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Classification Specification
	

	
	9710100

	
	SERVICE/MAINTENANCE SUPERVISOR



Class Summary

The responsibilities of this classification include overseeing a service/maintenance function and performing the full scope of supervisory responsibilities for the day-to-day activities of employees performing basic maintenance functions such as groundskeeping and custodial work.  Employees supervised are typically in the Utility Worker and Custodian classifications.
Distinguishing Characteristics

This is a single level classification.  Incumbents are responsible for direct supervision of assigned workgroup(s) performing basic service/maintenance duties such as custodial (floor care and windows), grounds maintenance (weeding, mowing and raking) and unskilled facilities maintenance and repair work (changing light bulbs, touch-up painting, minor repairs).  Incumbents ensure work meets quality standards and perform personnel functions including corrective action and performance evaluation. 
This classification is distinguished from the Supervisor series in that the Supervisor oversees skilled trades work (electrical, carpentry, plumbing) and has experience in the trades supervised. Service/Maintenance work results in or contributes to the comfort, convenience, hygiene, or safety of the general public and the upkeep and care of buildings, facilities and grounds or public property and may include operating machinery.
Examples of Duties (May vary by position)

1. Plan, organize and coordinate daily work activities of assigned work unit; prepare work schedules; monitor work quality and quantity for adherence to standards. 
2. Allocate staff to ensure adequate coverage; coordinate work with other work groups.

3. Respond to and resolve routine customer complaints.  Refer sensitive issues to higher level Supervisor for resolution.
4. Prepare performance appraisals to evaluate subordinates; issue letters of counseling and written reprimands; recommend further disciplinary actions to higher level Supervisor.

5. Identify training needs and provide training to assigned staff.
6. Prepare job estimates.

7. Monitor monthly budget expenditures; may authorize purchases.

8. Revise and recommend processes and procedures for the work unit.

9. Oversee safety function for assigned work unit; monitor for safety hazards and unsafe practices; recommend corrective actions when needed.
10. Organize, prepare and maintain records and reports to ensure that work is accomplished in accordance with established goals and objectives; meet with immediate Supervisor to discuss work projects, schedules and timelines.
11. Perform other duties as assigned.
Knowledge/Skills 

Knowledge of the methods and techniques used in the area(s) supervised
Knowledge of work planning principles

Knowledge of supervisory principles and practices

Knowledge of job/project estimating principles and techniques

Knowledge of occupational hazards and safety precautions

Skill in budget monitoring 
Skill in customer relations 
Skill in communications 
Skill in assigning, coordinating and supervising the work of employees 
Skill in establishing and maintaining effective working relationships

Skill in interacting tactfully and courteously with the public

Skill in handling with stressful situations
Skill in conflict resolution and problem solving

Skill in the use of personal computers and word processing, spreadsheet and database management software
Licensing, Certification and Other Requirements

Washington State Driver License (some positions)
Additional licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.

	FLSA Designation
	Non-Exempt

	Service Status
	Career Service

	Levels within same series
	None 

	Class History
	Created 2/2009
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