
BERKS COUNTY INTERMEDIATE UNIT

POSITION TITLE: Custodial Services Supervisor- Operations
QUALIFICATIONS:
A.
A high school diploma or equivalent.

B.
Minimum of one to three years supervisory experience preferred.

C.
Ability to operate industrial-rated cleaning equipment, perform industrial-type cleaning tasks, and climb ladders.

D.
Ability to work effectively with other people.

E.
Ability to lift heavy objects (50 lbs. to a height of 30").

F.
Ability to schedule work and provide direct supervision for custodians.

G.
Basic computer knowledge required.
H.
Ability to successfully complete post-offer job-related essential function screening.

I.
Valid Pennsylvania Driver’s License.
J.   The holder of this position could be required as part of his or her duties to engage in 

activities that can be charged to a Medical Assistance (MA) or other state or federal healthcare program. Clearance as a provider by both the Commonwealth of Pennsylvania and the federal government is therefore an essential qualification for this position. 
REPORTS TO:
Program Administrator - Operations
POSITION GOAL:

Ensure that all BCIU buildings (owned or leased) are clean, secured and maintained by, in part, effectively supervising and directing the work of the custodial staff. 

PERFORMANCE RESPONSIBILITIES:

The essential functions of this position include, but are not limited to, the following fundamental duties:

A. Communicate, direct, evaluate, and supervise custodians in their general duties and oversee special cleaning concerns.

B. Perform all duties while maintaining the highest degree confidentiality regarding personnel matters and material seen or overhead in the course of performing job duties.

C. Monitor and evaluate the work performed by all custodians to ensure that all BCIU buildings are maintained in an appropriate manner. This is to include making site visits.
D. Lead in the hiring process for all custodial positions.

E.
Maintain sufficient inventory and order needed supplies through the Purchasing Department.
F.
Ensure that meeting rooms are set up according to seating requests and that appropriate equipment is available.  

G.
Assist in developing procedures and introducing equipment to improve safety and efficiency.
H.
Review custodial timesheets for clarity and accuracy.
I.
Familiarize the lead custodian with all building and daily duties related to overseeing the custodial department.
J.
When necessary, assist custodians in daily cleaning duties.

K.  Shovel snow/salt, when necessary, to provide a clean area at all entrances/exits.

L.  Assist visitors with equipment utilization or problems.
M.
Secure buildings and grounds, including lights.
N.  Greet evening visitors and direct to proper person, area or building.

O.  On Call to attend to custodial issues.

P. 
All other related duties as assigned.
TERM OF EMPLOYMENT:

Non-Exempt, Full Time, Twelve months/year.  Salary established by the Intermediate Unit Board of Directors per the Compensation and Benefits Plan for Middle Management staff, SRI 16. 
EVALUATION:

Performance in this position will be evaluated in accordance with provisions of the Board's policy on evaluation of personnel.

The position holder must be able to perform the essential job functions with or without reasonable accommodation.  It is the responsibility of the employee to inform the BCIU Director of Human Resources of any and all reasonable accommodations that will be required.

BCIU is an equal opportunity employment, educational, and service organization.
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