Facilities Coordinator
Primary Duties:  The Facilities Coordinator serves as a strategic partner on the leadership team and is responsible for the following areas of focus with regard to facilities management: Department management, Preventive maintenance planning oversight, Facilities repair oversight, Project management

Keys to success in this position are:

1. Following through on accomplishment of tasks, regardless of distractions
2. Effective estimation of the length of time required for tasks

3. Prioritizing intensely when there is a lot to accomplish

Minimum Qualifications:  Ability to travel throughout the community, use standard office equipment, and move within standard office. Ability to pass a fingerprint clearance according to ADHS licensure. Four to six years of facilities management, health and environmental safety, project management, and experience providing work direction, Knowledge of industry products and proper application of materials, Understanding of ADA and other building codes, Successful demonstration of project management principals, Strong written and verbal communication skills, Strong organizational skills and the ability to prioritize multiple tasks, Detail-oriented and able to work on multiple assignments simultaneously, Ability to build and maintain strong relationships with co-workers and community partners, Strong knowledge of HVAC systems and operations, Strong computer and software skills, Ability to exert above average physical effort including walking across campus, lifting, bending, and carrying light to moderately heavy materials or equipment.

Benefits Include:  Health, Dental & Vision Insurance; Short and Long Term Disability; Flexible benefits; Holidays; Life Insurance; Sick Time; Vacation 

Notice: Federal law requires all employers to verify the identity and employment eligibility of all persons hired to work in the United States.  This employer will provide the Social Security Administration (SSA) and, if necessary, the Department of Homeland Security (DHS), with information from the new employee's Form I-9 to confirm work authorization. 

Candidates can send a “Letter of Interest” and a resume to:

Gema Perry / Personnel Effectiveness Coordinator
E-Mail: pos-341@sojournercenter.org
Fax: (602) 244-8006  

