
 

 
 

ADMINISTRATOR OF OPERATIONS 

DEFINITION 
Under general supervision of the Director of Maintenance, Operations and Transportation, to plan, 
organize, and accomplish the goals and objectives of Districtwide Custodial, Grounds and Warehouse 
Operations.  
 
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be assigned. 

• Establishes and recommends priorities for custodial, grounds and warehouse related projects. 
• Assigns employee duties and reviews work for accuracy, completeness and compliance with established 

standards and procedures. 
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• Performs quality control inspections and analysis of work accomplished to ensure compliance 

with current standards, codes, and regulations. 

• Maintain District-wide Inspection Programs in the areas of Custodial, Grounds and Warehouse 
Operations. 

• Assists with the Director of Maintenance & Operations on policies, procedures, rules, regulations, 
and practices relating to safety, security, efficiency, and cost effectiveness of custodial, grounds and 
warehouse operations. 

• 
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as may be required in application to construction, maintenance, and/or modification of school facilities 
• Methods, materials, and equipment used in the custodial, grounds and warehouse maintenance, repair, 

and renovation of school buildings 
• Custodial, grounds, warehouse and security procedures and practices 

 
Ability to: 
 

• Estimate time and materials needed on a wide variety of projects 
• Determine priorities and schedule work effectively and efficiently 
• Carry out verbal and written directions independently 
• Follow instructions, read and interpret  (uc)-4. read and int


