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   Class Specification 
   for the Class: 
 

INSTITUTION OPERATIONS MANAGER 
(INSTITUTION OPERATIONS MGR) 

 

Duties Summary: 

Manages, directs and coordinates, through subordinate supervisors, the physical 
plant operation and administrative housekeeping functions of a moderate-sized or large 
institution; and performs other related duties as assigned. 

Distinguishing Characteristics: 

A position in this class is responsible for managing, directing and coordinating all 
of an institution's physical plant and related operations in addition to managing and 
directing the administrative functions of the institution.  A position in this class is 
assisted by a fairly well-developed business staff in carrying out the administrative 
functions of the institution. 

Positions are generally of two types: 

1. The Institution Operations Manager with responsibility for managing, 
directing and coordinating all of a large institution's physical plant and 
related operations as well as the institution's administrative functions, 
through subordinate unit or section heads. 

2. The Institution Operations Manager with responsibility for managing, 
directing and coordinating all of a moderate-sized institution's physical 
plant and related operations, the institution's administrative functions, as 
well as the institution's community, recreational and social activities.  
Because of the isolated physical location of the institution, the 
responsibilities of such a position become even more difficult, particularly 
in the management and coordination of all functions. 

Examples of Duties: 

 Manages, plans, directs and inspects the repair and maintenance of institution 
buildings, roads and equipment; works with other agency personnel, contractors and 
others in planning for new structures and the renovation of buildings, preparing 
specifications, obtaining bids, inspecting construction, etc.; inspects facilities, utility 
systems and equipment for safe operating condition and repair needs; plans and 
schedules repairs and preventive maintenance projects including the establishment of 
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project priorities; plans and directs the construction, repair and/or maintenance of utility 
systems; directs the operations of the institution's food services activities; directs the 
operation of a warehouse, storeroom and/or commissary; may direct the operation of a 
small institution store; directs the requisitioning, storage and issuance of supplies, 
materials and tools; reviews and approves requisitions; controls expenditure of funds; 
maintains or directs the maintenance of fiscal, personnel and/or other clerical records; 
plans and directs the institution's safety and fire prevention programs; directs the 
maintenance of inventory records; directs landscaping activities; directs farm activities; 
directs the institution's laundry operations; directs various housekeeping activities such 
as sewing operations, cleaning or janitorial services, etc.; assigns work; reviews and 
evaluates work of subordinates; may conduct studies such as those relating to 
manpower needs of the institution, the most efficient and economical use of men, 
money and materials or building, equipment and other needs of the institution; 
establishes operating policies and procedures; prepares correspondence and reports; 
prepares budget requests for his immediate section or unit; may review, consolidate and 
prepare in proper form, budget requests for the entire institution; may serve as a 
member of a classification committee; may plan, arrange for and coordinate the 
institution's community, recreational and social activities; may participate in long- and 
short-range planning for the institution's budgetary and other requirements; conducts 
staff meetings; participates in institution staff and departmental staff meetings; confers 
with and maintains good relationships with other agencies' staffs, private individuals and 
groups; may assign quarters to residents; provides for internal security; assists in the 
apprehension of escapees as required; organizes and directs on-the-job training of 
inmates, wards, residents, or patients; and coordinates and/or directs in-service training 
of subordinates. 

Participates in planning for the institution's long- and short-range requirements 
including budgetary requirements; directs and coordinates the institution's administrative 
functions; participates in the institution's budget preparation process and in planning for 
the expenditure of allotted funds; may provide for such services as police protection, 
vital statistics registration, mortuary and cemetery services and the operation of a 
general store. 

Knowledge and Abilities Required: 

 Knowledge of:  Principles of planning and organization as applied to a 
construction and maintenance program; practices, tools, equipment, materials and 
processes used in the construction and maintenance of buildings, equipment, roads, 
grounds and utility systems; safety and fire prevention practices; supply and inventory 
recordkeeping practices; principles and practices of supervision and management; 
administrative housekeeping functions. 
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Ability to:  Manage the physical plant operations/maintenance and administrative 
housekeeping functions of an institution; make cost estimates and prepare budgets; 
read and interpret construction plans and specifications; deal effectively with staff, 
patients, inmates and others; prepare clear and concise reports. 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 

This is an amendment to the class specification for the class Institution Facilities 
Superintendent VI approved on May, 1969 due to incorporation of managerial level in 
EMCP in accordance with Act 254, SLH 1980, and a change in title to INSTITUTION 
OPERATIONS MANAGER effective November 1, 1982. 

 

DATE APPROVED: 10/4/82  /s/  Clement L. Kamalu 
  for  DONALD BOTELHO 

Director of Personnel Services 
 

----------------------------------------------------- 

The code-number for the class Institution Facilities Superintendent VI was 
changed from 2.107 to 17.480 and the class was incorporated in the Excluded 
Managerial Compensation Plan effective July 1, 1981 in accordance with Act 254, SLH 
1980. 
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