SUPERVISORY RESPONSIBILITIES: 
Supervises 30+ employees on multiple shifts from primarily 6:00 A.M. to 2:00 A.M.
CONTACTS:
St. Olaf campus community, vendors, the public at large. 
EDUCATION: 
Essential:
High School Diploma or equivalent. 

Desirable:
Post secondary training in a related field. 
EXPERIENCE:
Essential:
Supervision or management experience or demonstrated leadership skills/abilities 

Desirable:
Supervision/management experience in a similar setting
KNOWLEDGE, SKILLS, ABILITIES: 
* Ability to communicate effectively regarding expectations, training, and discipline. 
* Ability to analyze diverse situations and use sound reasoning skills to apply an appropriate solution in a timely and efficient manner. 

* Ability to communicate effectively with a wide variety of people from varying backgrounds

and interests. 
* Intermediate computer skills, including: aptitude to learn industry specific software, manage 
and communicate effectively via email, using MS Office software to track relevant information. 
* Ability to collaboratively plan and manage projects. Including scheduling personnel, 
equipment, materials and equipment.  

* Prepare and maintain accurate records. 

* Flexibility is required to work with others in a wide variety of circumstances and situations, 

adaptable to changing priorities and ability to deal with frequent interruptions. 

PREREQUISITE(S):
Pre-employment physical; acceptable Criminal Background Check & Driver’s License background check
PHYSICAL DEMANDS:
Ability to walk long distances, standing for extended periods of time, and climb multi-level stairs. Ability to move objects weighing less than 50 lbs., long and short distances. 
WORKING ENVIRONMENT:
Environment in which the job is performed, especially unique conditions outside a normal office environment. 
WORK SCHEDULE:
Term:
12-month position; 1.0 FTE (full-time)

Shift: 
Daytime schedule – hours may vary. Occasional evening or weekend hours. 
APPROVAL:                                                
Bill Nelson
DATE:
April 2010
This form can be found online at 

www.stolaf.edu/services/hr/forms


