FULL TIME

FACILITIES MANAGER n
REPORTS TO: DIACONATE / LEAD PASTOR

Purpose of Position

The Building Manager is responsible for the overall care, operation, safety, and stewardship of Trinity’s
buildings, grounds, and related facilities. This role oversees maintenance, vendor and service contracts,
landscaping, security, custodial and sexton services, and facility readiness for worship, ministry events,
and community use. The Building Manager ensures that an increasingly complex church campus is well
maintained, compliant, secure, and welcoming for all who use it.

Ideal Candidate

The ideal candidate is a dependable, organized, and service-minded leader with strong experience in
facilities oversight, vendor coordination, and building operations, ideally in a church, school, or other
multi-use environment. This person brings sound judgment, practical problem-solving ability, and a
proactive approach to maintaining a safe, welcoming, and well-functioning campus. They are skilled at
managing contracts, prioritizing maintenance needs, overseeing custodial and sexton staff, and
coordinating multiple projects with professionalism and care. The ideal candidate communicates well
with staff, volunteers, and contractors, responds calmly to urgent situations, and understands the
importance of supporting ministry through excellent stewardship of Trinity’s buildings and grounds.

Key Responsibilities
Facility Operations and Maintenance
e Oversee the day-to-day operation of Trinity’s buildings, grounds, and support spaces.
e Develop and manage preventive maintenance schedules for building systems, equipment, and
infrastructure.
e Coordinate repairs and maintenance for HVAC, plumbing, electrical, lighting, roofing, life-safety
systems, and other facility needs.
e Monitor facility conditions and address issues proactively to minimize disruption and extend
asset life.
e Maintain organized records of maintenance activities, inspections, warranties, manuals, and
service histories.

Vendor and Contract Management
e Oversee building-related contracts and service agreements, including maintenance, landscaping,
security, waste removal, and specialty vendors.
Solicit bids, evaluate proposals, and recommend contractors and service providers.
Monitor contractor performance to ensure quality, timeliness, compliance, and
cost-effectiveness.
Serve as the primary point of contact for external vendors working on church property.
Review invoices and confirm work completion before payment approval.



Grounds and Landscape Oversight
e Supervise care of church grounds, landscaping, irrigation, parking lots, walkways, signage, and
exterior appearance.
Ensure outdoor spaces are safe, attractive, and well maintained in all seasons.
Coordinate seasonal projects such as pruning, planting, snow or ice response, leaf removal,
mulch refresh, and storm cleanup.

Security and Safety

e Oversee building security systems, access control, alarms, cameras, and key management.

e Help develop and implement safety, emergency response, and building access procedures.

e Coordinate routine testing and inspection of fire alarms, extinguishers, emergency lighting, and
related systems.

e Work with Trinity’s deacons to promote a secure and safe environment for staff, members,
guests, and facility users.

e Respond to urgent building or security issues as needed.

Custodial and Sexton Oversight
e Supervise sextons, custodial staff, volunteers, and/or related facility support personnel.
e Assign work, monitor performance, and ensure appropriate coverage for worship services,
events, and regular campus operations.
Ensure proper setup, breakdown, cleaning, and resetting of rooms and worship spaces.
Maintain standards for cleanliness, order, hospitality, and readiness across the campus.

Event and Ministry Support
e Coordinate with church staff and ministry leaders to support facility use for worship, meetings,
programs, weddings, funerals, and special events.
Ensure spaces are prepared appropriately and building systems function as needed.
Help balance ministry priorities with operational capacity and facility preservation.

Compliance and Stewardship
e Help ensure compliance with applicable building codes, safety regulations, inspections, and
insurance requirements.
e Assist in developing and managing the facilities budget, including repairs, supplies, contracts,
and capital needs.
Identify long-term maintenance and capital improvement priorities.
Support environmentally responsible and cost-effective facility practices where possible.

Qualifications
e Experience in facilities management, property management, building operations, or a related
field.

Demonstrated ability to manage multiple building systems, vendors, and operational priorities.
Knowledge of maintenance practices, safety procedures, and building operations.



Experience supervising custodial, maintenance, or facilities staff preferred.

Strong organizational, communication, and problem-solving skills.

Ability to prioritize tasks, respond calmly to urgent issues, and work independently.
Basic proficiency with email, work order systems, spreadsheets, and recordkeeping tools.
Ability to work occasional evenings, weekends, or on-call hours as needed.

Preferred Qualifications
e Experience managing facilities in a church, school, nonprofit, or multi-use campus setting.
e Familiarity with security systems, preventive maintenance planning, and contract
administration.
Knowledge of OSHA-related safety practices and general code compliance expectations.
Experience with budget tracking and capital project coordination.

Physical Requirements

e Ability to walk the campus daily and inspect indoor and outdoor spaces.

e Ability to lift, carry, push, or move moderate loads up to 50 lbs. as needed.

e Ability to climb ladders, bend, stoop, kneel, crouch, crawl and stretch in order to perform
routine physical facility inspections.
Ability to work in varying indoor and outdoor conditions.
Strong hand/eye coordination and fine motor skills to utilize manual and power tools and
testing equipment.

e Ability to perform prolonged standing, walking, and working in tight spaces and navigate
varying environmental conditions while inspecting or repairing building systems.

Core Competencies

Good communicator

Pro-active self-starter

Stewardship and accountability

Leadership and team coordination

Attention to detail

Sound judgment

Hospitality and service orientation

Flexibility and responsiveness

Commitment to safety and operational excellence

Work Environment

This position will work across a dynamic church campus with multiple ministries, users, and
forthcoming buildings. The Building Manager must be comfortable balancing strategic planning with
hands-on operational oversight in a ministry-centered environment.

To begin the candidacy process, please submit a cover letter and resume to hiring@trinityowasso.com.
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