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Oregon Child Development Coalition 
 

JOB DESCRIPTION 
 

Position Title: Facilities Manager 

Wage/Hour/Status: 14 Exempt 

Reports to: Senior Facilities Manager 

 

Employee’s signature of acknowledgment and understanding of this document:  

 

________________________________________________   ______________________ 

Name Date 

 

Position Summary: 

 

Coordinates and directs the design, planning, construction, maintenance, and alteration of 

equipment, grounds, buildings, and other facilities by performing the following duties personally 

or through on-site personnel. 

 

Essential Functions: 

 

Regular and consistent attendance is an essential function of this position. 

 

1. Plan, budget and schedule facility modifications including cost estimates, bid sheets, layouts, 

and contracts for construction and acquisitions. 

2. Assist in the preparation of yearly budget process by collecting and summarizing preparation 

data. 

3. Establish and administer schedules and procedures for the regular ongoing maintenance care 

of facilities statewide. 

4. Oversee the coordination of building space allocation, layout, and communication services. 

5. Assist with coordination among architects, contractors, site personnel and jurisdictional 

authorities. 

6. Maintain and update facility plans with changes. 

7. Establish and maintain project files. 

8. Perform Quality Control and other inspections. 

9. Take job photos and provide other documentation. 

10. Follow up on job closeout procedures. 

11. Inspect construction and installation progress to ensure conformance to established 

specifications. 

12. Review real estate contracts for compliance with government specifications and suitability 

for occupancy. 

13. Prepares an annual Building Conditions Evaluation and submits to supervisor. 

14. Establish an annual maintenance program. 

15. Establish and implement repair and preventative maintenance programs. 

16. Obtain quotations or bids for maintenance concerns. 
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17. Review department expenditures and exercises budget control for maintenance and operation 

accounts. 

18. Maintain all valid certificates, licenses, and endorsements and permits related to building 

maintenance as required by state and local authorities. 

19. Monitor facilities during adverse weather conditions (especially over weekends and holidays) 

and advise site personnel on appropriate actions. 

20. Perform minor maintenance and repair tasks. 

21. Perform such other tasks and assumes other such responsibilities as his/her supervisor may 

assign. 
 

To perform this job successfully, an individual must be able to perform each essential duty 

satisfactorily.  The requirements listed below are representative of the knowledge, skill, 

and/or ability required.  Reasonable accommodations may be made to enable individuals 

with disabilities to perform the essential functions. 

 

Training Education and Experience Requirements: 

 

Associate’s degree (A.A.) or equivalent from a two-year college, technical school; or certificate 

program, or four years responsible experience in physical facilities and maintenance in building 

trades, or equivalent combination of education and experience.  Basic computer knowledge 

helpful, using MS Windows, as well as word processing and spreadsheet applications. 

 

Other Job Requirements: 

 

1. Must be registered with Oregon’s Central Background Registry.  

2. Ability to pass Agency sponsored physical examination.  TB test documented. 

3. This position is an authorized driver and must possess current driver’s license, good driving 

record, and auto insurance coverage as defined by OCDC Policy. 

 

Physical Requirements of the Job: 

 

See Human Resources for Physical Job Analysis. 

 

Mental Requirements of the Job: 

 

LANGUAGE SKILLS: Ability to read, analyze, and interpret general business periodicals, 

professional journals, technical procedures, or governmental regulations.  Ability to write 

reports, business correspondence, and procedure manuals.  Ability to effectively present 

information and respond to questions from groups of managers, employees and the general 

public. 

 

MATHEMATICAL SKILLS: Ability to calculate figures and amounts such as discounts, 

interest, commissions, proportions, percentages, area, circumference, and volume.  Ability to 

apply concepts of basic algebra and geometry. 
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REASONING ABILITY: Ability to apply common sense understanding to carry out instructions 

furnished in written, oral, or diagram form.  Ability to deal with problems involving several 

concrete variables in standardized situations. 

 

Work Environment: 

 

The work environment characteristics described here are representative of those an employee 

encounters while performing the essential functions of this job.  Reasonable accommodations 

may be made to enable individuals with disabilities to perform the essential functions.   

 

While performing the duties of this job, the employee is frequently exposed to wet and/or humid 

conditions.  The employee is occasionally exposed to moving mechanical parts; high, precarious 

places; fumes or airborne particles; toxic or caustic chemicals; outside weather conditions; 

extreme cold; and extreme heat.  The noise level in the work environment is usually quiet.   

This position is an authorized driver and must possess current driver’s license, good driving 

record, and auto insurance coverage as defined by OCDC Policy. 

 

This agency believes that each employee makes a significant contribution to our success.  This 

job description in no way implies that these are the only duties to be performed by the employee. 

 At all times, employees will be required to follow any instruction and to perform any other 

duties within this or a lower job level upon the request of the supervisor.  At times, employees 

may also be required to perform higher level duties. 

 


