FACILITY MANAGER

JOB DESCRIPTION

JOB SUMMARY

The Facility Manager will be responsible for the comprehensive oversight of the entire facility (interior and exterior) of Springs First Church of the Nazarene.  This person will exemplify a servant attitude in all aspects of this assignment, and will exhibit strong spiritual character and integrity in all parts of his/her life.  This assignment exists to facilitate multiple-use ministry activities, to create a positive environment for facility users, and to cooperate fully in coordinating the usage of this facility for the glory of God.  The position's general areas of concern will include interior custodial and maintenance, exterior maintenance, transportation coordination, renovation and expansion plans and projects, budget oversight, and committee responsibilities with the Facilities Committee.  

DUTIES AND RESPONSIBILITIES

A.
INTERIOR CUSTODIAL AND MAINTENANCE

1.
To maintain an adequate inventory of custodial and maintenance supplies on hand, and to order additional supplies as needed.  To annually "shop" bids on these items from three (3) suppliers.

2.
To oversee the weekly cleaning of the entire facility (dusting, vacuuming, trash removal, restrooms, etc) is completed at the needed times for various scheduled activities.  Supervise all weekly custodial duties  
3.
On a monthly basis, complete paint touch up on the entire interior of the building.  This includes walls, doors, etc.
4.
To schedule all-church workdays as needed.  The main agenda for these days will be to accomplish maintenance projects which lend themselves to seasonal and volunteer involvement.

5.
To oversee the maintenance of the heating/air conditioning.
6.
To insure that all lights which are burned out-are replaced, all restroom repairs, minor repairs on the interior are completed on as needed basis.

B.
EXTERIOR MAINTENANCE
1.
To facilitate the complete exterior maintenance of the building and grounds of the church.  A high priority will be exterior painting projects, water drainage, and parking lots including striping.
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2.
To schedule lawn care, watering of shrubs and flowers, and all mowing of the outlying areas of the property.
3.
To coordinate maintenance of the lawn equipment and tools, and to oversee the fueling needs of the tractor.  (This could be delegated to a lay person of the church.)

4.
To oversee maintenance and turn-on/shut-off of the irrigation system each spring, summer, and fall.

5.
To oversee a weekly "policing" of the grounds around the building, and to be conscious of the aesthetics of the property.  Attention should be especially given to weeds in the parking and entrance areas, trash lying around, and other "eyesores" on the exterior.  Special attention should always be given to all entrance areas.

C.
FACILITY AND TRANSPORTATION SCHEDULING

SPECIAL EVENTS
1.
To organize and schedule a Set-up Crew to accomplish the set-up of chairs, tables, and other needed furniture for any scheduled event.  This can be accomplished with paid maintenance staff or volunteers.

2.
To coordinate with the Administration Assistant in conjunction with the Master Calendar, the set up and take down of chairs, tables, and furniture for the various weekly ministries. 

3.
To assist in making lease or rental arrangements for transportation when needed.

D.
RENOVATION AND EXPANSION

1.
To assist in the planning, bidding process, and daily supervision of all approved renovations and expansions to the facility.
2.
Obtain a minimum of three (3) written estimates or bids for any capital improvement to the facility, and for major maintenance projects and expenditures.

3.
To provide "hands on" involvement for any improvement projects as needed, in order to complete them on schedule.
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E.
BUDGET AND COMMITTEE RESPONSIBILITY

1.
To approve all time sheets on a weekly basis and submit them to the Finance Assistant.

2.
To oversee all budget line items which are related to the facility as approved in the annual church budget.  A detailed listing of those will be determined at the beginning of each church year.

3.
To be responsible for fiscal constraint in each budget area.  Spending should not exceed the approved budget in any area.  Any adjustments needed, due to unforeseen circumstances, should be discussed with the Executive Pastor.

4.
To serve on the Facilities Committee and attend regular and special meetings as needed. 

F.
OTHER

1. To recruit, hire, and train the custodial staff to meet demand and standards.

2. To ensure that the Bus and Shuttles have regular scheduled maintenance and repair.

3.
To supervise and schedule any full-time/part-time employees who are assigned custodial and maintenance responsibilities.  To be a "working manager" in these areas as needed.

POSITIONS DIRECTLY SUPERVISED

Custodial/Security Assistant (Part-Time)

ANSWERABLE TO WHOM

Administration Assistant

The Executive Pastor

OTHER

An extremely important aspect of this position is the spiritual character and integrity of the individual who fills it.  He/she shall be a team player, possess spiritual sensitivity, maintain a good positive attitude, and exhibit these qualities in everyday life.  
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