SOUTH GEORGIA COLLEGE
JOB DESCRIPTION

Working Title:
Manager of Support Services

Job Classification:
Administrative
FLSA Exemption:
Exempt
Department:

Physical Plant

Purpose:

Provides administrative and office management to the Department of Physical Plant and Public Safety, provides services as the Environmental Health & Safety officer and manages the custodial staff. 

Nature of Work:

Essential Functions

· Assists the Director with assigned administration matters

· Maintains departmental budgets: MRR-Capital and Operating
· Coordinates and develops internal operating procedures as directed.
· Maintains confidential records

· Maintains a high profile and cordial working relationship with all campus employees, outside agencies and personnel in a professional manner

· Manages general office administrative and secretarial duties

· Prepares chemical storage reports, training records, ADA Records & MSDS documents as they relate to Right to Know regulations

· Maintains records of fire training in dormitories and buildings in coordination with Resident Hall Managers and maintains public safety Track and record usage of all buildings and areas within the building as required by USG Facilities Utilization Report.

· Maintains current inventories, records and disposition/disposal of chemicals stored on campus.  Notifies local land state fire officials of status of hazardous chemicals maintained on campus

· Attends training meetings and seminars as they pertain to South Georgia College’s Environmental Health and Safety

· Manages Custodial Staff

· Orders supplies for administrative offices and cleaning supplies for campus

· Manages setups for special events

Marginal Functions

· Performs routine clerical functions as related to position

· Performs other job related duties as assigned by the Director
Required/Desired Knowledge, Abilities and Skills:
· Must have background in finance and accounting and a good working knowledge of budget formulation and management
· Must have working knowledge of various computer systems and software appropriate for the administrative management of the department
· Some experience in health and safety desired
· Knowledge of APA, OSHA, RTK, building, fire and other life safety codes.
·  Strong interpersonal relations ability, excellent oral and written communications skills 
· Ability to establish and maintain effective working relationships with institution faculty, staff and students.
· Must function under minimum supervision

Required/Desired Education Experience and Necessary Qualifications:

· High school diploma required with additional education/Associate and/or Bachelors Degree in Business Administration or similar education
· Responsible administrative experience of which at least seven years were in a supervisory position.
Supervision:

The Manager of Support Services reports to the Director of Physical Plant and Public Safety.

