8/2/2021 Job Bulletin

v ANTELOPE VALLEY COLLEGE
invites applications for the position of:

A

ANTELOPE Supervisor, Custodial Services (10:00

VALLEY pm to 6:30 am)

SALARY: $5,130.01 Monthly

DEPARTMENT: Facilities Services

OPENING
07/15/21

DATE: /15/

CLOSING
08/10/21 11:59 PM

DATE: /10/
22
Hours not to exceed 40 hours per week. Exact work schedule to be
determined by supervisor based on department needs and college
hours of operation.
September 2021
Cover Letter, Resume

DESCRIPTION:

BASIC FUNCTION:

Under the direction of the Manager, of Maintenance & Operations plan, organize, coordinate,
inspect, supervise and evaluate the work performance of custodial staff, substitutes and student
workers; direct and participate in the cleaning maintenance of College facilities. Performs other
related responsibilities as may be assigned.

REPRESENTATIVE DUTIES:

» Plans, organizes, coordinates, inspects and supervises the work of the custodial staff,
substitutes and student workers. (E)

» Assigns regular work schedules to assure the cleanliness and safe conditions of buildings;
inspects the cleanliness of the classrooms, offices, gym, locker rooms, cafeteria, rest
rooms and showers. (E)

» Assures adequate staffing levels to provide proper custodial coverage; receive calls from
custodial staff unable to work and obtain substitutes or adjust workloads as necessary.

(E)

» Plans, researches, requests bids and determines best source for custodial equipment and
supplies; prepares requisitions and places orders for needed supplies; receives, stores,
maintains stock control and delivery of custodial supplies and equipment to Custodians.
(E)

» Establishes and maintains custodial safety practices and assures compliance; evaluates
products and equipment for safety; conducts periodic safety training and maintain required
Material Safety Data Sheets. (E)

« Trains and instructs Custodians and students workers; conducts training programs; assists
in the selection of assigned staff; supervises and evaluates assigned custodial staff. (E)
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Prepares and maintains records such as custodial supplies inventory, work requests,
personnel, equipment and facilities; controls department budget according to established
policies and procedures. (E)

Maintains and repairs custodial equipment. (E)

Inspects classrooms and offices for security and safety; determines and reports
dangerous and unsightly conditions and needed repairs to maintenance personnel;
performs minor repair to custodial equipment; locks and unlocks gates.

Respond to emergency calls and provide telephone consultation on weekends or other
off-duty hours as necessary.

Cleans and disposes of hazardous or infectious materials including chemical solutions,
ceramic dust, hypodermic needles, infectious waste, broken test tubes and petri dishes.
(E)

Directs and participates in major cleaning of the College during the summer months and
holiday breaks and participate in other custodial activities as needed. (E)

Operates District vehicles, electric carts, forklift, floor machines, vacuums, carpet
extractors, floor dryers and electric hoist. (E)

Hands out keys and locks up keys and radios; check phone and email messages.

Picks up trash in a variety of areas and cleans parking lots.

Strips floors, shampoos carpets.

Cleans classrooms, hallways, and restrooms in assigned areas.

Prepares time sheets for student workers.

Repairs equipment.

Empties, stocks, and records monies from washroom tampon and condom dispensers. (E)
Performs other related responsibilities as may be assigned.

(E = indicates essential duties of the position)

MINIMUM QUALIFICATIONS:

EDUCATION AND EXPERIENCE:
Any combination equivalent to: graduation from high school and three years increasingly
responsible custodial experience.

OTHER INFORMATION:

KNOWLEDGE OF:

Principles and practices of supervision and training.

District organization, operations, policies and objectives.

Policies and objectives of assigned program and activities.

Methods of organizing and scheduling and prioritizing work loads.

Proper methods, techniques, materials, tools and equipment used in modern custodial
work.

Requirements for maintaining District buildings in a safe, clean and orderly condition.
Methods, equipment, tools and materials used in cleaning buildings and equipment.
Proper methods of storing equipment, materials and supplies.

Appropriate safety precautions and procedures.

Chemical cleaners and their safe use.

Proper methods of cleaning and disposing of hazardous chemical or infectious wastes.
Inventory methods.

Record-keeping techniques.

Budget control methods.

ABILITY TO:

Plan, organize, coordinate, inspect and supervise the work of custodial staff and student
workers.
Train, supervise and evaluate personnel.
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 Prioritize and schedule work.
» Maintain current knowledge of technological advances in the field.
» Use cleaning materials, equipment and methods safely, efficiently and according to pre-
determined standards.
Evaluate the effectiveness of various supplies and equipment.
Estimate and order required custodial supplies and equipment.
Estimate time and material needs for major custodial projects.
Maintain tools and equipment in a clean and proper working condition and provide proper
security.
» Analyze situations accurately and adopt an effective course of action including emergency
and late night situations.
» Operate a vehicle observing legal and defensive driving practices.
» Understand and follow oral and written directions.
» Confer with site administrators and supervisor regarding custodial needs, schedules and
concerns.
» Maintain records and prepare reports.
» Establish and maintain cooperative and effective working relationships with others. Meet
schedules and time lines.
WORK DIRECTION, LEAD AND SUPERVISORY RESPONSIBILITIES: Assigns and monitors

work of Lead Custodian, Custodians, and hourly and student workers. CONTACTS: Co-
workers, security personnel, staff, students, student workers, and vendors.

PHYSICAL EFFORT:

Heavy physical labor

Sit for extended periods of time

Walk to conduct inspections

Bending at the waist, kneeling or crouching.

WORKING CONDITIONS: Exposure to cleaning chemicals and outside environment

SUPPLEMENTAL INFORMATION
It is the responsibility of each applicant to have all the requested documents submitted through
NEOGOV by the deadline date in order to continue in the application process for this position.

EQUAL OPPORTUNITY EMPLOYER:

Antelope Valley College prohibits discrimination and harassment based on race, religious creed,
color, national origin, ancestry, physical disability, mental disability, medical condition, marital
status, sex, age, or sexual orientation. Upon request, we will consider reasonable
accommodations to permit individuals with protected disabilities to (a) complete the employment
or admission process, (b) perform essential job functions, (c) enjoy benefits and privileges of
similarly-situated individuals without disabilities, and (d) participate in instruction, programs,
services, activities, or events.

Annual Security Report is provided by Antelope Valley College for prospective students and
employees. A copy of this report is available at http://www.avc.edu/administration/police/

APPLICATION INSTRUCTIONS - PLEASE READ

» Each recruitment is conducted independent from others; therefore, interested
parties need to submit separate complete application packages for each position
they apply.

 Itis important the applicants submit ALL documents requested for the application
package to be deemed complete and given consideration.
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This includes, but is not limited to, submitting transcripts for all college
coursework or degrees when requested to do so within a job announcement.
All out of the country transcripts must be evaluated prior to submitting them
with applications.
= Any evaluation service member of the National Association of
Credential Evaluation Service (NACES) http://www.naces.org/ is
acceptable.
If letters of recommendation are required, letters must be current within two
years, signed and dated from individuals having knowledge of your
professional experience.
Typing certifications must be current within one year and must include name,
date and net words per minute (NWP).
For those disciplines with established Academic Senate’s approved
equivalency: complete the Supplemental Equivalence Request form (If
applicant is applying based on an equivalency and is requesting review)

» Applicants may be subject to passing an examination (written/technical), as
appropriate to the requirements of the position.
« Residency within a reasonable geographical area of the college may be necessary.

« Travel expenses for pre-employment interviews and employment processing will not

be authorized.

APPLICATIONS MAY BE FILED ONLINE AT:

http://www.avc.edu

3041 West Avenue K
Lancaster, CA 93536
(661) 722-6300
(661) 722-6311

apatin@avc.edu

Position #RN20-43/2 (Re-advertised)

SUPERVISOR, CUSTODIAL SERVICES (10:00 PM TO
6:30 AM)

AP
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