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Facility Manager
Job Description

Role:

This full time position is to be directly responsible for maintaining: 1) The Building Structure, 2) Campus Grounds, 3) Utility Systems, 4) Life Safety Systems, and 5) Equipment assets; in a supervisory and hands on manner in order to provide a safe, inviting, friendly, and warm atmosphere for all visitors to our facilities while supporting the church staff in their ministry activities.

This is a full time, exempt position (flex 40 hours)- 5 day work week, however due to the nature of this position the scheduling is flexible based on the needs of the campus as determined by the Director of Facilities. If in the event you are called into work on a Sunday, your Sabbath will be observed on Mondays.

Special ministry events and holidays may require additional availability
Requirements:

A. Personal Life

· Authentically commitment Christian with a consistent and fruitful devotional life
B. Church Commitment

· Current member of The Chapel, an advocate who is sold on our vision, spiritual evolution
· Attend weekly services at the campus

· Part of a Group Life small group

· Alignment with and support of Chapel Staff Expectations (see The Chapel employment application)
C. Experience and Abilities

· Minimum of Associates Degree in Engineering, Maintenance, or the equivalent of 3-5 years of prior experience in related areas 
· Displays the ability to work in a hands-on manner and perform regularly strenuous tasks, along with the ability to repeatedly lift 50 – 75 lbs

· Demonstrates an understanding of the methods, best practices, tools and materials used in maintenance and repair work.

· Demonstrates an understanding of various state, county, and local municipal codes concerning fire, safety, construction, OSHA safety, and sanitation.

· Demonstrates an understanding of snow removal and de-icing practices.

· Demonstrates working knowledge of HVAC systems, electrical systems, building and grounds maintenance and equipment repair.

· Responsible for preparing reports, written instruction, or in-service training with the use of WOM. 
· Responsible for developing long term maintenance plans and evaluating work accomplishments.

· Is able to work independently while performing major repairs or overhauls.

· Is able to effectively lead, inspire and coach volunteer teams as may be assigned from time-to-time in the performance of facility responsibilities.

· Shows ability to create and maintain a strong, winsome, positive, God loving relationship with all Campus Pastors and upper leadership.

· Is able to evaluate and solve problems involving few concrete variables within standardized maintenance situations.
· Understands and adheres to current industry and The Chapel quality and control policies.
Responsibilities:

Building Maintenance 


The building should be maintained in accordance with Chapel standards.  A regular routine check should be made to insure that all glass is intact, all lighting is operating properly, the building finish is maintained, and all doors, door hardware, and locking devices are operating as designed.  Roofing should also be checked and maintained as needed.  Proper maintenance of all landscape and building lighting is the responsibility of the Facility Manager, as is parking lot lighting and sign lighting.  All interior ceilings, floors, walls, doors, door hardware, and locking devices are the responsibility of the FM.  All building and systems inspections are the responsibility of the Facility Manager.
Equipment Maintenance


This position is responsible to insure that all physical equipment is operational.  This applies to all HVAC systems, all electrical, all plumbing, and all other mechanical & safety systems.  This position is also responsible for routine preventative maintenance or repair of all equipment, furniture, and systems (except equipment directly related to the weekend service or any other audio, video, or stage related lighting), whether by self repair or use of outside contractors.  All tools, supplies, and inventories of such shall be regularly maintained and replenished when necessary.  Preventative maintenance and repair schedules should be kept and reviewed on a regular basis.  Outside inspections by village, state, or other agencies will be scheduled and administered by the FM’s.   

Grounds Maintenance

All campus grounds must be maintained in a manner that is consistent with The Chapel’s value of excellence.  The first impression by visitors and regular attendees should be a clean, well maintained, landscaped campus.  While all landscaping is provided by an outside contractor, it is the Facility Managers responsibility to communicate to the Director of Facilities any inconsistencies in the quality of the work.  All signage should be visible, clear, and well maintained.  Roadways and parking areas should be clean and easily accessible.  Building entrances should also be free of clutter, inviting, well maintained, and well lit. There may also be times when some of this work is done though volunteers


Planning

· Develop a preventative maintenance plan for the Ministry for the upcoming year

· Assist in all construction, repair, and/or maintenance projects with volunteers, subcontractors, and/or staff

· Schedule priorities based on immediate need and on instructions given by DF



Execution  

· Help to implement the strategic plan of the ministry

· React positively and  effectively to obstacles and issues that may delay or deter implementation of that plan

· Supervise, manage, and oversee the day-to-day activities which ensure the campus is continuously able to support all (Ministry and non-ministry) functions, efficiently, timely, in a safe, warm hospitable manner.

· Responsible to oversee the Facility Staff Technicians & Event techs when servicing their campus.

· Assist the Director of Facilities by providing input to the development of campus budgets and schedules (including capitalization of future major expenses) 
· Assist Facility Coordinator in all space set ups/tear downs for chair, table, and writing board configurations as may be requested to include climate control. 

· Understanding of EMS (ministry scheduler) to include handling request, from both staff and external parties, for campus use. Promote and foster a hospitality first atmosphere for the campus.

· Perform maintenance in all electrical, mechanical, and plumbing areas as needed

· Responsible for maintaining the environment of their campus at a comfortable temperature through the utilization of  HVAC systems

· Facilitate effective utilization and operation of facility maintenance support systems (i.e. lifts vacuum cleaners, floor scrubbers, buffers, baptismal tub, etc.).

· Maintain, control, and continually manage the campus security camera system and card access system. 
· Get monthly feedback from CP’s and/or others to be proactive with security and key issues 
· Maintain all storage areas and auxiliary buildings as needed

· Responsible for Inventory control ie…cleaning, staff kitchen, bathroom supplies

· Along with the CP and DF, Performs /directs inter office relocation and reconfiguration projects  
· Responsible for completing remodel or construction projects within their facility that are 200k or less
· Maintain records for construction, reconstruction, remodel and inter office jobs
· Schedule and administer all equipment & building inspections performed by outside agencies

· Along with the DF & FC direct on-going training and orientation of facility staff to improve work performance and to ensure staffing understands and complies with The Chapel, policies and procedures.

· Perform additional duties as needed and directed by the Director of Facilities and CP’s.  Should conflicts arise the DF, FM & CP’s will work together to determine the best solution.


Communication  

· Report on your duties through completion of a weekly report to the Director of Facilities

· Attend and participate in a weekly Church-wide Staff Meetings and Campus Staff meetings
· Ensure open and effective Spirit led communication with fellow MT’s & staff members.
· Keep the Campus Pastor updated on a timely basis.

· Work in continuous partnership with Campus Pastors to identify and seize opportunities for greater effectiveness.



Ministry Support

· Maintain a high degree of motivation throughout the Ministry by being willing to serve the staff, volunteers, and visitors in any way as directed by the Director of Facilities or other church leadership

· Exercise good stewardship of all Ministry resources

· Promote safety as part of every assigned task and conduct audits to insure work areas are maintained safe

· Make yourself available for all those serving in this ministry in order to be a servant to them

· Maintain an attitude of humility in accepting assignments and instructions from Chapel leadership

Report:  


The Facility Managers reports to the Director of Facilities
Review:


There is an annual review with Director of Facilities, with input from the CP.
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