PART T DEPARTMENT OF PERSONNEL SERVICES 1.612
STATE OF HAWAII

Class Specifications
for the Class:

PROPERTY & SERVICES SUPERVISOR

Duties Summary:

Supervises an institutional property control activity, and
various housekeeping and personal services; and performs other
duties as required.

Distinguishing Characteristics:

This class 1is distinguished by its responsibility for the
conduct of several operational activities in an institution.
Involved are the maintenance of inventory of all property, the
receipt and control of equipment and supplies in central
storage, and the conduct of laundry, tailor, clothing and
bedding issue, barber, shoe repair, retail sale of toiletries
and similar miscellaneous articles, and household supply
services.

The work is performed in accordance with established
program plans, policies and administrative procedures, but
requires the development of operational details and the
direction and control of work activities. Direct supervision of
institutionalized persons, or through subordinate supervisors,
is involved.

Examples of Duties:

Supervises and participates in inventory procedures, and
advises other units on the disposal or transfer of property;
supervises and participates in the receipt, storage and issue of
supplies and equipment; assesses household supply needs and
initiates procurement procedure; informs purchasing personnel on
prices, supply sources, acceptability of substitutes, etc.;
directs tailoring and laundry services through subordinate
supervisors; oversees and controls shoe repair, barber, and
clothing and bedding issue service; supervises the purchase,
receipt, sale and inventory of toiletries, tobacco and similar
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miscellaneous articles; accounts for cash and prepares report of
retail activity; requests purchase orders, and orders supplies
and materials for the several services; develops operating plans
and procedures, and arranges for the assignment of
institutionalized persons to work activities; prepares budget
estimates and justification for the unit; evaluates the work
performance of subordinate supervisors and assigned
institutionalized persons; and prepares or supervises the
preparation of material and supply costs and activity reports.

Knowledge and Abilities Required:

Knowledge of: Inventory methods and procedures; office
practices and procedures; principles and practices of
supervision; the general organization and operation of
institutional housekeeping and personal services.

Ability to: Plan, organize, direct and control operational
institution services typical of the class; maintain appropriate
records and prepare operational reports; maintain effective
working relationships with institutionalized persons and their
staff; make arithmetic computations.

This is the first specification for the new class PROPERTY
& SERVICES SUPERVISOR, which replaces the class STORE & SERVICES
SUPERVISOR, approved on February 9, 1960.

DATE APPROVED: 3/4/69 David K. Trask, Jr.
(Mrs.) EDNA TAVARES TAUFAASAU
Director of Personnel Services
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