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E
BUILDING SERVICES MANAGER

DESCRIPTION:  Under general supervision plans, coordinates and directs several building services of major scope such as housekeeping, environmental sanitation, security, laundry and property management at a large multi-building state institution.

EXAMPLES OF WORK:  (A position may not be assigned all the duties listed, nor do the listed examples include all the duties that may be assigned.)

Coordinates building service operations and policies with the work of other departments.

Develops building services' budgets and analyzes cost records of products and services to determine least cost methods.

Consults supplier representatives to improve products and methods used.

Develops and conducts in-service training for new and existing staff concerning new techniques of cleaning and new products.

Writes and updates procedure manuals.

Develops work and leave schedules.  Makes recommendations and maintains records on all personnel actions such as promotions, terminations, selections and disciplinary actions.

Develops preventive maintenance schedules and inventory control methods.

Inspects and evaluates physical and sanitary conditions of buildings for compliance to institution and Health Department standards.  Reports findings and recommendations to supervisor.

Performs related work as required.

FULL PERFORMANCE KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (These may be acquired on the job and are needed to perform the work assigned.)

ENTRY KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (Applicants will be screened for possession of these through written, oral, performance, and/or other evaluations.)

Knowledge of:  current methods and techniques of commercial housekeeping; use and maintenance of commercial housekeeping equipment such as floor buffers, waxers and vacuums; uses, hazards and safety precautions needed for commercial detergents and cleaning chemicals; methods and levels of bacteriological sanitation, infection control and preventative precautions needed for each resident area; cleaning serviceability of surfaces found in the institution buildings.

Ability to:  train, motivate and coordinate a staff consisting of non-resident and resident employees.

BUILDING SERVICES MANAGER (continued)
JOB PREPARATION GUIDELINES:  (Entry knowledge, abilities, and/or skills may be acquired through, BUT ARE NOT LIMITED TO, the following coursework/training and/or experience.)

Five years full-time work experience in the service area, three of which are in a responsible supervisory position OR a two-year associate degree in hospital housekeeping management or a related area plus two years full-time experience in a responsible housekeeping supervisory position OR an equivalent combination of experience and education.

