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	Sample Job Description


This is a sample job description document.  It contains some of the duties, responsibilities and qualifications typically associated with this position, but is not intended to serve as a model or advice for specific job description content and format.  Your company should add, modify or delete as needed for your purposes.

[image: image1.jpg]



	[image: image3.png]Internet

E-mail

Q
Resource
Center





	Sample Job Description Continued



Custodial Services Manager

Job Title: 

Custodial Services Manager

Department: 



Reports To:



FLSA Status:



Prepared By:



Prepared Date:



Approved By:



Approved Date:


Summary: Directs institutional housekeeping program to ensure clean, orderly, and attractive conditions of establishment by performing the following duties personally or through subordinate supervisors.

Essential Duties and Responsibilities include the following. Other duties may be assigned.

· Establishes standards and procedures for work of housekeeping staff.

· Plans work schedules to ensure adequate service.

· Inspects and evaluates physical condition of establishment.

· Submits to management recommendations for painting, repairs, furnishings, relocation of equipment, and reallocation of space.

· Periodically inventories supplies and equipment.

· Investigates new and improved cleaning instruments and methods.

· Selects and purchases new furnishings.

Supervisory Responsibilities: 
Competencies:
Qualifications: To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Education and/or Experience: 
Language Skills:
Mathematical Skills: 
Reasoning Ability:
Computer Skills:
Certificates, Licenses, Registrations:

Other Skills and Abilities:
Other Qualifications:
Physical Demands: The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Work Environment: The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
This sample document is only an example and is based on the laws in effect at the time it was written. MRA-The Management Association, Inc. does not make any representations or warranties regarding the appropriateness or prudence of using this information for any particular individual or situation. Your company should add, delete, or modify the content of this document as needed to suit your purposes. This material is for your information only and should not be construed as legal advice. In some circumstances it may be advisable to have legal counsel review final documents prior to implementation. 
For further assistance call or visit www.mranet.org, © MRA – The Management Association, Inc. 
Wisconsin: 800.488.4845  Minnesota 888.242.1359  Northern Illinois: 800.679.7001  Iowa & Western Illinois: 888.516.6357
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