
 JOB TITLE:  Facilities Manager-St John’s Holy Angels Campuses 
 
ROLE AND RESPONSIBILITIES:  
 
The Facilities Manager of St John’s Holy Angels (StJ-HA) is the person in charge of 
making sure that all church facilities are kept in good condition for reasons of 
maintaining safety and health, security and aesthetics/cleanliness.   
 

The Facilities Manager (Manager) is responsible for the overall maintenance and 
operational functionality of the buildings, grounds, property, vehicles and equipment 
owned or leased by the Parish.  Since the facilities and grounds are used a 
significant portion of each day, the Manager must be available for consultation and 
assistance around the clock. 
 
The Facilities Manager has an important role in responding to issues raised by the 
various stakeholders of the StJ-HA campus that include the Holy Angels School (36,000 
sq ft), Holy Angels Church, (28,000 sq ft), the Parish Center (8500 sq ft), Athletics 
Building (1500 sq ft), St John’s Church (2900 sq ft) and St John’s house/rectory.   In 
addition the following grounds must be maintained, the Cemetery (1 acre), Holy Angels 
grounds (21 acres) and St John’s grounds (1/2 acre).   In these efforts, the Manager 
helps to manage priorities and communicates about maintenance timing. 
 
The Manager helps to promote good communications and interactions between his 
team and the many campus stakeholders. 
 
The Manager will complete all necessary tasks by scheduling a team of 2 full time 
maintenance staff and manage current contractors that include a cleaning company for 
the school and religious education classrooms. The Manager overseas all maintenance, 
which means his responsibilities include changing light bulbs, to dealing with emergency 
maintenance and safety, issues at the school. The Facilities Manager is responsible for 
all facility purchasing. 
 
 

 ESSENTIAL DUTIES:  
 

A. EQUIPMENT AND SUPPLIES RESPONSIBILITIES: Purchase, receive, 
inventory and distribute facility supplies to all locations. Purchase, assemble 
and repair or keep in good workable order facility furniture and equipment. Be 
responsible for periodic, scheduled maintenance, including preventive 
maintenance activities to ensure maximum efficiency and life of equipment 
such as furnaces and air handling units. Be responsible for the maintenance 
program required for AED equipment at both facilities. 

 
B. VEHICLE RESPONSIBILITIES: Maintain a schedule and ensure completion 

of the various maintenance/repair needs of vehicles. Schedule preventive 



maintenance activities to ensure maximum efficiency and life of vehicles. 
Ensure proper licensing of all vehicles. 

 
C. BUILDING RESPONSIBILITIES: Maintain spill kits and first aid kits (with 

safety committee rep.) and schedule inspections to ensure continuous 
adequacy/completeness of contents. Repair permanent and temporary walls, 
moldings, and ceilings. Monitor inside and outside lighting needs and replace 
light bulbs as needed. Touch up painting, as needed, and secure contractors 
for large (full room) painting task scheduled for shutdown periods. Maintain 
(not repair) plumbing system-sink and floor drains, toilets, garbage disposals, 
outside spigots, etc. Operate special floor cleaning equipment (owned or 
rented). Obtain quotes from contractors for larger installations/repairs as 
needed. 

 
D. GROUNDS RESPONSIBILITIES: Shovel, plow or snow blow public walk and 

walkway. Maintain clear access necessary for arrivals and departures. 
Maintain cleanliness of parking lot area. Patch cracks and small potholes in 
parking lot. Restripe as needed. Maintain safe traffic flow and grounds 
surrounding the facility. Control noxious weeds.  Follow city/county guidelines. 

 
E. ADMINISTRATIVE RESPONSIBILITIES:  Serve on the Peace and Safety 

Council.  Participate in various parish committees as needed such as 
Planning and Finance.  Chair the St Joseph Maintenance ministry.  
Coordinate fire/active intruder drills with the School and Safety Committee.  
Coordinate quarterly CLEAN audits of facilities. Understand Labor laws per 
State and Federal Compliance requirements. Maintain MSDS (Material Data 
Safety Sheet) binders at each location. Schedule and complete periodic 
facilities assessments to identify short and long term maintenance 
improvement projects. Independently audit environmental and safety 
conditions on a periodic basis.  

 
F. SITE CONTACT RESPONSIBILITIES: Responsible for periodic (scheduled) 

assessments and inspections of the items listed below to ensure frequency of 
contracted service is sufficient for effective operations. Also responsible for 
the contacting, monitoring and inspection of work performed by sub-
contractors and for reporting any instance where performance/results have 
not met established standards. Responsibility includes but is not limited to the 
following:  

∙Janitorial Services  

∙Carpet cleaning 

∙Floor mat and mop service 

∙Vending services  

∙Roofing -annual maintenance 

∙Fire extinguishers 



∙Snow plowing 

∙Landscaping 

∙Heating and Cooling 

∙Plumbing 

∙Electrical 

∙Parking lot resurfacing or major repair 

∙Pest and rodent Control 

∙Sprinkler System 

∙Special Facilities Projects (i.e.: fence construction, exterior painting, 

etc.) 
 
 
QUALIFICATIONS: High School diploma or equivalent required. Experience in 
property management preferred. 
 
REQUIREMENTS: 

● Must be able to pass background check and drug screen 
● Ability to balance, crawl, bend, stoop, walk, kneel, stand, sit, stretch, and 

climb 
● Ability to reach overhead and in front, lift and carry varying weights 
● Ability to push or pull up to at least 50 pounds. 
● Must have a current valid driver's license 
● Ability to travel independently and spontaneously to various locations 

 
KNOWLEDGE, SKILLS, & ABILITIES: 

● Ability to communicate effectively in English, both verbally and in writing, with 
facility sub-contracted service providers, the general public, participants and 
stakeholders, volunteers, and staff and employees. 

● Ability to apply mechanical problem- solving techniques to identified problems 
or assigned projects/objectives. 

● Ability to maintain a priority focus and schedules of assignments and 
communicate those priorities and schedules to staff and employees. 

● Basic understanding of techniques for minor repairs to, and maintenance of, 
systems, equipment and buildings. 
 
 

REPORTS TO: Pastor 
 
  


