MENDOCINO COUNTY GOVERNMENT

CLASSIFICATION SPECIFICATION

CLASS TITLE:
LAUNDRY COORDINATOR
CLASS CODE: TBD

DEPARTMENT:
SHERIFF’S OFFICE
FLSA STATUS: N

REPORTS TO:
CORRECTIONS SERGEANT
BARGAINING UNIT: SEIU

CIVIL SERVICE:
YES
DATE: 5/09


JOB SUMMARY:

Under general supervision, plans and coordinates laundry operations in a correctional facility including oversight of inmate work crews; participates in laundry services; conducts inventory audits, orders supplies, and coordinates equipment maintenance; performs related work as assigned.

DISTINGUISHING CHARACTERISTICS:
This class is characterized by the responsibility to provide laundry and mending services for the County Jail.  The incumbent plans, organizes and oversees inmate work crews, oversees the laundry facility operations and participates in laundry and mending activities. 
SUPERVISION EXERCISED: 

No supervision of employees is exercised.
EXAMPLES OF DUTIES: Duties may include but are not limited to the following:
· Oversee the facility laundry and maintain laundry chemical management in compliance with applicable health and safety standards and regulations. 
· Plan, coordinate and oversee inmate work crews working in the laundry facility. 

· Train inmate workers in institutional laundry methods, techniques and procedures, including safe working procedures.
· Oversee  washing/drying and/or destruction of contaminated clothing; assess amount and type of contamination and advise staff of proper handling precautions; oversee proper disinfection of equipment.

· Perform laundry functions with inmate work crews; operate equipment; sort and weigh laundry; fold and sort clean laundry.

· Maintain inventory control; monitor, order, receive and stock cleaning supplies and materials.

· Oversee the maintenance of equipment; perform preventive maintenance and basic repairs on equipment; coordinate repairs that are more complex; clean and lubricate equipment.

· Monitor condition of clothing and bedding, mend or replace items as necessary.

· Troubleshoot issues and recommend solutions; consult with facility supervisor as needed.

· Perform other related duties as assigned.   

MATERIAL AND EQUIPMENT USED:

Laundry equipment 

Sewing machine

Sewing implements

Computer
General office equipment 
Telephone


MINIMUM QUALIFICATIONS REQUIRED:

Education and Experience:

High school or equivalent, and one year of progressively responsible experience in a commercial or institutional laundry, food service, customer service, or related setting which includes at least six months serving as a team leader, crew or shift boss, or a supervisor; or an equivalent combination of related education, training and experience which provides the required knowledge, skills, and abilities to perform the essential functions of the job.  
Special Requirements 

Must successfully pass criminal history and other background checks. 

Licenses and Certifications:

None
KNOWLEDGE, SKILLS, AND ABILITIES
Knowledge of:

· Principles, methods and safe operating standards used in the operation of equipment such as that found in an institutional laundry facility.

· Principles and practices of inventory control and quantity ordering of supplies.

· Methods and practices of laundering clothing and bedding for a variety of fabrics and materials.

· Operation of washing, drying and other laundry equipment.

· Various cleaning supplies, soaps, solvents and disinfectants.
· Principles and practices of supervision and training.
· Basic techniques of sewing and mending. 
· Basic arithmetical calculations to include addition, subtraction, decimals and fractions. 
· Basic computer applications and hardware related to performance of the essential functions of the job.
Skill in:
· Overseeing a mechanized operation including safe operation and coordination of maintenance of equipment.

· Planning, assigning, overseeing, and monitoring the work of inmate crews.

· Training others in the safe procedures.
· Organizing and prioritizing daily work assignments.

· Developing and implementing operational procedures.

· Reading, understanding, interpreting, relaying and complying with laws, regulations and professional practices governing laundry program services and operations.

· Maintaining accurate records and documentation.

Physical and Mental Abilities:

· Operate washing machines and dryers.

· Perform basic repair and maintenance of laundry equipment.

· Operate office equipment including a personal computer.

· Establish and maintain cooperative working relationships with a variety of individuals.

· While performing the essential functions of this job, the incumbent is regularly required to walk, sit, use hands to finger, handle, or feel objects, to reach with hands and arms, and speak and hear, to push, pull, move or lift above and below the neck objects weighing up to 50 pounds and work with toxic or hazardous chemicals.

Working Conditions:

Work is performed in an office, work shop, and store room environment; with exposure to noise, dust, grease, fumes, humidity, body fluids, human wastes, airborne particles, heat and cleaning products including toxic or caustic chemicals, with little exposure to outdoor temperature or dirt and dust.   The incumbent's working conditions are typically moderately noisy but may be very loud at times.  

This class specification should not be interpreted as all-inclusive.  It is intended to identify the essential functions and requirements of this job.  Incumbents may be requested to perform job-related responsibilities and tasks other than those stated in this specification.  Any essential function or requirement of this class will be evaluated as necessary should an incumbent/applicant be unable to perform the function or requirement due to a disability as defined by the Americans with Disabilities Act (ADA).  Reasonable accommodation for the specific disability will be made for the incumbent/applicant when possible.

