
  

CLOVIS MUNICIPAL SCHOOLS 
JOB DESCRIPTION 

 
Position:   Energy & Custodial Manager 
 
Supervisor:   Coordinator of Transportation & Custodial Services 
 
General Job Description:  To monitor the District's energy management program under board-level policy and 

guidelines for the purpose of reducing utility consumption. Assist with the 
supervision of custodial staff in order to provide a healthy, safe and attractive 
physical plant.   

 
Essential Duties and Responsibilities: 
 

1.      Work cooperatively with colleagues, supervisors, and administrators. 
2.      Demonstrate ethical behavior. 
3.      Engage in self-development. 
4.      Demonstrate leadership capabilities and qualities. 
5.      Follow district policies and administrative rules and regulations. 
6.      Maintain behavior appropriate to performing and accomplishing assigned duties. 
7.      Embrace and encourage the acceptance of diversity. 
8.      Use effective people skills to communicate.  
9.      Conduct regular walk-through audits of all the District’s facilities to ensure operating efficiency, optimum      

                    educational environments, and compliance with District’s energy policy. 
10.      Ensure compliance with District's energy efficient usage by custodial staff during summer work programs. 
11.      Use supervision, staff development, performance evaluations, and work inspections to communicate    

                   with staff regarding quality of work and to improve the overall custodial program. 
12.      Examine school buildings on a regular basis for needed repairs, maintenance, and cleanliness pertaining    

                    to safety of occupants. 
13.      Train all custodial staff in proper use of materials/equipment. 
14.      Project over-all concern for personal appearance as it relates to job performance. 
15.      Collaborate with building principals for reports on staff attitude and building cleanliness. 
16.      Deal with information that is confidential regarding personnel and labor relations. 
17.      Set up and conduct safety meetings for the custodial staff. 
18.      Respond to emergency calls during and after hours as required. 
19.      Help manage security of District buildings, resources and processes. 
20.      Provide and maintain an environment where optimal student growth can take place.  
21.      Report any safety hazards observed. 

 
Additional Duties and Responsibilities: 
 

1.      Advise, assist and make recommendations to the Deputy Superintendent of Operations on alternate energy      
                  sources, consumption and general energy conservation measures. 

2.      Maintain all energy and water consumption records and data.  Maintain records of federal energy   
                  conservation grants received by the district. 

3.      Report directly to supervisor, at least once monthly, as to status of the District’s energy consumption. 
4.      Communicate regularly with principals and custodial staff as to status of their building’s energy consumption. 
5.      Ensure district participation in any rebate program offered. 
6.      Establish and communicate daily/weekly cleaning standards and routines for all custodial staff. 
7.      Perform other tasks as may be deemed appropriate and necessary by the immediate supervisor and /or  

                   Superintendent. 
 
Qualifications: 
 

1.     High school diploma or GED. 
2.     B.S. or B.A. Degree is preferred but equivalent training and experience may be accepted in lieu of a      

                  degree. 
3.     Must be computer literate. 



  
4.     Must be able to interpret technical data and demonstrate an ability to communicate with technical and    

                  non-technical individuals. 
5.     Valid driver’s license. 
6.     Such alternatives to the above qualifications as the Superintendent may find appropriate and acceptable. 

 
Physical Requirements: 
 

1.     Work consists of both inside and outside work.   
2.     Sitting, standing, stooping, lifting and carrying (up to 50 pounds), climbing stairs, reaching, squatting,  

                   kneeling, and moving light furniture may be required.   
3.     Must be able to walk and stand for long periods.   
4.     Must be able to push and pull at least 25 pounds.   
5.     Must be able to read various forms of written materials and must be able to recognize different signs and  

                    symbols.  
6.     Hand/eye coordination, normal range of sight. 
7.     Work safely from ladders. 

 
Safety and Health: 
 

1.     Complete all required training.  
2.     Have knowledge of universal hygiene precautions.   
3.     Safely and properly deal with, and participate in the use of all equipment, materials, and supplies.  
4.     Proper posture is required to eliminate acute and chronic low back pain. 
5.     Wear protective devices such as back supports, eyewear, non-skid pads on shoes, as job conditions  

                  demand. 
6.     Read, understand, and observe all precautions, and proper methods of use on all chemicals, equipment,  

                  tools and materials. 
7.     Knowledge of all hazardous materials and steps for correction of minor mishaps. 

 
Equipment/Material Handled: 
 

Must know how to or be willing to learn how to properly operate and work with hand tools, vacuums, 
buffers, ladders, hazardous chemicals, blood stained materials and materials pertaining to compliance with 
school codes as well as moving equipment including hand-carts, forklifts, pallet jacks. 

 
Work Environment: 
 

The work environment varies greatly in the place of work from solitary office work to working in school 
facilities with large numbers of people.  Conditions range from working in comfortable building and office 
settings to working outside in very cold/hot temperatures. Work schedule will be assigned to best meet the 
needs of the students and may be altered at any time to accommodate the students. Must be committed to 
irregular hours (night, weekend, holiday and summer audits). Must be able to work within various degrees of 
noise, temperature, and air quality.  Interruptions of work are routine.  Flexibility and patience are required.  
Must be self-motivated and able to complete job assignments without direct supervision.  Must be able to 
work under stressful conditions. 

 
Terms of Employment: 
 Salary and work year to be established by the Board of Education.  
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