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JOB DESCRIPTION 
 
JOB TITLE:  Manager of Facilities 
DEPARTMENT: Administration 
STATUS:  Exempt 
VERIFIED:  October 2018 
REPORTS TO: Director of Operations 
 

 

 
 
 
 
 
 
JOB SUMMARY: 
The Manager of Facilities is responsible for the overall readiness, safety and appearance of CP buildings and properties.  
The Manager of Facilities is also responsible for leading the activities of the Facilities team to consistently achieve 
business results and to ensure that internal & external customer/client service expectations are fulfilled.   
 
DUTIES AND RESPONSIBILITIES: 
1. Lead, develop and coach Facilities Staff; participate in the hiring and selection process, provide clear expectations, 

feedback and recognition; write and conduct performance evaluations and handle staff issues. 
2. Prepare annual operating and capital budgets; monitor budget performance and investigate cost-saving ideas. 
3. Manage major building and property projects to include space planning, vendor negotiations and oversight, and 

project management. 
4. Develop, solicit, and monitor vendor agreements and contracts for internal and external services; i.e. HVAC, plumbing 

contractors, landscape, lawn care, snow removal, waste management, etc.  Ensure work completed meets 
expectations. 

5. Participate as a member of the Leadership Team; provide direction, business strategy and vision for the CP 
organization. 

6. Actively participate on the CP Buildings & Grounds committee.   
7. Practice a “hands on” approach and assist in completing maintenance work or assisting with cleaning tasks when 

necessary. 
8. Responsible for overall security of the facility. 
9. Maintain detailed records of all preventative and maintenance repairs, and ensure compliance with State and 

Federal Regulatory codes. 
10. Develop and maintain appropriate service metrics and outcomes that are measurable and quantifiable, including an 

open maintenance ticket log. 
11. Responsible for ordering and maintaining inventory of agency supplies. 
12. Is available by phone for emergencies that occur in the facility or arranges for coverage when not available.  
13. Active participation in the fundraising and operations of the annual CP telethon. 
14. Perform other duties as deemed necessary and requested by the Director of Operations. 
15. Adhere to agency safety policies and procedures. 
 

“Clients and staff – they are all friends to me.”  
                                                    - Mark, client 
 
 
 

“I love the whole sense that everybody here has a common goal to change 
people’s lives.”      - Jessica G. Occupational Therapist 



 
EXPERIENCE AND SKILL REQUIREMENTS: 
1. Bachelor’s degree preferred. 
2. 5+ years of facilities management/supervisory experience. 
3. Experience working with maintenance/housekeeping staff. 
4. Certified Pool Operator preferred. 
5. Proven ability to work with outside vendors and contractors. 
6. Strong verbal and written communication skills. 
7. Proficient in the use of a PC and Microsoft Office. 
8. Strong leadership skills 
9. Knowledge of basic mechanics and heating and ventilation. 
10. Knowledge in handling and use of hazardous/cleaning chemicals, pool maintenance and equipment. 
11. Willing to work flexible hours to include early morning, evenings, and weekends as needed. 
12. Ability to work independently and exercise good judgment. 
13. Strong attention to detail. 
14. Ability to maintain regular and reliable attendance. 
15. Must be willing and able to “bring caring to life”. 

 
 

ADA JOB ANALYSIS 
 

Job Title: Manager of Facilities    Dept. Name:  Administration  Dept. # 120 
 
Reports To: Director of Operations   Date Verified: October 2018 
  

PHYSICAL DEMANDS 
 

STANDING     Hours Per Day 6-7 hours 
  Duration  _____General Moving Around ______Less Than 1/2 Hour ______1/2 to 1 Hour          
    ______1 to 2 Hours             __X___2 to 4 Hours  ______Other 
 
SITTING     Hours Per Day 1-2 hours 
  Duration  _____General Moving Around ___X___Less Than 1/2 Hour ______1/2 to 1 Hour          
    ______1 to 2 Hours             _____2 to 4 Hours  ______Other 
 
WALKING    Hours Per Day 6-7 hours 
  Duration  _____General Moving Around ______Less Than 1/2 Hour ______1/2 to 1 Hour          
    ______1 to 2 Hours             __X___2 to 4 Hours  ______Other 
 
LIFTING    ______Less Than 10 Pounds  ______10 to 25 pounds         ______25 to 50 pounds  
    ___X__50+ pounds   ______ Other 
 
    Times Per Day 25-35   Height 2-4 ft 
 
CARRYING (weight)  ______Less Than 10 Pounds  ______10 to 25 pounds         __X____25 to 50 pounds  
    _____50+ pounds   ______ Other   
 
    Times Per Day 10   Distance   3-6 ft. 
  
PUSHING (weight)   ______Less Than 10 Pounds  ______10 to 25 pounds         ______25 to 50 pounds  
    _____50+ pounds         
    __X____Other (snow removal, hand truck of heavy items, loading items) 
 
    Times Per Day 75  Distance  12 ft. 
 
CLIMBING   Times Per Day 10  Distance   2 flights of stairs (elevator available) 
  
REACHING   Times Per Day 50+  Distance   3 ft. 

 

 



 
ENVIRONMENTAL CONDITIONS 

 

Temperature:  Normal room temp; high locker room temp., high humidity 
Job Hazards:  Pool Chemicals 
Machines/Equipment: Pools, HVAC, air compressor, pumps, appliances 
Noise Level:  Above normal office noise 


