POSITION CLASSIFICATION QUESTIONNAIRE

Department:  

Incumbent:   

Work Schedule/Location:   

Working Title: 
DIRECTOR, CAMPUS ENVIRONMENTAL SERVICES
Class Code:
0A16 (DIR of Campus Operations)
Immediate Supervisor/Title:  Vice Chancellor for Campus Operations
Position Summary (briefly describe the general purpose of the position)

Has total responsibility for Campus Environmental Services, including the areas of environmental sanitation, operations, purchasing and receiving of supplies. The Director is responsible for planning, organizing, directing, and staffing the department, and for the preparation of its annual budget and ongoing operations meeting budget and other success criteria.

Standard Duty Areas (list primary functions of the position with the percent of time generally allocated to each)

In conjunction with the Vice Chancellor, develops the objectives, goals, policies and procedures for the department.  Implements necessary measures to achieve these stated objectives and goals, following through to assure that objectives are met or exceeded.

Prepares the annual departmental budget for supplies, man-hours and equipment and submits for approval. Monitors performance as

compared to budget to assure adherence and submits proper justification for variances from budgetary standards.

Prepares an annual report summarizing the activities of the past year in regards to achieving stated goals and objectives. Proposes goals for the coming year which are supported by budgetary requests.

Assures that the appropriate standards of the Joint Commission and other regulatory bodies are routinely met or exceeded. Adheres to applicable state policies and guidelines.  Ensures compliance with all agencies. Advises the Vice Chancellor of anticipated problems and plans to correct deficiencies.  
Responsible for the purchasing, receiving, and storing function for environmental supplies. Assures that the receiving function is separated from the purchasing activity. Maintains records of all transactions. Assures that appropriate stock levels are maintained.  Performs and documents routine inventories on all equipment and supplies to meet growing demands.

Selects, trains, and evaluates departmental staff. Leads, guides and directs supervisory and secretarial personnel through the development of appropriate performance standards. Assures that each member of the staff receives a regular performance appraisal and that each is encouraged to develop work habits that are constructive through counseling, coaching, and be a good personal example. Provides for regular departmental in-services to assure that the staff is properly trained.
Maintains necessary records of quantity, quality and timeliness of all work performed in the department. Forwards appropriate, regular reports to the Vice Chancellor indicating departmental activity. Prepares special reports concerning projects and unique assignments, as required.
Ensures all equipment is properly maintained and in good working order at all times.
Coordinate environmental service activities with other departments when   needed for customer moves, cleaning request, event set-ups and or upcoming projects.

Keep administration informed of activities, needs, or concerns that may arise.  Winch could possibly assist or may cause harm to the operation.

Maintain records and statistics for administrative and regulatory purposes.

Plan, organize, direct, coordinate, and supervise functions and activities of the department by establishing work standards, work flow implement policies and procedures for departmental operations.

Demonstrate good communication skills with clients, utilizing a proactive approach without creating a hostile environment with the ability to defuse problematic concerns and create a positive outcome.  As well as being Proactive in the achievement of the facility goals and objectives.

Inspire staff through motivation and forward thinking.  By encouraging, nurture associate creativity, innovation, participating in educational programs, act as positive role model and to provide leadership at all levels.

Demonstrate and promote culture, values, management philosophy, and quality leadership in meeting performance plans, ensure Performance Evaluations are performed within relevant time frame maintaining, develop and maintain Job Descriptions.
Read and develop in the Total Quality Management process.

Assures all assigned areas are cleaned and maintained in an orderly, safe, sanitary, and attractive condition.  Performs routine rounds to inspect areas for cleanliness and maintain contact with customers.

This job description reflects the general details considered necessary to describe the principle functions of the job as identified and shall not be considered as a detailed description of all work requirements that may be inherent in the job.

Position Directly Supervises/Leads (name/title) 

Supervises entire Campus Environmental Services Department
Decision Making:   

Must possess logical and analytical thought processes and be able to use good judgment in making decisions in a sometimes distracting environment and with time constraints. Must set priorities to meet departmental demands. Must be able to work within budget constraints and be innovative at the same time.  Must be able to handle stress and solve several problems simultaneously. Subject to frequent interruptions and distractions within the work environment. Occasional probability for unexpected emergency or crisis situation to occur.

Budget Responsibility: 
Interaction (describe type and frequency of interaction with internal staff, other departments, visitors, and outside organizations)
 

Accountability (direct responsibility for outcome of projects or decisions made) 

Must be able to deal effectively and proactively with all customers. The ability to communicate well and inspire confidence is a requisite. The incumbent must be thoroughly familiar with both the management aspects and applications of the position. 

A service orientation is a desired characteristic. The successful candidate must be able to ensure excellent customer service and work within the operating budget provided.  The ability to work effectively with minimal supervision and guidance, assuming a great deal of responsibility, is a requirement.

Essential Physical Requirements (list the percent time involved for each that is essential in performing the major duties of the position)
Frequently tours the campus to ensure established performance standards are being met at all times.

Bending  (%)______Standing  (%)______Walking  (%)______Eyesight  (%)______
Hearing  (%)______Driving  (%)_______Speaking  (%)_____
Repetitious Movement  (%)______
Lifting, weight lifted______

Lift to: waist, _______chest, _______above head_______

Exposure To Harsh or Extreme Conditions (chemicals, cleaning agents, blood and body fluids, extreme temperatures)

Equipment Used In Position (type and percent time)

Minimum Qualifications (knowledge, skills, and abilities needed upon entry into the position)

Ability to Follow Oral Instruction, Read and Write

High School, GED or formal educational equivalent

Baccalaureate Degree, Major:   Baccalaureate Degree with appropriate education. Significant experience in a Campus or Clinical Environmental Services Department in the Director’s or Assistant Director’s position is required. A minimum of three to five years experience is preferred, with preference given to years managing a major University Campus or Hospital Environmental Services Department.
Advanced Degree, Type/Major: MACROBUTTON NoMacro [Click here and type degree]
Professional License/Certification: MACROBUTTON NoMacro [Click here and type name of license/certification]
Work Experience, (Length of Time, General and Directly Related):   Other job related education and/or experience may be substituted for all or part of these basic requirements upon approval of the Qualifications Review Committee.

I have participated in the review of my job and agree with the above description.

Yes_____No_____Comments_________________________________________________________________________________

Required Signature____________________Date________________________________________________________________

As supervisor of this position I have participated in the review and agree with the above description.

Yes_____No_____Comments________________________________________________________________________________

Required Signature____________________Date_______________________________________________________________



