Job Description

Job Title:
Facilities Director
Summary:
The goal of this position is to ensure safe and efficient operation of physical plant through strong leadership of the Facilities Department in order for the organization to serve the community.  Flexible schedule is needed to properly attend to maintenance issues, some planned while others unexpected, in order to maintain facilities and equipment.
Supervises:
Facilities Staff, volunteer work crews and community service volunteers
Reports to:
Executive Director

Education:
Bachelor Degree, certifications (such as EPA - refrigeration & heating) and work experience in related field preferred.  Valid Maine State driver’s license required.
Experience:
Hands-on experience in commercial environment preferred

Training:
CPR, First Aid, and AED certifications required within six months of hire. CPO (Certified Pool Operator) required within six month of hire. 
Special Skills:


· Practice proper safety techniques at all times

· Strong knowledge of working hand tools and garden equipment

· Strong knowledge of preventive maintenance procedures for HVAC and small engine equipment

· Ability to establish good customer service/relations with members, co-workers & community
· Professionalism when addressing concerns and interacting with people

Equipment Required:


· Professional appearance consistent with the function of the position and appropriate for an organization that emphasizes the importance of wellness and safety.
· Reliable transportation for work requirements at satellite locations

Physical Requirements:
· Must be able to stand and walk for up to 7 hours

· Must be able to lift 75 lbs. or greater

· Must be able to work on ladders and in areas elevated from the ground

Mental Requirements:

· Ability to receive and follow general instructions

· Capable of working under pressure
· Capable of working alone and with others

· Strong communication skills with supervisor to diagnose problems and generate solutions
· Must possess analytical abilities to problem solve
Job Duties:

1. Support Mission of the Auburn-Lewiston YMCA:

· Provide positive example to staff and members

· Promote mission and character values by providing safe environment for youth and families

· Initiate staff cooperation through conversation and compromise

· Support other departments as needed toward the common goal of the mission

2. Safety:

· Continuous emphasis on work safety and proper practices a must

· Implement & maintain MSDS system

· Ensure equipment is operating properly and safely

· Enforce proper attire, safety equipment, safe work space and other related safety practices as identified in Personnel Policy as appropriate to each job function
3. Lead the overall performance of the Facilities Department, including, but not limited to:

· Customer service – provide enthusiastic approach, help create safe environment, develop rapport with members
· Maintain areas of the facility through, but not limited to:

· Grounds keeping, such as landscaping, mowing, weeding, trash pick-up

· General construction
· Performing general custodial duties

· Heating/Ventilation repairs

· Pool operation and general maintenance

· Assemble/mount program equipment
· Operation of HVAC Systems
· Repairing light fixtures/bulbs

· Snow removal and addressing slippery surfaces

· Maintain equipment and keep related maintenance schedules
· Work with other directors to ensure safe and proper program delivery

· Identify and order related maintenance and cleaning supplies while remaining fiscally responsible

· Keep facilities clean, safe and well maintained – good first impression for members and guests
· Lead effort to identify facility needs and developing timeline in which to address these issues

· Function as the staff liaison for the Facilities Committee

4. Supervision:

· Recruit, Screen and hire facilities staff with Executive Director

· Recruit volunteers (civic groups, community service, work release) to assist with facility upkeep (camp clean-up, Day of Caring, snow removal, landscaping), committee initiatives and special projects.

· Develop & train staff and volunteers

· Evaluate staff performance at least once per year formally, with regular communication and interaction at least monthly

· Create atmosphere which promotes communication, team work and idea exchange

5. Special Events:

· Assist with the planning of special events with the appropriate director

· Lead set-up and clean-up efforts, providing assistance with needed equipment and maintenance support
· Collaborate with other organizations to accomplish common goals (i.e. Cities of Auburn and Lewiston,  County Courthouse and Sheriff’s Department, surrounding communities and other agencies) and tap into new resources to contain costs
· Identify opportunities with vendors to solicit support for programs and/or events

· Participate in Annual Giving Campaign and Staff functions
6. Other Duties:

· Provide Duty Officer Coverage

· Perform all other duties as assigned

This Job Description may not be all-inclusive and employees are expected to perform all other duties as assigned and directed by management.  Job Descriptions and duties may be modified when deemed appropriate by management.  Signature below indicates that you have read, understand and agree with the job requirements and expectations.
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