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JOB DESCRIPTION

JOB TITLE:

Facilities Supervisor
DEPARTMENT:
 
Administration

REPORTS TO:


SUPERVISES:

( Senior Maintenance Assistant
( Maintenance Assistant

FSLA Status:

Exempt


POSITION SUMMARY: Oversees and executes maintenance, care and upkeep of all Bank and affiliate bank facilities including buildings and grounds, HVAC (heating, ventilation, and air conditioning) systems, electrical systems, plumbing, communication systems and security systems.

PRIMARY DUTIES AND RESPONSIBILITIES:  

1.
Coordinates, supervises and performs, as needed, property management and maintenance relating to: Lawn care, parking lots (including snow removal), daily janitorial service, periodic carpet cleaning, signage.


2.
Assists Office Managers on projects relating to movement of work areas and furniture.


3.
Coordinates, supervises and performs (if allowed by local law), as needed, minor HV, AC, electrical, plumbing and construction repair and maintenance.  Conducts such in compliance with all related laws/regulations.


4.
Organizes and maintains storage areas for bank records and equipment including shredding of confidential documents. 


5.
Coordinates minor remodeling projects.


6.
Coordinates, supervises and performs, as needed, security systems repair and maintenance.

SECONDARY DUTIES AND RESPONSIBILITIES:  
1. Assists in the development of manuals and supporting documentation to accomplish tasks/duties inherent in this position.

2. Maintains educational and professional expertise through attendance at job related seminars, conferences, and workshops.
3. Other duties as may be assigned.

The statements contained in this job description describe the general nature and level of work being performed by the person accepting this role. “Secondary Duties and Responsibilities” are considered incidental or secondary to the overall purpose of the job. This job description does not state or imply the only duties and responsibilities assigned to this job. Employees holding this job will be required to perform any other job-related duties requested by management. All job requirements are subject to possible modification to reasonably accommodate individuals with a disability. 

MANAGEMENT SPECIFIC:

1. Supports the ongoing implementation of the Performance Management system, utilizing tools and attending training sessions.

2. Works with direct reports to set performance standards that are specific and measurable.

3. Provides specific performance feedback, positive and corrective, as soon as possible after the event and formally at least once a year. Deals firmly and promptly with performance problems.

ROLE QUALIFICATIONS:

Education

· Associate's Degree (A.A.) plus additional related experience 

Experience

· 8-10 years related maintenance/faculty management experience 

· 2-3 years supervisory experience

· Or equivalent combination of education and experience 

Other Skills/Characteristics

· Organization skills

Performance Measures

· Completes projects on time, per schedule
· Monitors all project to ensure meeting budget or below budget
· Retains employees/minimal turnover
By signing below, I acknowledge I have read and understand the Job Description above.
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