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	Sample Job Description


This is a sample job description document.  It contains some of the duties, responsibilities and qualifications typically associated with this position, but is not intended to serve as a model or advice for specific job description content and format.  Your company should add, modify or delete as needed for your purposes.
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	Sample Job Description Continued



Facilities Manager

Sample 1

	Job Title:
	Facilities Manager
	FLSA Status:
	

	Department:
	
	Reports To:
	

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary 

Coordinates and directs the design, planning, construction, maintenance, and alteration of equipment, machinery, buildings, and other facilities by performing the following duties personally or through subordinate supervisors.

Essential Duties and Responsibilities

This list of duties and responsibilities is not all inclusive and may be expanded to include other duties and responsibilities as management may deem necessary from time to time.

1. Inspects plant and evaluates use of space and facilities.

2. Analyzes firm's HVAC systems, computer network wiring, lighting, and other factors.

3. Plans, budgets, and schedules facilities modifications including cost estimates, bid sheets, layouts, and contracts for construction and acquisitions.

4. Performs audits to support facility planning.

5. Develops long range plans, conceptual designs, and capital outlay requirements and documentation for facility.

6. Formulates and coordinates program specifications, requirements for proposals and contracts, and associated documents.

7. Acts as liaison to public utility, environmental, and energy agencies.

8. Inspects construction and installation progress to ensure conformance to established specifications.

9. Reviews real estate contracts for compliance with government specifications and suitability for occupancy.

10. Oversees the coordination of building space allocation, layout, and communication services.

11. Oversees and directs maintenance personnel and workers engaged in equipment installation, facilities equipment repair, and preventive maintenance.

Supervisory Responsibilities                   




Directly supervises a small team of employees. Carries out supervisory responsibilities in accordance with the organization's policies and applicable laws. Responsibilities include interviewing, hiring, and training employees; planning, assigning, and directing work; appraising performance; rewarding and disciplining employees; addressing complaints and resolving problems.

Competencies
To perform the job successfully, an individual should demonstrate the following competencies:

· Change Management - Develops workable implementation plans; Communicates changes effectively; Builds commitment and overcomes resistance; Prepares and supports those affected by change; Monitors transition and evaluates results.

· Leadership - Exhibits confidence in self and others; Inspires and motivates others to perform well; effectively influences actions and opinions of others; Accepts feedback from others; Gives appropriate recognition to others.

Education and/or Experiences

Master's degree (M. A.) or equivalent; or four to ten years related experience and/or training; or equivalent combination of education and experience.

Bachelor's degree (B. A.) from four-year College or university; or one to two years related experience and/or training; or equivalent combination of education and experience.
Qualifications

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Language Skills

Ability to read, analyze, and interpret general business periodicals, professional journals, technical procedures, or governmental regulations.  Ability to write reports, business correspondence, and procedure manuals.  Ability to effectively present information and respond to questions from groups of managers, clients, customers, and the general public.

Mathematical Skills                   




Ability to work with mathematical concepts such as probability and statistical inference, and fundamentals of plane and solid geometry and trigonometry.  Ability to apply concepts such as fractions, percentages, ratios, and proportions to practical situations.

Reasoning Ability                   




Ability to apply common sense understanding to carry out instructions furnished in written, oral, or diagram form.  Ability to deal with problems involving several concrete variables in standardized situations.

Computer Skills                   




To perform this job successfully, an individual should have knowledge of Database software; Spreadsheet software and Word Processing software.

Physical Demands

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Work Environment

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Sample 2
	Job Title:
	Facilities Manager
	FLSA Status:
	

	Department:
	
	Reports To:
	

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary

To supervise, plan, and direct all functions related to the Facilities department which is responsible for the maintenance and repair of buildings and equipment, including heating, air conditioning, plumbing, electrical, lighting, network, and phone cabling systems.

Essential Duties and Responsibilities

12. Monitors building environment to assure proper heating, air conditioning, humidity, and ventilation balance through the use of automated and manual control systems.

13. Plans and directs all functions related to the maintenance and repair of all heating, air conditioning, plumbing, electrical, lighting, network, and phone cabling systems. 

14. Ensures the safety of staff, employees, contractors, vendors and visitors through administration of appropriate federal, state, and local safety regulations.

15. Recommends and purchases mechanical equipment and supplies.

16. Establishes, maintains, and oversees a scheduled maintenance program for all equipment.  To maintain records and logs of plans, equipment, and repairs. 

17. Reviews, recommends, and implements appropriate internal and external training programs. 

18. Recommends improvements in methods and procedures. 

19. Maintains discipline, resolve problems and assist in determining performance, promotion, transfer or dismissal.

20. Performs other duties as requested.

Knowledge and Skill

Associates degree in related field. 7 years prior experience in a mechanical or electrical trade. Mechanical knowledge, dexterity, computer skills, and mathematical skills.  Able to learn and use environment and lighting computer systems.

 Physical Demands
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Ability to distinguish colors on electrical and communication wires. Ability to use all power tools safely.  Ability to work well alone and as a team member.  Must be able to lift and move up to 75 lbs.  Ability to work on ladders up to 20’, scaffolding, as well as in confined spaces.  Exposed to noise levels that require participation in the Society’s Hearing Conservation Program and the use of appropriate hearing protection devices.

Equipment Used

Hand tools, power equipment, lift truck, drill press, lathe, welder, soldering, brazing and cutting torches, and personal computer.  Other equipment as needed to perform responsibilities listed above.

Work Environment

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Position requires availability, on short notice and outside normal working hours, to respond to facility maintenance concerns.

This sample document is only an example and is based on the laws in effect at the time it was written. MRA-The Management Association, Inc. does not make any representations or warranties regarding the appropriateness or prudence of using this information for any particular individual or situation. Your company should add, delete, or modify the content of this document as needed to suit your purposes. This material is for your information only and should not be construed as legal advice. In some circumstances it may be advisable to have legal counsel review final documents prior to implementation. 
For further assistance call or visit www.mranet.org, © MRA – The Management Association, Inc. 
Wisconsin: 800.488.4845  Minnesota 888.242.1359  Northern Illinois: 800.679.7001  Iowa & Western Illinois: 888.516.6357
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