Support Service Coordinator
GENERAL DEFINITION OF WORK:

Performs responsible oversight of dietary and maintenance departments; Performs responsible professional, supervisory and administrative oversight of safety and security functions of the Roanoke Valley Juvenile Detention Center; does related work as required.

Work is performed under the general supervision of the Deputy Superintendent.  Supervision is exercised over subordinate personnel.
TYPICAL TASKS:
Responsible for USDA Program;
Responsible for work schedule of kitchen and maintenance/housekeeping staff;

Provides oversight of kitchen and maintenance/housekeeping supply inventories and ensures compliance with procurement requirements;

Responsible for mandatory fire, sanitation and kitchen inspections;
Responsible for the implementation of Building Repairs;
Responsible for volunteer program;

Responsible for developing and submitting bids for building repairs and purchase of equipment as directed;
Responsible for cleanliness of building and outside grounds;
Makes recommendation for the purchase of equipment, supplies, and materials;
Conducts building inspections;
Ensures compliance with all standards, policies, and/or procedures related to safety/ security, building, kitchen and maintenance/housekeeping;
Collaborates with peers, supervisor, subordinates and other administrators to achieve and maintain the highest standards for detention operations;

Conducts monthly supervisory conferences with subordinate personnel;

Performs quarterly and annual performance evaluations of subordinate personnel;
Assists in developing and monitoring budget;

Assists in the development and implementation of policies and procedures;

Assists in planning, coordinating and evaluating training needs of personnel;

Participates in personnel actions involving hiring, promotions, transfers and discipline;

Performs any other duties as assigned;
KNOWLEDGE, SKILLS AND ABILITIES:
Some knowledge of building repairs; some knowledge of food preparation and food sanitation practices; ability to communicate effectively orally and in writing; ability to collect, interpret, and analyze data; knowledge of computer technology and software applications (Word, Excel, Access, etc.); ability to motivate and lead personnel; ability to interpret and implement policy; ability to organize and prioritize; Ability to maintain effective relationships with employees, service providers, parents and the general public; ability to think and work under pressure; ability to delegate effectively; ability to maintain a calm demeanor in stressful situations or crisis; ability to think and work independently; ability to exercise sound judgment; ability to organize schedules and direct the work of others.
EDUCATION AND EXPERIENCE:
A baccalaureate degree from an accredited college or university; degree in Public Administration, Business Administration, or Administration of Justice degree preferred; minimum of 3 years supervisory experience; managerial experience preferred.

OTHER REQUIREMENTS:
Must possess a valid Virginia driver’s license; must be able to provide references to verify all requirements for the position; must provide proof of education and experience; must pass a criminal background check and child protective services check; must be able to obtain First Aid and CPR certifications and maintain current certifications; must be able to obtain serv-safe certification  and maintain current certification; must have the use of sensory skills in order to effectively communicate and interact with detainees, employees, and the general public through the use of a telephone or personal contact; must have the ability to walk, stand, or sit for long periods of time; must have the physical capacity to lift a minimum of 1.5 cubic feet of files (approximately 50 lbs), and move furniture.
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THIS IS A JOB DESCRIPTION AND NOT AN INDIVIDUALIZED POSITION DESCRIPTION.  A JOB DESCRIPTION DEFINES THE GENERAL CHARACTER AND SCOPE OF DUTIES AND RESPONSIBILITIES OF ALL POSITIONS IN A JOB CLASSIFICATION.  IT IS NOT INTENDEND TO DESCRIBE OR NECESSARILY LIST THE ESSENTIAL JOB FUNCTIONS FOR A GIVEN POSITION IN A CLASSIFICATION.








