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CITY OF GLENDALE 
 
TITLE: Support Services Supervisor CLASS CODE: 815 
 
REPORTS TO: Asst. Fire Chief or Office GRADE:  22  
 Manager 
 
DEPARTMENT: Fire or Parks & Recreation FLSA: N 
 
JOB SPECIFICATION DATE: July 1, 2005   bwg 
 
 
JOB SUMMARY: 
 
Assigns, evaluates, and supervises the work of personnel performing equipment transport, 
maintenance and repair work for the Fire or Recreation Department Support Services.  
 
ESSENTIAL FUNCTIONS: 
 
1. Serves as working supervisor in the support services division of a department. 
2. Assigns duties, coordinates work schedules and time-off, and evaluates performance. 
3. Supervises and participates in the delivering, receiving and receipting of service parts and 

equipment. 
4. Maintains files and records regarding the storage, disposition and transfer of equipment. 
5. Communicates frequently with subordinate employees to explain tasks and prioritize work. 
6. Inspects work performed by subordinate employees to ensure quality control and adherence 

to department standards 
7. Monitors storeroom working conditions to ensure compliance to general warehousing and 

safety standards. 
8. Supervises and participates in maintaining stocks and inventory. 
 
FIRE: 
 
9. Supervises and participates in maintenance and repair on fire apparatus 
10. Ensures that adequate stock levels of parts and stock supplies are maintained at all fire 

stations. 
11. Monitors budget and expenditures, reviews and processes incoming vendor bills 
12. Prepares purchase orders, parts specifications and places necessary orders with vendors. 
 
PARKS & RECREATION: 
 
13. Supervises and participates in maintenance and repair on recreation equipment. 
14. Supervises and participates in setup and tear down of props and stages at special events. 
15. Assists audio and lighting personnel with equipment repair and setup. 
16. Monitors facilities and secures buildings at the end of special events and activities. 
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SECONDARY FUNCTIONS: 
 
17. Explains to residents and businesses the functions of department services and activities. 
18. Assists at emergency sites when necessary. 
19. Performs other related duties as assigned. 
 
KNOWLEDGE, SKILLS, ABILITIES: 
 
Knowledge of: 

 
Theories, principles and practices of modern supervision. 
Policies and procedures relating to area of assignment. 
General fire procedures pertaining to fire service materials, equipment and supplies. 
Practices and procedures of establishing inventories and warehousing. 
Warehouse safety for storing equipment and supplies. 
Principles of customer service.  
 

Skill in: 
 
The proper handling and storage of hospital equipment and supplies. 
Operating computers. 
 

Ability to: 
 
Safeguard and transport hospital equipment and supplies. 
Make budget and cost determination. 
Organize and track a large varied inventory. 
Maintain accurate logs and records using computerized equipment. 
Complete periodic status reports and prepare related reports. 
Establish and maintain effective working relationships with other employees and the public. 
 

WORKING CONDITIONS: 
 
Some heavy lifting and climbing ladders is required. 
Safety precautions must be observed while handling hospital supplies and equipment. 
 
MINIMUM QUALIFICATIONS: 
 
Supplemental technical courses in a related field, preferably fire science, parks maintenance or 
recreation and three years of equipment maintenance, repairs, buying, and warehousing; including 
one year of supervisory experience.  
Any equivalent combination of training and experience, which provides the required knowledge, 
skills, and abilities, is qualifying. 
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SPECIAL REQUIREMENTS: 
 
Applicants will be required to undergo drug testing prior to employment and will be subject to 
further drug and alcohol testing throughout their period of employment in accordance with the 
City of Glendale Substance Abuse policy. 

        Possession of a valid Arizona driver's license. 
Certification for repair and operation of self-contained breathing apparatus fire tools, equipment  
preferred. 
May be subject to rotating shifts and callback. 
 


