Date: __3/2022________ 220222022222022__________

[bookmark: _Hlk63352725]CORNELL UNIVERSITY
STAFF POSITION DESCRIPTION

General Information

	POSITION GENERAL INFORMATION: 	☐New Hire/New Position	☐Update to Current Position



	Current Incumbent, if any:
	 
	Position #:
	

	University Job Title:
	Custodial Services Supervisor
	Pay Band:
	E

	Working Title (if different):
	Building Care Manager
	Exempt: ☒
	Nonexempt: ☐ 

	Department Name:
	Building Care
	Dept Code:
	

	
	
	
	

	Immediate Supervisor’s Name: 
	

	Supervisor’s University Job Title:
	Associate Director, Building Care
	Pay Band:
	

	Working Title (if different):
	




	CULTURE OF INCLUSION AND COMMUNITY STANDARDS: Skills essential for individual and organizational success.

	[REQUIRED] As a university founded to be a place where “…any person can find instruction in any study,” diversity and inclusion are at the core of our values and mission. We strive to be a welcoming, caring, healthy, and equitable community where students, faculty, and staff with different backgrounds, perspectives, abilities, and experiences can learn, innovate, and work in an environment of respect, and feel empowered to engage in any community conversation. As a member of the Cornell University community, it is important to recognize our shared responsibility to each other to cultivate a culture of inclusion for all.  Cornell Core values

[REQUIRED] As a people manager and university leader you will model and support a culture of diversity, equity, inclusion, and wellbeing by fostering an environment where everyone has the ability to thrive and navigate work and life’s challenges because they feel like they belong and have the tools and support they need.    
 
[REQUIRED] While position responsibilities vary greatly, the Skills for Success and Leadership Skills for Success are foundational to what is expected of every employee and leader working at Cornell.  These skills are essential for individual and organizational success. Staff Skills for Success; Leadership Skills for Success



	 DEPARTMENT BACKGROUND: Provide a brief overview of your department/unit. 

	[OPTIONAL] College/Unit Statement

[OPTIONAL] Department Statement

[OPTIONAL] Function Statement




	REWARDS AND BENEFITS: Highlight the unique benefits offered by Cornell and specifically to the position.

	Competitive compensation, generous time-off, and great benefits …More on Cornell Benefits



Position Summary

	POSITION SUMMARY: Explain the purpose for the position and summarize the responsibilities to include in job ad.

	[REQUIRED] While position responsibilities vary, all people leaders are expected to foster a culture of belonging and a psychologically healthy work environment by being trustworthy; respecting all individuals; being flexible; supporting work/life integration as well as healthy boundaries; inviting new ideas, alternatives, and perspectives; speaking up and taking action if others are being excluded or treated inappropriately; and recognizing the contributions of others. 
 
[OPTIONAL] Campus Collaboration

[OPTIONAL] Success Factors


Responsible for supervising and managing comprehensive custodial maintenance operations for large complex of academic, residential, research, and teaching buildings on campus.  Provides highly effective leadership and training of 25 or more custodians in unionized work environment including emphasizing safety and code compliance.  Is responsible for performance management of all staff including providing development and mentorship while supporting an engaged work environment. Develops and maintains effective working relationships with staff and departments in a fast-paced service environment.  Manages an extensive equipment & supply inventory.  Administers to principles and language of UAW contract and department work rules. Responsible for day-to-day coordination of operations including receiving, prioritizing, and scheduling routine and emergency requests for assigned buildings. Must be available 24/7 for facilities emergencies.  Assist the department as it strives to maintain a clean, attractive, healthy, and safe environment for all faculty staff, and students.





	REQUIRED QUALIFICATIONS: Specify required minimum equivalency for education, experience, skills, knowledge, etc. 

POSITION COMPETENCIES/SKILLS:  Job related knowledge, skills, abilities, and behaviors that contribute to success.  

	· [REQUIRED] Experience in and/or demonstrated commitment to supporting diversity, equity, access, inclusion, and wellbeing. 
(Pick List Items – REQUIRES a selection of at least one): 
· Demonstrated skill in understanding of cultural differences.  
· Proven experience connecting diversity, inclusion, and wellbeing practices to business goals. 

· Trade/Technical/Vocational school degree or an equivalent combination of college coursework with least two years’ relevant experience or equivalent combination of education and experience; high school diploma required. 
· Exceptional management and supervisory skills required.   
· Substantial experience in effectively supervising employees is required, preferably in a custodial maintenance operation.
· Understanding of custodial equipment.  
· Aptitude & proven ability to effectively lead a large group of employees in a highly diverse environment.
· Strong interpersonal, organizational & communication skills (both written & verbal).  Ability to work under pressure managing multiple priorities 
· Must be able to navigate building throughout the day and able to negotiate stairs, ladders and spaces of varying dimensions lifting up to 50lbs. lbs. 
· Must possess and maintain valid driver license.
· Must successfully complete a background check
· Must be able to work unusual hours in facilitating special events or projects and be able to respond to campus emergencies on 24-hr basis, including weekends, 7 days a week.


	PREFERRED QUALIFICATIONS: Specify preferred specialized education, field and/or certifications.

	Associates degree preferred.




Position Responsibilities

	POSITION RESPONSIBILITIES/ESSENTIAL FUNCTIONS:  List the responsibilities and estimate percentage of annual time spent on each responsibility.  Include only the essential functions that are fundamental and necessary to the position.  

	[REQUIRED] List each responsibility and associated percent totaling 100%
	Approximate % of time, Annualized

	Supervision
Directs, plans, assigns, and evaluates the work performance of 25 or more custodians who maintain 10 or more campus academic, residential, and administrative buildings. This includes problem-solving and providing mentorship related to any issues.  Supervises Lead Custodians/Lead Coordinators/Team Leaders and Carpet Techs in supporting the complex of staff and buildings. 

Supervisory responsibilities involves managing staff performance, which includes establishing objectives, strategies, and action plans in organizing time and staff, matching skills with assignments and leading staff through changing environments, finding the right person to work on the right problem. Provide timely and accurate information to all staff in a respectful manner, fully supporting the critical nature of effective and honest feedback Develop a high performing team where staff are engaged and contributing to the unit’s success.

Interviews and assists in the hiring decisions regarding new employees and promoting existing employees. Administers to employee/labor relations matters including probationary reviews, performance appraisals, formal discipline (including discharge), and hearing grievances at Step I and beyond of the grievance procedure for labor related matters in concert with the Associate Directors and Human Resources.  Follows the UAW contract in administering to all labor related matters, proactively works to diffuse potential conflict before it begins.

	%

	Operations
Regularly inspects all assigned facilities and completes reports in support of the Department's Quality Assurance Program.  Manages and maintains a high level of quality regarding all custodial services that the department provides.  Reports maintenance issues to the appropriate manager within Facilities Services. Proactively interfaces with Cornell staff at all levels who work in the buildings, to solicit their feedback regarding the services we provide.  Works closely with building coordinators regarding maintenance issues as well as submittal and review of service requests in Maximo.

Responsible for day-to-day coordination of operations; receive, prioritize and schedule routine requests for assigned buildings. 

Facilitates a large variety of special projects and ensures appropriate response to routine and emergency requests, including floods and fire clean-ups. Facilitates snow removal. Provides custodial maintenance for new and renovated facilities.  Provides expert consultation to campus departments regarding special maintenance needs.

	%

	Training
Trains, develops, and comprehensively supports staff.  Schedules formal custodial training with the Facilities Management Training Manager for all employees including new employee training, remedial training and compliance related classes. Authorizes other non-department Cornell training classes. 

	%

	Budget and Planning
Manages a large inventory of supplies and equipment for all assigned buildings and staff.  Interfaces with e-Shop and procurement in ordering and receiving new supplies as needed. Manages and inventories department assigned keys. Manages lamping and relamping of all lighting fixtures within the complex.  Addresses a variety of lamping issues and problems throughout the buildings. Facilitates Cornell's recycling and trash removal processes in delegating responsibility to the custodial staff.  Interfaces regularly and troubleshoots related problems with recycling operations regarding both processes.

	%

	Safety and Code Compliance
Responsible for on-the-job safety of all employees and enforces Department and University health and safety policies.  Interfaces with Environmental Health and Safety regarding issues that affect health and well-being of our custodians, and the Cornell community.   Manages problems including the clean-up of bodily fluids.  Enforces and ensures that the Departments rules governing the procedure for clean-up of bodily fluids, including those involving human blood and other hazards (e.g. broken glass, toxic chemicals, syringes, blood), are strictly adhered to.

	%

	Events
Manages special events for the department including set ups and special needs for, Commencement, Alumni Weekend, concerts, conferences, and other functions. Manages a variety of special projects and assignments as directed. Take a leadership role during university events such as hall opening and closing, housing, reunions, final exams, Trustee Meetings, conferences, etc. Other duties as assigned.

	%

	Other position-related responsibilities 
[REQUIRED] Participate in projects with occasional work responsibility falling above or below current classification. 

[OPTIONAL] Other position related responsibilities 
	%




	POSITION LEADERSHIP/MANAGEMENT RESPONSIBILITIES:  For positions with responsibilities focused on managing the work of others and developing others. [REQUIRED FOR THOSE THAT SUPERVISE OTHERS]

	Number of Direct Reports
	_ Exempt
	_ Nonexempt

	Number of Indirect Reports
	_ Exempt
	_ Nonexempt

	Number of Student/Temporary 
	_ Exempt
	_ Nonexempt




Work Designation

	[bookmark: _Hlk121497094]WORK DESIGNATION:  Assessment of position’s primary setting for performing work.  Please select one.

	☐	Fully Onsite
	Positions requiring 100% on-site presence
May be able to occasionally work remotely – business continuity

	☐	Hybrid Remote
	Positions with the ability to regularly be performed at least partially remotely
Includes seasonal hybrid, variable hybrid, and consistent hybrid

	☐	Fully Remote
	Positions within/outside of New York State which can be performed 100% remotely
May be asked to travel to campus periodically




[bookmark: _Hlk121481369]
Essential Working Conditions (after considering reasonable accommodations)

Physical (lift/carry/push/pull): Choose an item.		
Visual: Choose an item.				
Hazards: Choose an item.

