
 
 

 

Job Title: Facilities Manager 

Reports To: Chief Financial Officer 

Status:  Full-Time, Exempt 

 

Broad Scope and Function of Position 

The Facilities Manager is responsible for providing overall leadership in the management and oversight 

of the facility and grounds of East Side Neighborhood Services. Responsible for managing maintenance 

staff and subcontractors, developing budgets, and negotiating leases and long-range facilities plans. 

Monitor and maintain building structures and electrical, plumbing, and oversees other facilities-related 

projects. Manages multiple types of technical services associated with facilities management and 

possesses the ability to assess and successfully resolve any issues that may arise with minimal disruption 

to business operations. 

 

 

Major Job Functions and Responsibilities 
 

Building and Facilities Operations 

 Provide leadership, direction, and guidance to all building operation strategies and priorities, 

and ensure policies/procedures are followed. This includes providing a safe and comfortable 

environment for all staff, renters, and clients of the agency. 

 Create, assign, monitor, and record identification badges for staff. 

 Oversee the physical maintenance and repair of all building systems. 

 Create and manage budgets for building maintenance and other related activities, and monitor 

an annual facilities budget. 

 Maintain an inventory control system for the purchase of needed supplies, parts, and 

equipment. 

 Provide and monitor building automation systems on a routine basis. 

 Evaluate and analyze building-related issues; recommend and implement solutions. 

 Monitor operations and assure quality of service delivery. 

 Inspect building structures on a regular basis to determine needs for upkeep, repairs, and/or 

renovations. 

 Manage the upkeep of systems, equipment, and supplies to meet safety standards. 

 Develop, implement, and monitor an effective grounds maintenance program. 

 

 

Contractors and Vendor Relationships 

 Approve the specifications and recommend contractors to perform maintenance and repair 

services. 

 Provide ongoing supervision of contractors and vendors. 

 Recommend terms of agreement with outside vendors. 

 Lead, organize, manage, and supervise all maintenance and custodial operations. 

 

 

 

 



Supervision and Administration 

 

 Supervises, directs, and provides ongoing performance feedback for facilities staff on an ongoing 

basis. Conducts annual performance reviews. 

 Develop strategies, plans, and recommendations on policy issues and budget initiatives as it 

relates to building operations. 

 Manage the workflow for the facilities team. 

 Create, distribute, and track work orders. 

 Maintain knowledge of state and local regulations regarding maintenance of buildings and 

equipment. Recommend changes/adjustments as needed. 

 Ensure good customer service of the facilities team to other departments. 

 Meet regularly with staff to discuss and resolve workload and technical issues. 

 

Required Qualifications, Knowledge, Skills and Abilities 

 5 + years’ experience leading/managing a large facility/building operation and at least 3 + years 

in a supervisory capacity. 

 Chief C Boilers License required. 

 Well-versed in technical/engineering operations and facilities best practices. 

 Demonstrated knowledge of principles and practices of administrative management including 

budgeting. 

 Demonstrated experience supervising staff and delegating tasks and authority. 

 Ability to assess and prioritize multiple task projects and demands 

 Ability to establish and maintain effective working relationships with coworkers. 

 Ability to communicate effectively verbally and in writing. 

 Ability and commitment to working with diverse groups in terms of gender expression, race, 

sexual orientation, religion, ability, age, class, and immigrant status. 

 Ability to be on call 24/7. Ability to work evenings and weekends as needed. 

 

Minimum Job Requirements 

 Bachelor’s Degree in Business Administration, Facilities Management, or other related fields. 

Relevant experience of five or more years may be substituted for education. 

 3 years of relevant work experience, including 1-year supervisory experience. 

 Working knowledge of Microsoft Suite, building automation software, security system software, 

OSHA compliance, and building mechanical systems. 

 Experience in vendor negotiations and management. 

 Knowledge of applicable local, state, and federal codes/regulations. 

 Effective verbal and written communication skills. 

 Ability to motivate, prioritize, and delegate work assignments to staff. 

 Strong customer service skills. 

 The incumbent will be required to provide assistance regarding equipment procurement, 

building layout, staff relocation logistical planning, and equipment utilization. 

 Ability to read and understand architectural & engineering documents (Mechanical, Structural, 

Civil, and/or Electrical) preferred. 

 Driver’s license is required. 

 

$45,000-$52,000 annually, depending on qualifications. ESNS offers a generous benefits package 

including Health, Dental, Life, STD & LTD, 403(b), and PTO. 

 


