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                                                                   CUSTODIAN SUPERVISOR III

     NOTE:  Each position within this classification may perform some or all of these tasks.
	Task #
	Task
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	SUPERVISION

	1. 
	Supervise, direct, and give instruction to a group of Custodians engaged in sweeping, scrubbing, mopping, spotting, and waxing floors; vacuuming rugs and carpets; cleaning, dusting, and polishing filing cabinets, furniture and woodwork; emptying and cleaning waste receptacles; spotting walls; cleaning floors, stairways, hallways, restrooms, offices, and lobbies; cleaning ceilings, walls, window shades, light fixtures and Venetian blinds; moving and arranging furniture and equipment; polishing nickel and brass work on door panels, hand railings, elevators, and door knobs and plates; turning out lights and locking doors and windows; refilling lavatory supply dispensers; replacing light globes and tubes; operating scrubbers, buffers, waxers, and other equipment and machinery, under the direction of established departmental, BOMA and/or Cal-OSHA standards and policies for building preservation, beautification and/or public/tenant/employee health and/or safety.

	2. 
	Perform route back up (custodial) duties as needed during staff shortages to ensure a clean and safe environment for building occupants in accordance with established departmental Injury and Illness Prevention Program (IIPP) guidelines, Building Owners and Managers Association (BOMA) and/or Cal-OSHA standards and policies for building preservation, beautification and/or public/tenant/employee health and/or safety.  

	3. 
	Conduct a visual inspection of general office areas, restrooms and/or general grounds keeping areas for quality control, identification of safety hazards and/or building deficiencies to ensure a clean and safe environment under the direction of established departmental IIPP guidelines, BOMA and/or Cal-OSHA standards and policies for building preservation, beautification and/or public/tenant/employee health and/or safety.

	4. 

	Scheduling to ensure adequate staffing as of result of absences, vacation, and/or training of staff to maintain adequate custodial services for building preservation and/or public/tenant/employee health and/or safety using various tools and/or equipment (e.g., Outlook, MS Office, ABMS, PAL, Maximo, telephone, etc.) in accordance with Department of Personnel Administration and State Personnel Board laws and rules, Bargaining Unit Agreements guidelines, BOMA, DGS policies and guidelines and Workers’ Compensation and CalOSHA guidelines.

	5. 
	Document daily building activities in order to meet occupant needs and/or requests and to ensure a safe and clean building for public/tenant/employee health and/or safety using various tools and/or equipment (e.g., MS Office, ABMS, PAL, Maximo, etc.) in accordance with BPM policies and guidelines, Department of Personnel Administration and State Personnel Board laws and rules, Bargaining Unit Agreements guidelines, BOMA, and Workers’ Compensation and/or CalOSHA guidelines.

	6. 
	Prepare various forms (i.e., collections, deposit control notice, requisitions, work orders, purchase orders, SCIF/Workers’ Compensation forms, personnel forms, incident reports, timesheets, probationary reports, Individual Development Plans, adverse actions, etc.) to document custodial work activities using various tools and/or equipment (e.g., MS Office, ABMS, PAL and/or Maximo, standard forms/templates, etc.) in accordance with Department of Personnel Administration and State Personnel Board laws and rules, Bargaining Unit Agreements, BOMA, BPM, DGS, Workers’ Compensation and/or CalOSHA standards, policies and/or guidelines for building preservation and/or public/tenant/employee health and/or safety.  

	7. 
	Maintain various records (i.e., Employee’s Claim for Worker’s Compensation Benefits (SCIF 3301), SCIF Occupational Injury Report (SCIF 3067), FMLA, NDI, PAL, IDP’s, probation, counseling memos, equipment, supplies, purchase orders, Material Safety Data Sheets (MSDS), etc., using various tools and/or equipment  (e.g., file cabinets, computer programs [MS Office, ABMS, PAL and Maximo], etc.) to ensure custodians have sufficient leave credits available for the leave requested, an accurate reporting to the State Controller’s Office (SCO) for issuance of correct payroll warrants of custodians time, accurate reporting to the Office of Fiscal Services (OFS) for the billing of services for clients, equipment purchases, etc., in accordance with BPM, Department of Personnel Administration and State Personnel Board laws and rules, Bargaining Unit Agreements, BOMA, Workers’ Compensation and/or CalOSHA standards, policies and/or guidelines.

	8. 
	Recognize, reward, and/or reinforce the efforts and accomplishments of staff and appropriately celebrate employee achievements according to bargaining unit agreements, state rules, regulations and departmental policies and guidelines.

	9. 
	Document employee performance (e.g., recognition, office morale, coaching, verbal counseling, and/or disciplinary activities, etc.) for record keeping purposes to complete various reports (e.g., probation, IDP, merit increases, employee performance, training, etc.) using various tools and/or equipment (e.g., computer software, memos, letters, standard forms, files, etc.) according to BPM and departmental policies and guidelines, bargaining unit agreements, and/or state rules, regulations. 

	10. 
	Complete employee performance evaluations and probationary reports indicating accomplishments, performance goals, and areas of improvement using standard departmental forms (i.e. Individual Development/Training Plan, Merit Salary Adjustments, etc.) using MS Office, ABMS, PAL and Maximo according to bargaining unit agreements, state rules, regulations and departmental policies and guidelines.

	11. 
	Provide coaching to subordinate staff relating to the tasks of the job to improve performance, productivity, and/or to resolve disagreements and conflicts by using interpersonal, mediation and/or supervisory skills according to according to BPM and departmental policies and guidelines, bargaining unit agreements, and/or state rules, regulations to achieve and/or maintain a cohesive, productive staff.

	12. 
	Resolve performance problems by planning and implementing measures using various methods and/or techniques (e.g., counseling memorandum, letters, adverse action, constructive intervention, etc.) to improve employee performance according to BPM and departmental policies and guidelines, bargaining unit agreements, and/or state rules, regulations.

	13. 
	Determine the need for appropriate disciplinary action for employees in the work unit to improve employee performance using various resources (e.g., Personnel, employee records/documentation, management input, etc.) according to BPM and departmental policies and guidelines, bargaining unit agreements, and/or state rules, regulations.

	14. 
	Recommend appropriate disciplinary action for employees in the work unit to upper management using various tools and/or equipment (e.g. Outlook, MS Office, ABMS, PAL, Maximo, memos, standard forms, telephone, etc.) to achieve and/or maintain a cohesive, productive staff according to BPM and departmental policies and guidelines, bargaining unit agreements, and/or state rules, regulations.

	15. 
	Apply appropriate disciplinary action to improve employee performance using various methods and/or techniques (i.e., Adverse Action, Counseling Memorandum, verbal warnings, etc.) in accordance with DGS policies and guidelines for the Constructive Intervention process, Department of Personnel Administration and State Personnel Board laws and rules, Bargaining Unit Agreements, Workers’ Compensation and/or CalOSHA.

	16. 
	Conduct interviews with candidates for employment using interpersonal and/or interviewing skills to determine the appropriateness of candidate qualifications to current job requirements and expectations for job performance according to BPM and departmental policies and guidelines, bargaining unit agreements, and/or state rules, regulations.

	17. 
	Conduct reference checks for candidates being considered for hire using various methods of inquiry (e.g., telephone, fax, e-mail, letters, personal appointments, etc.) to determine the appropriateness and relatedness of prior work experience to current job requirements and performance expectations in the work unit according to BPM and departmental policies and guidelines, bargaining unit agreements, and/or state rules, regulations.

	18. 
	Make recommendations to management for hiring selections into the work unit or division in person or in writing using various tools and/or equipment (e.g., computer software, e-mail, telephone, fax, standard forms, meetings, etc.) in accordance with established departmental personnel practices and guidelines.

	19. 
	Participate as a subject matter expert (i.e., test development, job analysis, qualifications appraisals, performance, and/or written exam panels, etc.) using  supervisory/job knowledge, skills and abilities for the development of exam tools to establish eligibility lists for employment as requested by management.

	20. 
	Interpret provisions of collective bargaining agreements to ensure compliance in the course of supervising represented employees in accordance with Department of Personnel Administration and State Personnel Board laws and rules, Bargaining Unit Agreements, BOMA, BPM, DGS, Workers’ Compensation and/or CalOSHA standards, policies and/or guidelines.

	21. 
	Administer provisions of collective bargaining agreements to ensure compliance in the course of supervising represented employees in accordance with Department of Personnel Administration and State Personnel Board laws and rules, Bargaining Unit Agreements, BOMA, BPM, DGS, Workers’ Compensation and/or CalOSHA standards, policies and/or guidelines.

	22. 
	Promote departmental mandates in the work place with regard to safety, security, Equal Employment Opportunity (EEO), Americans with Disabilities Act (ADA), and other personnel practices as defined by regulatory agencies and established guidelines/policies using various methods (e.g., staff meetings, training, bulletins, posted notices, e-mail, etc.) in order to ensure a discrimination-free and safe work environment.

	23. 
	Ensure staff participates in departmental training for job performance and/or upward mobility using various methods and/or techniques (i.e., individual development plans, performance evaluations, training announcements, memos, team meetings, etc.) in accordance with DGS, BPM, Department of Personnel Administration and State Personnel Board laws and rules, Bargaining Unit Agreements guidelines, Workers’ Compensation and/or CalOSHA policies and/or guidelines.

	24. 
	Process custodian requests for time off or requests to work overtime using MS Office, ABMS, PAL and/or Maximo in order to maintain an adequate staff for custodial assignments and ensure accurate reporting to the State Controller’s Office (SCO) for issuance of correct payroll warrants and accurate reporting to the Office of Fiscal Services (OFS) for the billing of services for clients through the use of the Project Accounting and Leave (PAL) system in accordance with DGS policies and guidelines, MOU provisions, SPB and/or DPA laws and rules.

	
	INVENTORY

	25. 
	Maintain various equipment records, files and/or technical listings using MS Office, ABMS, and/or Maximo in order to properly track and/or document titles, warranties, and/or manufacturer’s recommendations in accordance with departmental, BPM, and/or CalOSHA standards, policies and/or guidelines. 

	26. 
	Research cost comparisons for custodial supplies and/or equipment using various resources, tools and/or equipment (i.e., vendor catalogs, internet, telephone, etc.) for cost-effective purchases following Procurement, SAM, BPM, DGS guidelines and/or industry standards.

	27. 
	Recommend appropriate purchases for supervisor approval to ensure and maintain adequate cleaning products, tools and/or equipment needed by employees to complete custodial duties using various forms and/or techniques (i.e., purchase orders, requisitions, memos, etc.) and various equipment (i.e., MS Office, Maximo, fax, telephone, etc.) according to Procurement, SAM, BPM and/or DGS policies and/or guidelines.

	28. 
	Complete and submit purchase requisitions for manager/supervisor approval in order to purchase needed cleaning products, tools and/or equipment following Procurement, SAM, BPM and DGS guidelines and industry standards.

	29. 
	Perform a physical and/or visual inventory of equipment, supplies, and/or materials using various forms and/or techniques in order to prevent overstock and/or shortages of cleaning products tools and/or equipment used by custodians for building preservation and/or public/tenant/employee health and/or safety in accordance with DGS policies and/or guidelines.

	30. 
	Record inventory count using a Microsoft Office, Excel and/or Maximo database to ensure accountability of current supplies of cleaning resources and to maintain an accurate fiscal accounting of purchases in accordance with DGS policies and/or guidelines.

	
	SAFETY

	31. 
	Respond to emergency calls (e.g., injury, illness, tenant requests, power outages, flooding, fire, vandalism, etc.) using various methods, tools and/or equipment (i.e., telephone, cell phone, pager, in person, etc.) to assist with needed services for building preservation and/or public/tenant/employee health and/or safety as requested by tenants, emergency personnel and/or building management.

	32. 
	Attend safety meetings, training and/or job-related activities for better understanding of job performance and upward mobility as mandated by departmental, BOMA and/or Cal-OSHA standards, policies and/or guidelines for building preservation and/or public/tenant/employee health and/or safety.  

	33. 
	Read, understand, interpret and/or implement policies and/or procedures regarding ladder safety, electrical and/or motorized equipment safety, hearing conservation practices, hazard communication, personal protective equipment, use of materials for bodily fluid cleanup and other substances to ensure custodial performance of safe work practices under the direction of the manufacturer’s recommendations and established departmental IIPP and/or Cal-OSHA standards and policies for building preservation and/or public/tenant/employee health and/or safety.  

	34. 
	Oversee and instruct custodians on proper work procedures (bending, lifting, use of cleaning solutions, machine operation, etc.) to ensure safe working conditions and prevent job-related accidents under direction of established departmental, BPM Injury and Illness Prevention Program (IIPP) and/or Cal-OSHA standards and policies for employee health and/or safety.  

	
	TRAINING

	35. 
	Attend various training (e.g., departmental supervisory mandated, upward mobility, BPM Environmental Safety and Health Unit (ESHOP), hazardous materials, environmental safeguards, etc.) in order to maintain a safe and healthful environment for the benefit of all employees and the public in compliance with departmental, BPM Injury and Illness Prevention Guidelines (IIPP and SB 298), laws and regulations of the Occupational Safety and Health Administration (OSHA), Safety Training (AB2189), Workers’ Compensation (Title 8 and SB 198) as directed by the supervisor and/or manager.

	36. 
	Complete and provide updates to ESHOP records in order to maintain a safe and healthful environment for the benefit of all employees and the public under direction of the BPM Environmental Safety and Health Unit (ESHOP), in compliance with laws and regulations of the Occupational Safety and Health Administration (OSHA), Safety Training (AB2189), Injury and Illness Prevention Guidelines (IIPP and SB 298), Workers’ Compensation (Title 8 and SB 198).

	37. 
	Act as team lead in executing the plans for Emergency Response, Disaster Recovery and Business Resumption, and Hazardous Materials and Waste Manifest in order to maintain a safe and healthful environment for the benefit of all employees and/or the public under direction of upper management and BPM Environmental Safety and Health Unit (ESHOP), in compliance with laws and regulations of the Occupational Safety and Health Administration (OSHA), Safety Training (AB2189), Injury and Illness Prevention Guidelines (IIPP and SB 298), Workers’ Compensation (Title 8 and SB 198) under direction of the supervisor and/or manager.





Note:	Highlighted tasks were eliminated from further consideration which had a CT or RT rating of less than 0.5 and an IT Index of less than 2.0.  (See “Task Rating Summary Worksheet”.)
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