	
	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

9580 - BPM
ANALYST’S INITIALS

IWS
DATE

10/27/15


	YOU MUST BE A PERMANENT OR PROBATIONARY STATE EMPLOYEE, A FORMER PERMANENT OR PROBATIONARY EMPLOYEE OR ON AN EMPLOYMENT LIST FOR THIS CLASSIFICATION IN ORDER TO APPLY FOR THIS POSITION.

	CLASS TITLE

Lead Custodian
	POSITION NUMBER

308-480-2003-XXX
	TENURE

Permanent 
	TIME BASE

 FORMDROPDOWN 
 
	CBID

R15

	OFFICE OF

Building & Property Management
	LOCATION OF POSITION (CITY or COUNTY)

Justice Joseph A. Rattigan Building, Santa Rosa
	 FORMDROPDOWN 
 SALARY

$2354
to

$2947


	SEND APPLICATION TO:

Building & Property Management Branch
Bay Region – Santa Rosa Management -   Justice Joseph A. Rattigan State Building
50 D Street, Suite 220
Santa Rosa, CA 95404
Attn: Tony Secchitano Jr., Bldg. Mgr.

	REPORTING LOCATION OF POSITION

50 D Street, Santa Rosa, CA 95404
	

	
	SHIFT AND WORKING HOURS

Day Shift, 7:00am - 4:00pm
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

Monday through Friday; OFF: Saturday/Sunday
	

	
	PUBLIC PHONE NUMBER

(707) 576-2424
	PUBLIC PHONE NUMBER

(   )     -    
	File by:
11-9-15

	
	SUPERVISED BY AND CLASS TITLE

Tony Secchitano Jr., Office Building Manager II
	


	Please put RPA #9580 on your application. <br>
<br>
The Department of General Services’ (DGS) Core Values and Employee Expectations are key to the success of the Department’s Mission. That mission is to “Deliver results by providing timely, cost-effective services and products that support our customers.”   DGS employees are to adhere to the Core Values and Employee Expectations, and to perform their duties in a way that exhibits and promotes those values and expectations. <br>r>
<br><br>
SELECTION CRITERIA - The selection criteria will be in the following order: <br>
· Local bidders (DGS employees) must file their bid requests for this position by the “Post & Bid File By” date above with the contact person listed above using the Local Work Area Post and Bid form, OHR-R12L 

(Rev 10/01/08).  The employee with the greatest amount of continuous “local work location” seniority in the class shall be selected over other employees and notified of start date.   If no local bidders, then<br>
· The Outside Local Post and Bid bidders will be contacted who indicated interest in positions in this location.  If no outside bidders are interested, then<br> 

· SROA/Surplus employees will be considered prior to other recruitment methods. <br> 

· Transfers, reinstatements, or recruitment from the employment list may be considered after the Post & Bid process is cleared.  Consideration may be given to applicants who are on a DGS employment list or on another department’s employment list.  Transfer of list eligibility must meet the criteria to transfer the eligibility from the other department’s employment list to DGS’ employment list. <br>
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled. <br>r>
<br>
Under the direction of the Office Building Manager II and/or Regional Manager, the incumbent is responsible for the supervision of staff for the completion of all building custodial services, including safety, property and employee development in the Santa Rosa Management, Bay Region. <br>
<br>
The Bay Region, Santa Rosa Management, Joseph A. Rattigan Building is located at 50 D Street, Santa Rosa, CA 95404.  The Justice Rattigan Building occupies four floors with three conference rooms and is approximately 95,000 square feet of office space.  The Santa Rosa Management is also responsible for partial custodial care services at the DOJ Lab at 410 Russell Ave., Santa Rosa -1 floor, 14654 SF (must be cleared by the DOJ/FBI security background check). <br>
<br>
THE INCUMBENT WILL NEED TO PASS A BACKGROUND CHECK. <br>br>



	The State of California is an equal opportunity employer to all, regardless of age, ancestry, color, disability (mental and physical), exercising the right to family care and medical leave, gender, gender expression, gender identity, genetic information, marital status, medical condition, military or veteran status, national origin, political affiliation, race, religious creed, sex (includes pregnancy, childbirth, breastfeeding and related medical conditions), and sexual orientation.
DGS JOB HOTLINE PHONE (916) 322-5990                (            CALIFORNIA RELAY SERVICE FROM TDD PHONES 1-800-735-2929

GS1T (REV. 1/98) - BPM 03/00




	 CLASS TITLE

Lead Custodian 
	POSITION NUMBER

   308-480-2003-XXX
	RPA NUMBER

9580 - BPM
	FILE BY




	DUTIES<br>
Directs the workload of custodial staff in order to clean and maintain buildings by following published guidelines including the State Administrative Manual, Department of General Services, Building and Property Management (BPM) manuals, Real Estate Service Division (RESD) and BPM strategic plans, and the Excellence in Public Buildings Initiative and published industry standards (i.e., BOMA). <br>
<br>
ESSENTIAL FUNCTIONS<br>
The incumbent applies sustainable (procedures intended to create an effective/efficient job product within shifts and/or to use environmentally safe and friendly [green] products) work to uphold efficient and effective individual and team job performance and best practice facility maintenance, cleans common interior and outside areas to maintain high level of cleanliness needed as a result of day use by occupants and/or visitors.  Operates systems or equipment such as a freight or passenger elevator to travel throughout the building(s) to assigned work areas.  Operates upright, canister, wet/dry, backpack or outside vacuum cleaners, pressure cleaners and other equipment and machinery, including but not limited to, trash compactors, balers, etc.: <br>
<br>
Leads custodial work by directing and performing cleaning and custodial tasks as required in order to ensure a clean building environment in accordance with BOMA and BPM standards and guidelines: <br>
<br>
· Empties indoor and/or outdoor trash receptacles and changes liners as needed to maintain a clean and hazard free work environment. <br>
· Vacuums and cleans carpets and/or upholstery using appropriate cleaning solutions and equipment. <br>
· Cleans and maintains hard floor surfaces and/or natural stone floors to restore luster, harden and protect the finishes using various cleaning equipment and cleaning products strictly following manufacturer’s recommendations and established departmental and/or Cal-OSHA standards and policies for building preservation and/or public/tenant/employee health and safety. <br>
· Cleans and dusts hard surfaces (i.e. countertops, office furniture, doors, walls, windowsills, baseboards, grout, toilets, sinks, restroom fixtures, elevator tracks, etc.) using various tools and cleaning products. <br>
· Replenishes paper towels, paper cups, toilet paper, toilet seat covers, and soap dispensers in restrooms, and employee break rooms. <br>
<br>
In order to lead custodial staff in accordance with California Department of Human Resources (CalHR) and State Personnel Board laws and rules, Bargaining Unit Agreements guidelines, DGS policies and guidelines and Worker’s Compensation and Cal-OSHA guidelines: <br>
          Meets with supervisor and assists with training using BPM appraisal forms. <br>
          Encourages staff participation in departmental training for upward mobility purposes. <br>
          Recommends corrective action to supervisor to improve performance following the Department’s

        Constructive Intervention process. <br>
<br>
In order to maintain supply, products, tools and equipment inventories following Procurement, SAM, BPM, DGS guidelines and industry standards: <br>
          Determines supply, product, tool and equipment needs according to system specifications. <br>
          Gathers prices and makes comparisons using catalogs, the Internet, and vendor and supplier prices and estimates and recommends appropriate purchases according to comparisons. <br>
          Completes and submits requisition and obtains manager/supervisor approval as dictated by purchasing guidelines. <br>
          Assigns staff or personally performs weekly inventory by doing a physical and visual shelf count. <br>
          Records inventory count in Microsoft Office and/or Maximo database. <br>
<br>
Maintains a safe and healthful environment for the benefit of all employees and the public, under direction of

the Office Building Manager II and BPM Environmental Safety and Health Unit (ESHOP), in compliance with laws and regulations, the Occupational Safety and Health Administration (OSHA), Safety Training (AB 2189), Injury and Illness Prevention (IIPP and SB 298), Workers’ Compensation (Title 8 and SB 198), by promoting

the health and safety programs as follows: <br>
· Attends training in the handling of hazardous materials and use of environmental safeguards. <br>
· Participates in and/or leads team in executing the plans for Emergency Response, Disaster Recovery and Business<br>
· Resumption, and Hazardous Materials and Waste Manifest. <br>
<br>
Responds to service requests or emergencies as submitted by tenants or other BPM staff by following BPM guidelines and reports to supervisor when appropriate to ensure delivery of quality service. <br>
<br>
MARGINAL FUNCTIONS<br>
Support duties include communicating with building staff in person or via cellular telephone, 2-way radio, or

other electronic devices and taking appropriate action in response to service needs. <br>
<br>
May attend with, lead, or instruct other BPM team members in on-going safety training conducted locally. <br>
<br>
KNOWLEDGE AND ABILITIES: <br>
Knowledge of: Methods, materials, chemicals, disinfectants, and equipment used in cleaning offices and public buildings; sanitation and safety measures in the operating, cleaning, and care of equipment and work areas; use of purchase orders for janitorial supplies and equipment; and a manager's/supervisor's responsibility for promoting equal opportunity in hiring and employee development and promotion, and for maintaining a work environment that is free of discrimination and 
harassment. <br>
<br>
Ability to:  Plan, organize, and direct the work of others; give on- the-job instruction in janitorial practices; keep inventories and make requisitions; analyze situations accurately and adopt an effective course of action; and effectively promote equal opportunity in employment and maintain a work environment that is free of discrimination and harassment. <br>
<br>
DESIRABLE QUALIFICATIONS<br>
· The incumbent will be required to possess and maintain a valid California Driver’s License, Class C in order to drive self, staff, supplies and/or equipment from one job site to another while driving a State vehicle in order to perform the duties of the Lead Custodian in the Santa Rosa Management Unit in the Bay Region. <br>
<br>
INTERPERSONAL SKILLS<br>
· Ability to organize time efficiently and set effective priorities. <br>
· Ability to display good interaction skills. <br>
<br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES<br>
WORK ENVIRONMENT<br>
· Work in low-rise (6 floors and lower) to high-rise (7 floors and higher) office-building environment. <br>
· Wear unaltered BPM supplied shirts according to current uniform requirements. <br>
· When working in the interior of the building you may need to use passenger or freight elevator to get self, equipment or supplies from one floor to another floor. <br>
· Work involves exposure to unusual elements such as extreme temperatures, dirt, dust, fumes, unpleasant odors, and loud noises. <br>
· Work environment involves some exposure to hazardous chemicals or physical risks, which require following basic safety precautions. <br>
· May work outdoor (parking lots) in all weather conditions, including rain, heat and cold. <br>
· Work on surfaces which may be slippery or uneven. <br>
· Work in public-accessed areas. <br>
· May require ability to work overtime. <br>
· May be required to work in any building in the Bay Region. <br>
· The incumbent will be required to pass the Department of Justice background and/or fingerprinting checks in order to work in the Santa Rosa-Justice Joseph A Rattigan State Office Building and other restricted security access floors/buildings located in San Rosa and in the San Francisco Bay Region. <br>
PHYSICAL ABILITIES<br>
· Typical work activities involve frequent and prolonged periods of standing, walking extended distances, bending, stooping, kneeling or squatting while performing duties. <br>
· Reach or stretch by extending hand(s) or arm(s) in any direction. <br>
· Requires physical work; heavy lifting, moving, pushing or pulling required of objects up to 50 pounds. <br>
· May climb ladders or stairs. <br>
· Wear most frequently used safety equipment during the performance of duties, including but not limited to, latex gloves or other protective gloves, face mask when working around heavy dirt or dust and ear plugs while working around noisy equipment or machinery. <br>
<br>
MENTAL ABILITIES<br>
· Read, write and understand verbal communication in English in order to follow instructions on manufacturer’s label for use of and/or mixture of products and enforce safety procedures. <br>
· Add, subtract, multiply and divide in all units of measure, using whole numbers, common fractions or decimals. <br>
· Apply common sense in personal safety and safety of equipment in adverse weather conditions (lightning storms, downpours, etc.). <br>
>
 <br>


