Job Title Manager, Facilities
8939

Job Code

Exempt Status Exempt

Position Status

EEO Classification

Job Summary

The Facilities Manager, under direction, oversees the daily supervision and management of facilities staff.
Manages building proctors and facility-related activities for assigned Texas A&M University System
(TAMUS) members.

Essential Duties and Responsibilities

e Manages facility activities for assigned TAMUS members and facility staff.

e Manages building proctors in coordination with building maintenance and renovations.

e Assists in the coordination of safety activities.

e Prepares and processes various operational documents (i.e., financial statements, inventories,
personnel listings, etc.).

e Coordinates moves and safety assignments.
e Acquires and coordinates audio/visual equipment systems.

e Establishes and ensures communication and enforcement of rules/regulations for supervised staff
members and student workers.

e Conducts performance appraisals. Assigns tasks or responsibilities to others and monitors work
performance.

This document represents the major duties, responsibilities, and authorities of this job, and is not intended to
be a complete list of all tasks and functions. Other duties may be assigned.

Additional Responsibilities

Minimum Requirements

Education — Bachelor’s degree in applicable field or equivalent combination of education and experience.

Experience —Five years of related experience in facility or property management, facility coordination, and
audio/visual equipment and computers, including at least three years of related supervisory experience.

Knowledge of — Knowledge of word processing and spreadsheet applications.



Ability to — Ability to multitask and work cooperatively with others. Excellent verbal and written
communication skills. Ability to promptly respond to on-site emergency calls. Ability to manage, plan, and
organize the overall building maintenance and operations.

Licensing / Professional Certification — Valid driver’s license. Must be able to obtain a class “C” vehicle
operator’s license within 30 days of employment.

Physical Requirements — Ability to lift moderately heavy objects.

The physical demands described here are representative of those that must be met by an employee to
successfully perform the essential functions of this job. Reasonable accommodations may be made to
enable individuals with disabilities to perform the essential functions.

Supervision of Others

This position generally supervises employees.

Other Requirements
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