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 Minimum Qualification Specifications 
 for the Classes: 
  

GENERAL MAINTENANCE & SERVICES SUPERVISOR I & II 
(GEN MTNCE & SVCS SUPVR I & II) 

 
 
Basic Education/Experience Requirements: 
 

One year of work experience which demonstrated the 
individual’s ability to write; read, comprehend and apply written 
directions; follow oral instructions; express himself verbally; 
establish and maintain work relations with others; solve problems 
logically; and perform basic arithmetic operations, may be 
substituted for the education. 
 

Graduation from high school may be substituted for the basic 
experience required. 
 
Experience Requirements: 
 

Except for the substitutions provided for below, applicants 
must have had progressively responsible experience of the kind 
and quality described below and in the amount indicated in the 
following table: 
 
 
Class Title 

Gen 
Exp 

Spec 
Exp 

Supvr 
Exp 

Total 

Gen Mtnce & Svcs Supvr I 1 2 1 4 
Gen Mtnce & Svcs Supvr II 1 2 2 5 
 

General Experience:  Work experience which required the 
preparation and/or review and maintenance of written records.  
This experience must demonstrate the individual’s knowledge of, 
as well as ability to perform, basic arithmetic functions 
involving measurements and areas; ability to determine total 
costs from unit costs, write simple reports, complete preprinted 
forms, and maintain records.  Such work experience may have been 
acquired in the performance of duties in which record preparation 
and/or review and maintenance comprised a major portion of the 
job responsibilities; or such experience may have been gained as 
a result of performance duties associated with a trades skill, 
custodial, or other field of employment in which the records 
preparation/maintenance function was not predominant but was an 
essential component of the job. 
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Specialized Experience:  Progressively responsible work 
experience which demonstrated the individuals knowledge of the 
practices, tools, equipment and materials used in janitorial 
work; building hardware, fixtures, equipment and their 
maintenance; safety rules and practices as they pertain to 
custodial, grounds and equipment operations; and the ability to 
plan, direct and coordinate maintenance work.  Such work may have 
been acquired while serving in one or a combination of the 
following areas: 
 
 1. Scheduling building construction or maintenance work 

which included such duties as establishing work priorities, 
making estimates of time, manpower and materials required; 
monitoring job status, preparing status reports, and 
performing other duties related to scheduling. 

 
 2. Estimating and purchasing construction or maintenance 

materials which included estimating labor, materials, and 
time required for work.  Estimating should have involved 
the examination of job specifications including the 
preparing or reviewing specifications, compiling itemized 
lists of materials and their prices, computing costs 
estimates of materials and labor.  Purchasing or selecting 
sources of goods and/or services should have involved 
securing goods and services on either a contract or non-
contract basis as determined by the individual in 
accordance with operating policy. 

 
 3. Maintenance operations management which included 

directing, inspecting, correcting and evaluating work 
and/or services provided by subordinate tradesmen or work 
crews; or coordinating or serving as liaison coordinator 
between requester and worker or serviceman; or other 
aspects of operations controls. 

 
 4. Maintenance operations administration which included 

preparing and maintaining an organizational segment's 
budget; receiving and processing work requests; preparing 
and/or reviewing job order requests, job specifications, 
requisitions, contract bid specifications, documents or 
other forms to insure their conformity with operating 
policy and acceptability with respect to standard business 
operations; dissemination of and/or maintenance of safety 
program (OSHA, worker's compensation, etc.) information, 
records, or files; implementation of security plans; and 
maintenance of other records and files as required. 
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Supervisory Experience:  Work experience which included 
supervising others by 1) planning and directing their work; 
2) assigning and reviewing their work; 3) developing work 
schedules and priorities; 4) training of subordinates; and 
5) disciplining of subordinates. 
 
Quality of Experience: 
 

Possession of the required number of years of experience 
will not in itself be accepted as proof of qualification for a 
position.  The applicant's overall experience must have been of 
such scope and level of responsibility as to conclusively 
demonstrate that he has the ability to perform the duties of the 
position for which he is being considered. 
 
Substitutions Allowed: 
 
 1) Excess Specialized Experience may be substituted for 

General Experience on a month-for-month basis. 
 
 2) Successful completion of a building maintenance or 

other related construction trades curriculum at an 
accredited community college or technical school which 
included coursework in mathematics may be substituted 
for one-half (1-2) year of specialized experience. 

 
 3) Possession of a B.S. in architecture, engineering or 

other related major may be substituted for one-half 
(1/2) year of general experience and one-half (1/2) 
year of specialized experience. 

 
Selective Certification: 
 

Specialized knowledge, skills and abilities may be required 
to perform the duties of some positions.  In such positions, 
certification may be restricted to eligibles who possess the 
pertinent experience and/or training required to perform the 
duties of the position. 
 

Agencies requesting selective certification must show the 
connection between the kind of training and/or experience on 
which they wish to base selective certification and the duties of 
the position to be filled. 
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Tests: 
 

Applicants must qualify on the appropriate examination for 
the class.  For non-competitive actions, the examination may be 
waived. 
 
Physical Requirements: 
 

Standard 3g.  Applicants must be physically able to perform 
efficiently the duties of the position, which are described 
elsewhere in this specification.  Good distant vision in one eye 
and ability to read without strain printed material the size of 
typewritten characters are required, glasses permitted.  Ability 
to hear the conversational voice, with or without a hearing aid, 
is required.  Applicants with an amputation of arm, hand, leg or 
foot may be required to compensate for that condition by the use 
of satisfactory prosthesis.  Any physical condition which would 
cause the applicant to be a hazard to himself or others will 
disqualify for appointment.  In addition, applicants must possess 
emotional and mental stability. 
 

A person with a handicap will be considered upon 
demonstration of ability to perform the required tasks or have 
the ability or means to compensate sufficiently for his handicap 
to perform the job. 
 
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
 
 This is a change in title and an amendment to the minimum 
qualification specification for the class GENERAL MAINTENANCE AND 
SERVICES SUPERVISOR which was approved on December 10, 1964; and 
the first minimum qualification specification for the new class 
GENERAL MAINTENANCE AND SERVICES SUPERVISOR I. 
 
 
 
 
DATE APPROVED: 4/19/77        Wayne Yamasaki 
  for   JAMES H. TAKUSHI 

Director of Personnel Services 
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