THE FALLS CHURCH (EPISCOPAL)
115 E. Fairfax Street

Falls Church, VA  22046

August 18, 2008
Position Description

Title:


Facilities Manager
Reports to:

Parish Administrator

Salary Grade:
3
Position Summary
Under the general direction of the Parish Administrator, oversees the physical buildings and landscape assets of The Falls Church. 

Maintains the calendar for use of all buildings, purchases building and kitchen supplies and provides day to day oversight of: the cleaning, maintenance and security of the building and grounds; supervises room setups; maintains and repairs all electrical and mechanical equipment.
Develops a yearly and long range preventative maintenance plan for all building and landscape assets.

Duties and Responsibilities

Serves The Falls Church as the person responsible for overseeing all cleaning, maintenance, room setup and disposable products supply.
1. Oversees routine cleaning of the entire facility:  

· Cleaning all floors (carpeting and hard surface) on a weekly basis;

· Steam cleaning all carpeted floors once a year;

· Stripping and waxing the hard surface floors as needed.

2. Supervises the sextons in setting up the Sunday School classrooms, lay ministry meeting rooms and occasional receptions in multi-use rooms.  This includes tables, chairs, TV/VCR, flip charts, overhead projectors, screens and any other special equipment needs. 

3. Oversees the appropriate repair of the building (doors, locks, etc.) as well as furniture and other facility resources.
4. Responsible for the control of interior temperature throughout the facility. 

5. Responsible for reordering coffee supplies, kitchen disposable supplies of cups, etc., cleaning supplies, light bulbs and hardware supplies needed to maintain the operational efficiency of the church facility.

6. Responsible for scheduling and evaluating the work of the sextons and housekeepers.

7. Responsible for contacting plumbers, electricians and appropriate contractors to fix emergency situations that affect the Day School or church operations.

8. Ensures the door/window security inspections and provides the necessary locking procedures during both day and night operations.
9. With the Day School Director, oversees all security inspections and requirements by the city fire department.

10. Responsible for the maintenance of the church calendar, including being the initial contact, scheduling the use of rooms in the database, making sure the calendar is complete and up to date, and distribution of the calendar to the staff.  
11. Responsible for the volunteer Sunday Safety team for all worship services and children’s ministry areas
Position Requirements

· Minimum of ten years experience in building and building systems management.
· Knowledge of local contractors for HVAC, building systems and landscaping work.

· Has computer skills for recording calendar events and other aspects of interaction with the church website and data base.

· A servant’s heart and a clear desire to work in a church environment.

· Plans ahead on all cleaning and maintenance programs to prevent major future expense.

· Enjoys working with others in meeting the facility operational needs.
