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Position: Facilities Operations 
Manager 

Reports To: Assigned Supervisor 

Department: Maintenance, 
Operations & Facilities 
(MOF) Department 

Bargaining Unit:   CSEA 860                  
  CSEA 27   
  AEA                

  Management         
  Confidential                   
  Unrepresented           

Hours: As assigned No. of Work Days: 261 
FLSA 
Classification: 

 
 Exempt                         
 Non Exempt    

Type:  Reclassification   
 Update of job description  
 New job description 

 
 

Salary 
Schedule: 

  Contract 
  Executive Cabinet 
  Administrative/Supervisory, Range 11 
  Confidential       

  Licensed 
  Unrepresented 
  CSEA 27  
  CSEA 860 

  
 
 
GENERAL SUMMARY OF DUTIES 
 
Plan, organize and direct the administrative and operational activities of the Maintenance, Operations and 
Facilities (MOF) Department for Alameda Unified School District (AUSD); plan, coordinate and manage a 
comprehensive budget and custodial care program; plan, organize and direct the fire & life safety, and other 
compliance activities, programs and operations of the AUSD and schools; supervise and evaluate the 
performance of assigned personnel. 
 
ESSENTIAL FUNCTION 
 

• Plan, coordinate and manage a comprehensive custodial care program; assure compliance with 
applicable health and safety standards; create a safe, clean school environment, and maintain 
District facilities.  
 

• Plan, organize and direct the security and safety activities, programs and operations of the District 
and District schools; develop plans and procedures related to security and safety; communicate with 
various departments in the development and implementation of new and existing programs; plan 
and implement preventive measures to prevent incidents.  

• Plan, organize and direct the administrative and operational activities of the MOF Department for 
AUSD; establish standards for staff to create a safe and clean school environment and maintain 
AUSD facilities. 
 

• Supervise and evaluate the performance of assigned staff; interview and select employees and 
substitute custodial staff; recommend transfers, reassignment, termination, and disciplinary actions. 
Plan and present in-service training programs for custodial staff, evaluate and test custodial products 
and equipment. Develop and conduct in-service programs for the proper operation and maintenance 
of custodial equipment; develop and conduct staff orientations and training for new personnel. 
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• Plan, organize and direct AUSD Facility On-Call Response program for after-hours response to 

urgent facility emergencies. Respond to After-Hours emergencies as required. Interview, train, 
evaluate, and monitor selected On-Call Response employees to ensure program effectiveness and 
readiness.  
 

• Develop and conduct a variety of informational, training, and instructional meetings and programs 
for department staff to assure safe and proper work practices. These include, but not limited to, 
Injury Illness Prevention Plans (IIPP), Blood Borne Pathogens, and other critical employee training. 
Maintain training records.  
 

• Provide technical expertise, information and assistance to the Director and other District 
administrators and civic leaders regarding assigned functions; assist in the formulation and 
development of policies, procedures, and programs. 
 

• Work with District administrators to develop, implement and monitor the Refuse and Recycling 
Program within the District; ensure compliance with proper maintenance, storage, and disposal of 
hazardous material/waste and maintain current Hazardous Material Business Plan (HMBP) 
program.  
 

• Direct the preparation and maintenance of a variety of narrative and statistical reports, records and 
files related to personnel and assigned activities. 
 

• Assist in managing and implementing the AUSD Facility Use Program; accept, review, and oversee 
approval for facility use permits for rental of AUSD facilities by AUSD, public and private groups; 
arrange for after-hours clean up by custodial staff. 
 

• Conduct, schedule, and oversee site inspections; inspect completed work by custodial, grounds and 
maintenance staff for accuracy and compliance with instructions and established standards; assist 
administrators in the development of custodial standards and meet all Williams Settlement Act 
requirements.  

• Develop and prepare the annual preliminary budget for the custodial and safety components of the 
MOF Department; analyze and review budgetary and financial data; control and authorize 
expenditures in accordance with established limitations. 
 

• Oversee, coordinate, monitor, and document Integrated Pest Control Program and other programs as 
assigned. 
 

• Coordinate, monitor and document Security, Fire, & Life Safety programs; to include, but not 
limited to, Fire & Security Alarm Systems, Fire Suppression Systems, and Hazardous 
Communication program. 
 

• Attend and conduct a variety of meetings as assigned. 
 

• Perform related duties as assigned. 
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KNOWLEDGE AND ABILITIES 
 
KNOWLEDGE OF: 

• Planning, organization, and management of custodial, safety, and compliance programs  
• Applicable laws, codes, regulations, policies, and procedures related to assigned activities. 
• Budget preparation and control 
• Oral and written communication skills 
• Principles and practices of administration, supervision and training methods and procedures 
• Proper methods, techniques, materials, tools, and equipment used in modern custodial and 

maintenance work; Modern cleaning methods include methods of cleaning floors, blackboards, 
carpets, furniture, walls, and fixtures. 

• Requirements of maintaining buildings in a safe, clean, and orderly condition principles and 
practices of administration, supervision and training appropriate safety precautions and procedures 

• Record-keeping and report preparation techniques inventory methods and practices 
• Interpersonal skill, using tact, patience, and courtesy.  
• Operation of a computer and assigned software. 

 
ABILITY TO:  

• Plan, organize and direct the custodial and safety activities, programs, and operations.  
• Confer with site administrators and supervisors regarding custodial needs, schedules, and concerns. 
• Conduct complex investigations. 
• Communicate effectively both orally and in writing. 
• Interpret, apply, and explain rules, regulations, policies, and procedures. 
• Establish and maintain cooperative and effective working relationships with others.  
• Analyze situations accurately and adopt an effective course of action to meet schedules & timelines. 
• Work independently with little direction; plan and organize work. 
• Prepare, schedule and train personnel related custodial, safety and compliance topics. 
• Prepare comprehensive narrative and statistical reports. 

 
EDUCATION AND EXPERIENCE 
 
Any combination equivalent to graduation from high school supplemented by college-level course work in 
building management and safety and six years of increasingly responsible custodial experience including at 
least two years in a supervisory capacity. 
 
LICENSES AND REQUIREMENTS 
 
Valid California driver’s license 
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PHYSICAL DEMANDS 
Frequency Key: None (N); Occasional - up to 25% of shift (O); Intermittently – up to 50% of 
shift (I); Frequently – up to 75% of shift (F). 
 

Activity Frequency  Activity Frequency 
Bend I  Lift/carry 0-10 lbs F 
Twist O  Lift/carry 11-25 lbs I 
Squat I  Lift/carry 26-40 lbs O 
Kneel I  Lift/carry 41-100 lbs N 
Climb O  Stand I 
Reach above shoulder I  Walk I 
Grip/Grasp F  Sit F 
Extend/Flex Neck O  Drive O 
Use Dominant Hand F  Perform Repetitive Hand Motions F 
Use Non-Dominant Hand O  Keyboarding/Mouse Work F 
Ability to See F  Ability to Hear F 

 
 
ENVIRONMENTAL ELEMENTS 
 
Employees primarily work in an office environment with moderate noise levels, controlled temperature 
conditions, and no direct exposure to hazardous physical substances.  Employees occasionally work 
outdoors and are exposed to dust, fumes, allergens, vermin, parasites, or insects.   
 
 
THE ALAMEDA UNIFIED SCHOOL DISTRICT IS AN EQUAL OPPORTUNITY EMPLOYER and, 
in compliance with federal and state laws, does not discriminate in any employment practice on the basis 
of age, ancestry, color, marital status, medical condition, national origin, political or union affiliation, 
physical or mental disability, race, religion, sexual orientation or sex. 
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