SANTA CLARA COUNTY OFFICE OF EDUCATION

CLASS TITLE: SUPERVISOR - HEAD START OPERATIONS SUPPORT SERVICES/RESTRICTED
BASIC FUNCTION:

Under the direction of the Manager-Head Start Planning and Support, organize and direct the
work activities of facility maintenance, custodial activities and staff of the Santa Clara County
Office of Education’s Head Start program; train and evaluate the performance of assigned
personnel.

REPRESENTATIVE DUTIES:

ESSENTIAL DUTIES «
Organize and direct the activities and operatrons of facility maintenance, custodial activities and i
staff of the Santa Clara County Office of Education’s Head Start program; participate in the.
development and implementation of departmental and contractual polrcres and procedures. - -

Supervise,, orgamze schedule and assign the mamtenance custod1al staff for constructron
_maintenance, repair, renovation, delivery, pick-up, and.. clean;up of County Head Start sues
_ review work orders; inspect. Work in progress and upon completlon T e

A551st with- developmg and 1mplement1ng goals obJectl, es; pohcles and priorities regardrng site -
maintenance and overall operations; evaluate and monitor: practices and procedures relatmg to -
effective techmques and hcensmg, health and safety requ1rements TR D

: Ass1st W1th development and 1mplementat10n of new pro_}ects coordmate activities of new: and/or- S

. renovated construction projects for program; schedule and. communicate with staff; contractors S
- and trades people related to construction and. eustochal functlons : ol oo

“Train and evaluate the performance of assrgned Staff mterv1ew and select employees and;,i sl

- recommend . transfers,  reassignment, termination and . disciplinary actions; establish.. work

priorities; coordinate related in-service. programs; oversee. Support Services Unit in. absence of SRR

- Manager-Head Start Planning & Support

: Prepare and maintain a variety of reports records and ﬁles related to personnel and: as&gned‘
activities. - :

Develop and implement short-term plans related to Head Start maintenance and custodial
operations; prepare time and material estimates; resolve emergency operational problems and

oversee maintenance of equipment.

Communicate with administrators, personnel and outside organizations to coordinate activities,
resolve issues and conflicts and exchange information.

Operate a computer and assigned software programs; operate other office equipment as assigned.
Attend a variety of meetings as assigned.

OTHER DUTIES:
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Supervisor — Head Start Operations Support Services/Restricted - continued Page 2
Perform related duties as assigned.
KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:
Organization and direction of operations and activities involved in the maintenance, repair and
cleaning of buildings, facilities and equipment within the County Head Start program.

Proper methods, techniques, materials, tools and equipment used in the building maintenance
trades.

Use and terminology of requisitions, purchase orders, invoices and other documents.
Organizational operations, policies and objectives.

Requirements of maintaining buildings, facilities and equipment in good repair.

Applicable building codes, ordinances, requlrements regulatlons and safety precautions.
Inventory practices and procedures. :

Requirements of maintaining buildings in a safe condition.

Policies and objectives of assigned programs-and activities. -+ ui e -

Oral and written communication skills. '
Principles and practices of supervision and training.
Applicabledaws; codes, regulations, p0hc1es and procedure
Interpersonal skills using tact, patience: and courtesy:
Operation ofa computer and assigned software. .. .

ABILITY TO : : o
Organize and dlrect operations and act1v1ties 1nvoived n the' mamtenance and repalr of
... designated buildings, facilities and equlpment B - e i
. ... Plan, organize, . coordinate, superv1se and partlclpate in the ‘operatlons and act1v1txes ofr i
" maintenance and custodial functions.. Lo :
Utilize space efficiently and effectively.
. . Take inventory and maintain accurate control systems . : ; e
- :Coordmate personnel commumcanons and mformatlon to meet orgamzatlonal needs and assure -t
'smooth and efficient activities. , L
Learn and apply county, state, and federal hcensmg regulatlons and apply good Judgment
Train and evaluate the performance of assigned personnel. _
Inspect projects for accuracy, completeness and compliance with estabhshed spemﬁcatxons
Estimate material, labor, equipment and time requirements.
Monitor and assure adequate levels of maintenance and repair equipment and supplies.
Communicate effectively both orally and in writing.
Interpret, apply and explain rules, regulations, policies and procedures.
Establish and maintain cooperative and effective working relationships with others.
Operate a computer and assigned office equipment.
Analyze situations accurately and adopt an effective course of action.
Meet schedules and time lines.
Work independentiy with little direction.
Plan and organize work.
Prepare records and reports related to assigned activities.

EDUCATION AND EXPERIENCE:
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Any combination equivalent to: graduation from high school supplemented by specialized
training in building maintenance or a related field and two years increasingly responsible
experience performing journey-level maintenance and repair activities.

LICENSES AND OTHER REQUIREMENTS:
Valid California driver’s license.
WORKING CONDITIONS:

ENVIRONMENT:
Office environment. .- . - SO
Driving a vehicle to conduct work. -
Seasonal heat and cold or adverse Weather condltlons
PHYSICAL DEMANDS

Dexterity of hands and fingers to operate a va_nety of tools a.nd eqlupment
Hearing and speaking to exchange: 1nformat10n R
Seeing to.perform-maintenance duties: : S L
Lifting, carrying; pushing ot pulling heavy objects as assngned by the posmon
Reaching overhead, above the shoulders and: horrzontaﬂy i

Bending at the waist, stooping, kneeling or- crouchmg N
Climbing ladders and working from helghts AR
'Standmg for extended penods of time : S

HAZARDS T 2
Workmg around a.nd with machmery havmg movmg parts
Workmg at he1ghts S . ,

Exposure to fumes from pamts and solvents
Approved by Personnel,Commission: Juric 23, 2011

.

Date’
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