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WORK PROGRAM COORDINATOR

KIND OF WORK:  This is supervisory work in leading inmates and people sentenced under the alternative community service program in a variety of public service operations.

DISTINGUISHING FEATURES OF THE WORK:  An employee in this class is responsible for laying out, directing and performing routine cleanup, maintenance and repair work.  Work is performed in accordance with established policies and procedures under the supervision of a police officer or court employee and supervision is exercised over prisoners and community service workers under the alternative sentence program.  Work Program Coordinator must be able to lift items weighing up to forty pounds.

EXAMPLES OF WORK:  (Any one position may not include all of the duties listed nor do the listed examples include all tasks which may be found in positions of this class.)  Coordinates work schedules with the police department and the court; picks up workers in city vehicle and delivers to job site; lays out, directs and performs work on a daily routine; leads workers in cleaning streets, building, cutting grass and trimming bushes and shrubs; leads workers in routine maintenance and repair of buildings including painting, carpentry and minor plumbing work; trains workers in the performance of various tasks; enforces the rules for work detail; keeps records and makes periodic reports regarding scheduled week and time worked; enforces safe work practices; arranges for equipment repair and maintenance; keeps records of supplies used; operates equipment required to complete the job; completes jobs as directed by the Mayor; performs related work as required.

ESSENTIAL REQUIREMENTS OF THE WORK:  Good knowledge of the materials, methods and operations used in various public service activities; good knowledge of the occupational hazards and safety precautions necessary in working with tools and automotive equipment; good knowledge of janitorial and maintenance procedures; ability to plan, organize, supervise and perform public service work; ability to maintain accurate records and write reports; ability to give and receive oral and written directions; ability to establish and maintain effective working relationships with prisoners, community service workers, employees, elected officials and the general public.

MINIMUM QUALIFICATION REQUIREMENTS:  Graduation from a standard senior high school, or the successful completion of the General Educational Development (GED) test, and a minimum of one year experience supervising and performing routine cleanup, maintenance and repair work; or a combination of education and experience equivalent to these requirements. 

SPECIAL REQUIREMENT:  Must possess a valid driver's license from state of residence.
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