
MINISTRY JOB DESCRIPTION 091825

Ministry Role: Facility Manager 
Reports To: Executive Pastor 
Schedule: Full-Time- Salary, M-Th (4 days), Friday-Sunday (1-day Flex)
Position Summary: The Facilities Manager will oversee the management and operations of all the 
physical facilities of the church ensuring the facilities are fully operational, safe, clean and neat, and 
prepared for services and ministry activities.

Essential Duties & Responsibilities:

Facility Maintenance:

• Performing or overseeing routine maintenance, repairs, and preventative maintenance for 
building systems (HVAC, electrical, plumbing, security, fire safety).
• Managing grounds-keeping, including landscaping, and lawn care (including debris & garbage 
removal)
• Managing custodial services and ensuring cleanliness throughout the week.
• Maintaining a calendar of maintenance tasks and property work orders.
Vendor & Project Management:
• Serving as the primary point of contact for external contractors and vendors.
• Obtaining bids, vetting contractors, and overseeing repair and renovation projects.
• Managing maintenance contracts and ensuring compliance with agreements.
Safety & Compliance:
• Ensuring the facility is safe and secure for all users.
• Monitoring compliance with relevant safety and health regulations.
• Managing fire safety systems and security (Locks & Cameras) operations and permissions.  
Staff, Contractor & Volunteer Supervision:
• Supervising maintenance employees and providing direction.
• Recruiting and managing volunteers who assist with facility maintenance tasks and special 
projects.
• Providing instruction and responsibility for staff members
Event & Space Management:
• Preparing facilities for all worship services, meetings, and events throuout the week and for 
Sundays.
• Coordinating logistics and setup for internal and external events.
• Managing room and facility requests by reviewing overall church calendar and schedules. 
Budget & Resources:
• Communicating and Coordinating with staff on the financial aspects of facility operations.
• Managing budgets and inventory for maintenance, supplies, and equipment.
• Maintaining an inventory of tools, supplies, and property.
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Qualifications and Experience:
• Knowledge of the practices, methods, and equipment utilized in facility maintenance,
construction, and repair activities; including skills and abilities related to plumbing, janitorial,
electrical systems, painting, carpentry, construction and heating and air conditioning systems
• Knowledge of security practices and protocol related to facility management
• Knowledge of safety practices and applicable regulations
• Must be computer literate with knowledge in Microsoft Office software
• Problem-solving skills
• Knowledge of the approaches and techniques involved in budgeting, contract management,
project management, record keeping, etc.
• Capable of coordinating multiple tasks and adjusting to the changing priorities, meeting
deadlines, and scheduling of a growing church
• Demonstrate a strong work ethic and take initiative
• Ability to multi-task, balance competing priorities and tight deadlines, work under pressure
and remain flexible
• Ability to recruit and train others so the church is fully equipped to respond to any need
pertaining to grounds and facilities
• Must be able to use discretion and maintain confidentiality at all times
• Demonstrate sound judgment in decision making
• Understanding of and alignment with the core values, mission and vision of the church
• Must be integral and committed to living a public life that is founded in Christ likeness and
above reproach
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Education and Certifications:
• Minimum High School Diploma or equivalent
• Advanced education or maintenance and technician certifications are desirable
• Experience in facilities management or related occupation; Experience in one or more of the
technical areas of HVAC, Electrical, Electronics, Plumbing, Locksmith, Security Controls,
Landscaping, Construction, or an equivalent combination of education and experience sufficient to
successfully perform the duties and responsibilities of the job as listed above

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
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