[image: ]FINAL TASK LISTING

                                                      CLASS:  LEAD CUSTODIAN


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



[bookmark: _GoBack]

	
	SUPERVISORY/LEAD

	1. 
	Supervise, direct, and give instruction to a group of Janitors 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 and/or Cal-OSHA standards and policies for building preservation, beautification and/or public/tenant/employee health and/or safety.

	2. 
	Oversee and instruct janitors 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 Injury and Illness Prevention Program (IIPP) and/or Cal-OSHA standards and policies for employee health and/or safety.  

	3. 
	Provide route back up for staff shortages to ensure completion of custodial assignments as directed by the supervisor.

	4. 
	Report concerns and/or issues from building tenants to the supervisor using appropriate methods (i.e., verbally, computer generated messaging, etc.) as directed under departmental policies and/or guidelines.

	5. 
	Conduct inventory of equipment, supplies, materials in order to prevent overstock and/or shortages in order to direct the flow of materials and labor so job progress is properly maintained as directed under departmental policies and/or guidelines.

	6. 

	Conduct a visual inspection of general office areas, restrooms and/or general groundskeeping 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, and/or Cal-OSHA standards and policies for building preservation and/or public/tenant/employee health and/or safety.  

	
	CUSTODIAL

	7. 
	Buff and/or burnish hard surface floors using a buffer and various buffing pads to restore the luster, harden and protect the finish using various cleaning equipment (i.e., buffer, wet and/or dry vacuum, burnisher, Kaivac machine, Host machine, auto scrubbers, etc.) under the direction of established departmental and/or Cal-OSHA standards, policies and guidelines for building preservation and/or public/tenant/employee health and/or safety.  

	8. 
	Strip, polish and/or wax hard surface floors using various equipment (i.e., buffer, wet and/or dry vacuum, Kaivac machine, auto scrubbers, etc.) and various cleaning products (i.e., strippers, polishes, waxes, etc.) under the direction of established departmental and/or Cal-OSHA standards, policies and guidelines for building preservation and/or public/tenant/employee health and/or safety.  

	9. 
	Clean and/or maintain stone floors and surfaces (i.e., terrazzo, granite, marble, etc.) according to manufacturer’s specifications using various equipment (i.e., buffer, wet and/or dry vacuum, burnisher, Kaivac machine, auto scrubbers, etc.) to maintain condition and appearance ensuring floors are safe for foot traffic under the direction of established departmental and/or Cal-OSHA standards and policies for building preservation and/or public/tenant/employee health and/or safety.  

	10. 
	Perform drag test on waxed surfaces using a 10-pound weighted bag and scale to ensure surface is safe foot traffic under the direction of established departmental and/or Cal-OSHA standards and policies for building preservation and/or public/occupant/employee safety.  

	11. 
	Shampoo and/or dry-clean carpets and/or upholstery using appropriate cleaning solutions and equipment (i.e., wet and dry vacuum/shampooer, Kaivac machine, Host machine, extracting machines, etc.) to maintain and/or preserve the condition of the carpet and ensure surfaces are cleaned under the direction of the manufacturer’s recommendations and established departmental and/or Cal-OSHA standards and policies for building preservation and/or public/tenant/employee health and/or safety.  

	12. 
	Clean hard surfaces (i.e., countertops, desks, chair rungs, doors, walls, doorjambs, windowsills, baseboards, grout, toilets, sinks and/or basins, restroom fixtures, elevator tracts, etc.) using various tools (i.e., scrub brushes, scrapers, untreated clothes, mops, buckets, sponges, rubber gloves, safety glasses, etc.) and cleaners (i.e. all-purpose cleaner, glass cleaners, disinfectants, polishes, stainless steel cleaners, etc.)  to remove gum, spills, stains, dirt, bodily fluids, smudges, etc., under the direction of the manufacturer’s recommendations and established departmental and/or Cal-OSHA standards and policies for building preservation and/or public/tenant/employee health and/or safety.  

	13. 
	Flush floor drains in restrooms with water to prevent sewer gas back up in order to maintain a hazard-free environment under the direction of established departmental and/or Cal-OSHA standards and policies for building preservation and/or public/tenant/employee health and/or safety.  

	14. 
	Dust and/or wash light fixtures, baseboards, stairwells, handrails, windowsills, window coverings, vents, office furniture, ledges, pipes, plants, fire hose cabinets, wall hangings and other surfaces using various tools and equipment (i.e., cloths, ladders, cleaning solutions, etc.) to remove dust and debris under the direction of established departmental and/or Cal-OSHA standards and policies for building preservation and/or public/tenant/employee health and/or safety.  

	15. 
	Polish stainless steel and metal brite work in general office areas and restrooms using various polishes and brite work cleaners and a cloth to remove smudges and fingerprints and enhance appearance under the direction of the manufacturer’s recommendations and/or established departmental and/or Cal-OSHA standards and policies for building preservation and/or public/tenant/employee health and/or safety.  

	16. 
	Clean driveways, parking lots, loading docks, sidewalks and/or garages using appropriate cleaning solutions (i.e., degreasers, etc.), tools and/or equipment (i.e., brushes, scrapers, pressure washer, hoses, rubber gloves, hearing protection, safety glasses, leaf blowers, etc.) to remove dirt, grime, leaves, grease, oil, etc., to ensure surfaces are safe under the direction of established departmental and/or Cal-OSHA standards and policies for building preservation and/or public/tenant/employee health and/or safety.  

	17. 
	Empty indoor and/or outdoor trash receptacles and change liners as needed to maintain a clean and hazard free environment under the direction of established departmental and/or Cal-OSHA standards and policies for building preservation and/or public/tenant/employee health and/or safety.  

	18. 
	Prepare cleaning solutions for proper usage, safety and performance using a measuring device or mixing station under the direction of the manufacturer’s recommendations and established departmental and/or Cal-OSHA standards and policies for building preservation and/or public/tenant/employee health and/or safety.  

	19. 
	Remove graffiti from interior and exterior building surfaces using various equipment (i.e., high-pressure washers, etc.) and various cleaners (i.e., all-purpose, graffiti removers, etc.), to restore and/or maintain the appearance of the buildings under the direction of established departmental and/or Cal-OSHA standards, policies, and/or guidelines for building preservation and/or public/tenant/employee health and/or safety.  

	20. 
	Transport and deliver available janitorial supplies and/or equipment to and/or from loading docks and/or receiving areas to approved storage areas within state buildings using various methods (i.e., manually lifting, hand truck, pallet jack, motorized vehicle, etc.) to provide requested supplies under the direction of established departmental and/or Cal-OSHA standards, policies, and/or guidelines for building preservation and/or public/tenant/employee health and/or safety.  

	21. 
	Collect various recyclable materials (i.e., bottles, cans, paper, cardboard, newspapers, etc.) and store in appropriate containers for offsite reclamation to promote recycling and to comply with recycling program using various equipment (i.e., manually lifting, hand truck, etc.) to move recycle bins, equipment, supplies and/or other heavy objects under the direction of established departmental and/or Cal-OSHA standards, policies, and/or guidelines for building preservation and/or public/tenant/employee health and/or safety.  

	22. 
	Raise and lower flags at designated sites under State and Federal protocol as directed by State and/or departmental authorities.  

	23. 
	Remove and replace burnt out lamps in general office areas using safety equipment (such as a ladder, safety glasses, gloves, etc.) to ensure proper lighting under the direction of the manufacturer’s recommendations and established departmental and/or Cal-OSHA standards and policies for building preservation and/or public/tenant/employee health and/or safety.  

	24. 
	Collect revenue from personal hygiene vending machines for deposit to the department’s General Fund during the restocking process under the direction of departmental and/or Cal-OSHA standards and policies for building preservation and/or public/tenant/employee health and/or safety.  

	25. 
	Remove trash, cigarette butts and debris from the grounds surrounding the building using various equipment (i.e., broom and dustpan, leaf blower, yard vacuum, pressure washer, etc.) to maintain appearance under the direction of the established departmental and/or Cal-OSHA standards and policies for building preservation and/or public/tenant/employee health and/or safety.  

	26. 
	Replenish paper cups, paper towels, toilet paper, toilet seat covers and/or soap dispensers in restrooms and/or general office areas under the direction of the department and/or Cal-OSHA standards and policies for building preservation and/or public/tenant/employee health and/or safety.  

	27. 
	Maintain assigned cleaning cart with supplies, materials and equipment in order to complete assigned tasks as directed by the supervisor.

	28. 
	Secure entrance doors to buildings using keys and/or alarm codes to ensure a safe and secure environment under the direction of the department standards, policies and/or guidelines for public/tenant/employee access, health and/or safety.  

	29. 
	Secure hazardous areas using barricades, safety tape, cones and/or signs, etc., to ensure safety under the direction of the department and/or Cal-OSHA standards, policies and/or guidelines for public/tenant/employee health and/or safety.  

	30. 
	Post closure signs and/or cones at restroom entrances prior to the cleaning process to prevent tenant usage under the direction of departmental and/or Cal-OSHA standards and policies for building preservation and/or public/tenant/employee health and/or safety.  

	31. 
	Secure windows and doors using keys and/or alarm codes to ensure access protocols are followed under the direction of departmental and/or State Fire Marshall codes, standards, policies and/or guidelines for building preservation and/or public/tenant/employee health and/or safety.  

	
	COMMUNICATION

	32. 
	Communicate verbally and/or in writing regarding daily work assignments and/or procedures (i.e., as informal notes from supervisors or tenants, memos, check-lists, etc.) with first line supervision to ensure understanding of work to be performed according to departmental standards, policies, and/or guidelines. 

	33. 
	Read written directions for preparing, storing, and/or using chemicals used to perform assigned work tasks according to manufacturer’s instructions.

	34. 
	Read Material Safety Data Sheets (MSDS) to ascertain information about chemicals (i.e., exposures, flammability’s, flash-points, interactions with other chemicals, etc.) used in daily cleaning assignments under the direction of the manufacturer’s recommendations and established departmental and/or Cal-OSHA standards, policies and guidelines for building preservation and/or public/tenant/employee health and/or safety.  

	35. 
	Read policies and/or procedures regarding ladder safety, equipment safety, hearing conservation practices, hazard communication, personal protective equipment, use of materials for bodily fluid cleanup and other substances to ensure 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.  

	36. 
	Complete an Individual Development Plan (IDP) to communicate and/or document a desired personal and career-development training plan as provided by bargaining units and departmental standards, policies and/or guidelines.

	37. 
	Prepare personnel-related forms (such as retirement, health care, Employee Action Requests, etc.) to document rights to benefits or change personal information as required by State law under the direction of Personnel Transactions.

	38. 
	Prepare forms (such as report of collections, deposit control notice, requisitions, work orders, incident reports, timesheets, etc.) to document work activities under the direction of departmental and/or Cal-OSHA standards, policies and/or guidelines for building preservation and/or public/tenant/employee health and/or safety.  

	39. 
	Attend safety meetings, training and/or job-related activities for better understanding of job performance and upward mobility as mandated by departmental and/or Cal-OSHA standards, policies and/or guidelines for building preservation and/or public/tenant/employee health and/or safety.  
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