



NATIONAL ASSOCIATION OF REALTORS®
Job Description 
Job Title: Facilities Manager




Department:





Status:
FLSA Status: (do not complete)
Reports to: (position title) 
Revision Date: 

Number of Direct Reports:
Disclaimer: Please note that this sample job description is for consideration and reference only, with the hope that it is a helpful resource.  It is not policy, and there is no requirement to use this sample.  It is not intended to represent the best, or the only job description for this position.  The needs and interests of each association vary, therefore, an association must craft and tailor the job description that is most suitable and appropriate for the association’s needs and interests.  
POSITION SUMMARY:
Under the direction of the (specify position) the Facilities Manager oversees functions related to association property, equipment and facility. Responsibilities include supervising and scheduling staff, budgeting, equipment maintenance and ensuring culture of cleanliness and safety. Experience in HVAC, electrical, plumbing and strong mechanical background is important.

ESSENTIAL FUNCTIONS:
· Develop/Implement a risk management policy and protocol is in place to ensure that all property and facilities meet code requirements and are safe for participant use.

· Recruit, hire, train, schedule and direct maintenance personnel and volunteers.  Review and evaluate staff performance on a yearly basis. Develop strategies to motivate staff and achieve goals. Ensure records of staff certifications are current and complete.

· Assure cleaning tasks and aesthetic repairs are completed according to set standards through regular checks. Perform cleaning tasks and aesthetic repairs as needed.

· Ensure proper operation of equipment including, but not limited to, HVAC, kitchen equipment, plumbing, water treatment, and electrical systems.

· Develop and implement program for regular inspections and preventive maintenance of equipment, buildings and grounds. Maintain property and equipment inspection, preventative maintenance, and repair records.

· Ensure all equipment is maintained and operated in accordance to manufacture specification, and policies and procedures of the Association.  May include policy and procedure development.

· Ensure maintenance and repairs are completed in a timely, cost-effective manner.

· Assists Chief Staff Executive (CSE) to identify long range plans for all facilities, grounds, and other assets owned by the Association.

· Communicate with appropriate staff, volunteers, and outside contractors to review and/or develop repairs and/or projects.

· Obtain proposals and maintain relationships with service contractors and purchasing agreements.

· Communicate with appropriate staff and volunteers regarding facility needs and respond timely to needs identified.

· Develop and control department budgets related to the position.

· Assist as needed with association operations, building coverage, meetings and special events.

· Develop and maintain collaborative relationships with community organizations and other entities. Work with outside agencies such as fire, health, building depts., etc. to ensure compliance with all regulations, local, state and federal.

· Perform other duties as assigned by the CSE
QUALIFICATIONS:
· Bachelor’s degree and/or trade and vocational training, preferred.

· Minimum 3-5 years experience in facility maintenance or building trade required

· 1-2 years related staff leadership experience

· Knowledge of HVAC, electrical, plumbing, mechanical repair, and other maintenance-related areas.

· Knowledge and experience implementing ADA, OSHA and general safety compliance standards.

· Ability to use tools, equipment and chemicals in prescribed manner; read labels and instructions

· Proficiency in the safe and proper use of power equipment and tools, heavy and light machinery, and building materials.

· Skills in supervision, budget management and project management.

· Ability to learn and utilize software specific to job responsibilities. 

WORK ENVIRONMENT AND PHYSICAL DEMANDS:
1. Ability to walk, stand, and sit (including on the floor) for long periods of time.

2. Must be able to lift and carry supplies weighing up to 20 pounds.

3. Ability to stand or sit while maintaining alertness for several hours at a time.

4. Position may require bending, leaning, kneeling, and walking.

5. Ability to speak concisely and effectively communicate.

6. Visual and auditory ability to respond to critical situations and physical ability to act swiftly in an emergency

7. Ability to view/enter data for long periods of time.


