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CRISTO Rey

JESUIT HIGH SCHOOL






TITLE: Facilities Manager
DEPARTMENT: Facilities
REPORTS TO: Dean of Students
FLSA STATUS: Non-Exempt
EMPLOYMENT STATUS: Full-time

Position Summary:

Responsible for a variety of custodial and maintenance tasks. This includes cleaning, setting up, closing and maintaining facility to support the achievement of business goals and objectives. 
Essential Functions:

· Oversees cleaning and maintenance of facilities

· Supervises maintenance and housekeeping staff

· Develops schedules for cleaning of buildings

· Develops a maintenance ticket system and prioritizes work orders

· Works with vendors on planned maintenance schedules and contracts

· Handles everyday maintenance requests and assigns to staff

· Follows up to make sure that requests are completed and reports back to the requestor

· Develops a maintenance record-keeping system

· Monitors building security during off hours 

· Acts as the liaison with the parish during events when they use our facilities

· Schedules security for events and coordinates guard service for changes in schedules

· Oversees hall lighting and sound system

· Oversees maintenance needs of the kitchen and seeks qualified vendors

· Works with and coordinates our general contractor on work schedules and needs

· Reviews and codes invoices for processing by accounting

· Oversees the coordination of building space allocation and layout, communication services, and facility expansion

· Responsible for preventive maintenance of facility equipment, including HVAC, office equipment, etc.

· Oversees and monitors parking lot

· Assists in the development, monitoring, and administration of the annual budget

· Perform other duties, as assigned
Minimum Qualifications (Knowledge, Skills, Abilities)
· High school diploma or G.E.D. equivalent preferred

· Excellent verbal and written communication skills

· Intermediate computer skills, including proficiency in Microsoft Office Suite

· Excellent organizational skills

Physical Demands and Work Environment:

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this position. Reasonable accommodations may be made to enable individuals with disabilities to perform the functions. 

While performing the duties of this position, the employee is regularly required to talk or hear. The employee frequently is required to use hands or finger, handle, or feel objects, tools or controls. The employee is often required to stand; walk; sit; reach with hands and arms; climb or balance; and stoop, kneel, crouch, or crawl. The employee will spend the majority of each shift standing or walking.

The employee must regularly lift and/or move up to 40 pounds. Specific vision abilities required by this position include close vision, distance vision, color vision, peripheral vision, and the ability to adjust focus. Machinery operation requires the use of safety equipment to include but not limited to; eye safety glasses, hearing protectors, work boots, and hardhats. Loose fitting clothes and jewelry are not permitted. The noise level in the work environment is usually high. 

Disclaimer:

This job description in no way states or implies that these are the only duties to be performed by the employee(s) incumbent in this position.  Employees will be required to follow any other job-related instructions and to perform any other job-related duties requested by any person authorized to give instructions or assignments.  All duties and responsibilities are subject to possible modification to reasonably accommodate individuals with disabilities.  To perform this job successfully, the incumbents will possess the knowledge, skills, and abilities to perform each duty proficiently.  Some requirements may exclude individuals who pose a direct threat or significant risk to the health or safety of themselves or others.  The requirements listed in this document are the minimum levels of knowledge, skills or abilities.  This document does not create an employment contract, implied or otherwise, other than an “at will” employment relationship.


