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Classification Specification
	

	
	8700100

	
	SUPERVISOR I



Class Summary

The responsibilities of this classification include performing the day-to-day supervision of one or more trades in a work group. Employees in this classification typically report to a Supervisor II.

Distinguishing Characteristics

This is the first level in a three-level trades Supervisor classification series and is distinguished from the other levels in that incumbents perform supervisory duties under the general direction of a Supervisor II or higher level.  Incumbents are responsible for the overall performance, budget and program safety of the assigned work unit and consult with their immediate Supervisor on the most complex and/or sensitive personnel and safety issues.

This classification is distinguished from Crew Chief in that incumbents in the Crew Chief classification perform assigned work within specific parameters established by a Supervisor and must obtain approvals to change schedules and assigned activities. It is distinguished from the Supervisor II level in that Supervisor IIs participate in developing, planning, monitoring, evaluating and controlling work unit goals, objectives and budget.

Examples of Duties (May vary by position)

1. Plan, organize, schedule and coordinate daily work activities of assigned work unit; prepare work schedules and staffing plans.

2. Monitor work quality and quantity; provide input and/or prepare performance appraisals to evaluate subordinates; issue written reprimands and letters of counseling and/or recommend further disciplinary actions to higher level Supervisor when necessary.

3. Identify and recommend training needs of assigned work unit; provide training to subordinates.

4. Prepare job estimates.

5. Assist in budget preparation; monitor monthly and annual budget expenditures; authorize purchases and code invoices.

6. Develop and recommend policies and procedures for the work unit.

7. Oversee program safety for assigned work unit; conduct monthly safety meetings; monitor for safety hazards and unsafe personnel practices; and recommend corrective actions for the whole work unit as appropriate.

8. Provide input on new equipment specifications and recommend modifications to existing equipment.

9. Organize, prepare and maintain records and reports to ensure that the work is accomplished in accordance with established goals and objectives; attend meetings with Supervisor and management staff to discuss work projects, schedules and timelines.
10. Perform other duties as assigned.
Knowledge/Skills (May vary by position)

Knowledge equivalent to four years of journey-level experience in trade-specific area

Knowledge of the methods and techniques used in the specialty area of the position
Knowledge of work planning principles

Knowledge of accepted supervisory principles and practices

Knowledge of job/project estimating principles and techniques

Knowledge of King County, Washington State and federal laws and regulations pertaining to the area of specialization

Knowledge of occupational hazards and safety precautions

Skill in budget monitoring and administration
Skill in customer relations 
Skill in communications (oral and written)

Skill in assigning, coordinating and supervising the work of employees in various trade groups

Skill in establishing and maintaining effective working relationships with supervisors and subordinates

Skill in dealing tactfully and courteously with the public

Skill in dealing with stressful situations

Licensing, Certification and Other Requirements

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

	FLSA Designation
	Exempt

	Levels within same series
	Supervisor I, II and III
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