
GARTH HOMER SOCIETY




POSITION DESCRIPTION

                                                                                                                                  POSITION TITLE:
MANAGER, FACILITIES SERVICES
REPORTS TO: Director, Finance and Administration

POSITION SUMMARY: Reporting to the DFA and working closely with Management, the Manager of Facilities Services oversees all aspects of facilities operations including: custodial, maintenance, rentals, security, utility management, Health and Safety, and transport.  

BASED OUT OF: The Garth Homer Centre – travel between facilities and residential units required.
RESPONSIBILITIES:

· Custodial

Ensures that all facilities and residential units are kept clean.  Schedules and supervises custodial operations.

· Maintenance

Ensures that all facilities and residential units are maintained to standard.  Schedules and supervises internal and/or contract electrical, mechanical, plumbing, structural, carpentry, painting, vehicle, gardening and other related maintenance services.

· Facility Construction and Alteration


In accordance with program requirements, schedules and supervises required changes and/or additions to program and administrative facilities.

· Performs Maintenance and Custodial Duties as necessary

· Rentals

Liaises with administration and tenants.  Ensures that rented space is cleaned, maintained and equipped to standard.  

· Security

Ensures that effective security systems and procedures are in place to safeguard the physical assets of the Society.  

· Utility Management

Supervises the provision of utility services for the organization, including hydro, heating and air treatment, garbage disposal, water, telephone and other related services.

· Health and Safety

Works in collaboration with Management and the Occupational Health and Safety Committee to ensure physical facilities and residential units, and their related processes, meet Health and Safety and accreditation standards.  Identifies issues and recommends necessary corrective action.  Ensures that staff under direct supervision are trained and equipped as required.

· Staffing

Supervises and evaluates custodial and janitorial staff.  Coordinates the scheduling of staff.  Oversees the recruitment and selection of staff.  Orients and provides/arranges for training for staff.  Conducts employee performance evaluations.  Assists with staff discipline issues.  May be required to respond to grievances at step one of the process.

· Budget and Cost Control:
In accordance with Board and Management direction, participates in the development of the annual budget for facility operations.  Reviews, recommends and/or approves expenditures within approved limits.  Participates in reviewing monthly and annual budget reports; recommends corrective actions and initiatives.
· Procedures:
Maintains records of assets and equipment.  Maintains procedures manual for facility related operations.

· On call:

Available for on call emergency situations at all facilities and residential units as required.

· Other Services:
Ensures necessary custodial and maintenance supplies are ordered and necessary equipment is available and in good repair.  Schedules and supervises cartage services for the operation.  Works with dedicated admin staff to create and implement an inventory management system to track use of supplies and equipment. Ensures that supplies and equipment used are coded to correct facility or residential unit.
· Other related duties as required and may be assigned from time to time.

QUALIFICATIONS:

· Education, Training and Experience:

Secondary school graduation supplemented by courses in facility management, staff supervision and interpersonal skills or equivalent in experience.
Minimum of three years experience in the supervision of facility staff and external contractors, preferably in a unionized environment.  

Minimum of five years experience in performing custodial and maintenance duties. 

Experience in interpersonal conflict resolution.

· Skills and Abilities:


Ability to effectively supervise staff and contractors.

Thorough knowledge of custodial, maintenance, facility rental and other facility functional areas.

Ability to communicate effectively, orally and in writing, and to deal effectively on an interpersonal basis with supervisors, staff, contractors, clients, tenants and the public.

Ability to organize, work effectively and to carry out the duties of the position with minimal day-to-day direction.

Ability to be pro-active in identifying issues and making recommendations for improvement.

Working knowledge of computer applications.  Ability to learn new applications and utilize technology effectively.
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