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DEFINITION

Under general supervision, plans, directs and reviews the work of a shift of System Service Workers performing a variety of janitorial duties in maintaining District stations, Oakland shops, and offices in clean and orderly condition; provides for the instruction of staff in work and safety procedures; performs related work as assigned.

CLASS CHARACTERISTICS

This class assigns and directs the work of a shift of system service employees in a specified geographic or functional area. Work assignments to be completed are provided by a full supervisory class and the foreworker is responsible for ensuring the quality and quantity of work performed.  While the foreworker is responsible for initial appraisal and documentation of performance, employee selection and major personnel decisions are left to the full supervisor in charge.

EXAMPLES OF DUTIES

1. Plans daily work schedules in accordance with established cleaning schedules and assigned special activity list.

2. Assigns work to individuals or crews and ensures that work is done to accepted standards and within an established time frame.

3. Assesses and adjusts activities to ensure that revenue operation is not impacted.

4. Assesses scope of unscheduled maintenance work and assigns work or determines if work should be completed by other shifts.

5. Reviews performance of system service workers, counsels employees and prepares documentation of deficiencies.

6. Resolves minor disputes and informs supervisors of disciplinary problems requiring action.

7. Interprets District policies and procedures to employees.

8. Ensures that necessary tools, equipment and supplies are available for completion of the work.

9. Orders and requisitions stock or special supplies and equipment as approved by supervisor.

10. Holds safety meetings and discussions of shop issues; trains employees and monitors and enforces the use of protective equipment and safe work practices.

11. Reads and interprets work orders and supply instructions.

12. Maintains logs and records and prepares reports of work performed; keep management advised of unusual situations occurring during shift.

QUALIFICATIONS

Knowledge of:

Janitorial procedures, methods, supplies, tools, and equipment; basic supervisory principles, including work assignment, instruction, and review; principles and practice of safety in janitorial work; procedures for ordering and requisitioning parts, tools, and supplies.

Skill in:

Planning, assigning, directing, and reviewing the work of System Service Workers;  instructing staff on work and safety procedures; analyzing unusual janitorial problems, establishing the scope of work required and recommending approach to the work;  preparing and maintaining accurate records, logs, and reports; reading and interpreting written instructions; establishing and maintaining effective working relationships with those contacted in the course of the work; exercising sound independent judgment within established guidelines.

Other Requirements:

Specified position may require a valid California driver's license and have a satisfactory driving record; must be willing to work shifts; must have sufficient physical mobility to inspect work of others.

MINIMUM QUALIFICATIONS:

Equivalent to completing of twelfth grade and three years of experience in performing a variety of janitorial work.
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