CLASS SPECIFICATION



CLASS TITLE:  LAUNDRY OPERATIONS MANAGER

CLASS CODE:  G092



CLASS SUMMARY



The Laundry Operations Manager works under general supervision and is responsible for managing laundry operations in state institutions, performing minor maintenance, and ordering supplies.  This position is governed by agency policy.



EXAMPLES OF WORK



Supervise a small staff by interviewing and recommending for hire, training employees, planning work schedules, assigning and reviewing work, maintaining time and leave sheets, counseling employees, and evaluating the performance of incumbents.



Ensures laundry is collected and delivered and inspects appearance of finished laundry.



Prepares various reports on laundry operations.



Performs minor maintenance on laundry equipment and contacts repairman for major equipment breakdown.



Orders and inventories supplies.



Supervises ancillary services section in manager’s absence.



Performs related responsibilities as required or assigned.



WORKING RELATIONSHIPS



The Laundry Operations Manager has regular contact with department personnel and clients and occasional contact with vendors.



SPECIAL JOB DIMENSIONS



Occasional lifting of up to 50 pounds may be required.









LAUNDRY OPERATIONS MANAGER (CONT.)



KNOWLEDGE, ABILITIES, AND SKILLS



Knowledge of laundry operations and equipment.  Ability to plan, organize, and direct the work of lower-level supervisors and/or subordinates.  Ability to maintain adequate laundry supplies and inventory records.  Ability to prepare written reports.



MINIMUM QUALIFICATIONS



Completion of high school course work in basic mathematics and grammar; plus three years experience in laundry operations or a related field.



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.








