
Facilities Manager 

 

JOB DESCRIPTION 
 

General Duties 

 Primary responsibility is to manage the OCS buildings/facilities, with minimum 

supervision, and to report any conditions affecting building services, safety and comfort 

to Administration and direct supervisor. 

 

 Specific areas of responsibility include building services, preventive maintenance, 

equipment monitoring, and general maintenance.   

 

 Manages and directs work of janitorial staff.  Ensures the work is completed in a timely 

manner, with efficiency and quality, and with as little material waste as and tool 

damage/depreciation as possible.     

 

 Responsible for protecting and improving the value of the OCS’s asset, and ensuring that 

the building machinery and systems meet or exceed their rated life.  Additionally, the 

manager is expected to have knowledge of codes, laws and regulations pertaining to the 

operation of the facility, and be able to implement and assist in activities regarding the 

reduction of liability to OCS. 

 

 Ensures that all personnel abide with facilities and property specific policies and 

procedures. 

 

 Create and implement an OCS facilities and maintenance policy and procedures.   

 

 Create and maintain contractor contacts for work needed outside the skill set of the 

Facilities Manager and janitorial staff.  Works with supervisor/Business Manager to 

identify appropriate contractors to hire based on quality of work, recommendations, cost, 

etc. 

 

 Ensure all facilities work done by the facilities manager, janitorial staff and external 

contractors remain within the established budget.  Works to identify ways to cut costs and 

reduce spend, while maintaining quality, through preventative measures. 

 

Building Services & Preventative Maintenance 

Responding to generic service requests such as: 

 Responding to comfort, plumbing, electrical, environmental, safety, lighting and 

other related issues 

 Adjusting HVAC equipment 

 Replacing bulbs and ballasts 

 Determining the exact nature and scope of service requests 

 Assembling all tools, supplies, and instruments necessary to complete the work 

 Performing the work with a minimum of disruption and supervision 

 Conducting immediate clean-up of work area 



 Completing the service request form--describing the work done, materials used, 

and start/finish time 

 Returning tools to workshop and unused supplies to the store room 

 Reporting any impending supply or materials shortages to the Business Manager 

 Advising supervisor and Headmaster of any equipment problems 

 

Equipment Monitoring 

 Record equipment readings, settings, and status changes and noteworthy 

operational occurrences in appropriate logbooks.   

 Verifying proper start-up of HVAC equipment. 

 Checking operation of the fire life safety equipment, elevators, etc. 

 Taking temperature readings on return/supply air and chilled water lines 

 Testing cooling tower water 

 Taking static pressure readings across filter banks 

 

General Maintenance 

 Perform general maintenance tasks as directed 

 Painting and cleaning of mechanical and equipment rooms as directed  

 Maintaining lighting in mechanical rooms, equipment rooms, elevators, service 

and public areas 

 Responding to weather related circumstances, which may typically require the 

removal of snow, debris, etc. 

 Maintaining order in tool room and workshop 

 Recording electrical and water meter readings 

 

Personal Development 

 Leads janitorial staff by example and provides constructive feedback on their 

work performance  

 Demonstrates the proper use and care of tools and instruments 

 Demonstrates the proper safe use of all equipment and Personal Protective 

Equipment 

 Responsible use and care of company issued tools and equipment 

 Adhering to directed work schedules 

 Participating in progress reviews with supervisor 

 Enrollment and participation in relevant inside or outside courses as is directed by 

supervisor or Headmaster. 

 Instilling an overall professionalism in manner and appearance 

 Demonstrates a solid understanding of OCS’s safety and training policies. 

 


