
 

 
 

FACILITIES DIRECTOR 

POSITION SUMMARY: 

The Facilities Director is responsible for the maintenance and upkeep of the agency’s facilities, vehicles, 

and equipment. In addition, the Facilities Director develops implements and evaluates relevant agency 

plans related to scheduled maintenance, contracts, emergencies, utilities, capital improvements, and 

special projects. As a member of the Executive Director’s Leadership Team, this position is also involved 

in developing good community relationships, fostering awareness of the agency’s mission, and providing 

leadership to the agency’s staff, volunteers, and clients. 

  

ESSENTIAL FUNCTIONS: 

1. Manages ongoing maintenance of the agency’s facilities, vehicles, and equipment. 

2. Prepares maintenance schedules, user logs, and other documentation related to the use and care of 

agency facilities, vehicles, and equipment. 

3. Prepares, recommends, and monitors the agency’s Emergency Action Plan. 

4. Maintains equipment and supply inventories, orders needed maintenance supplies, and monitors 

usage of equipment and supplies. 

5. Manages the use and maintenance of agency systems including, but not limited to, copiers, 

telephone system, HVAC system, security systems and closed circuit television monitoring 

system (The IT plan seems to be under Anita’s purview.)Manages, under the supervision of the 

Executive Director, all construction, renovation, and other improvement projects including the 

selection and supervision of contractors, volunteers, and donors involved in capital improvement 

projects. 

6. Provides supervision to facilities staff, kitchen staff and laundry staff. 

 

OTHER RESPONSIBILITIES: 

1. Participates on Executive Director’s Leadership Team. 

2. Serves as liaison to neighborhood interest groups as directed. 

3. Participates in staff training and development activities as directed. 

4. Performs other duties as directed by supervisor. 

  



 

 

EDUCATION, EXPERIENCE AND SKILLS REQUIRED: 

1. An Associates Degree in building maintenance, or a related field, and a minimum of 5 years 

experience managing facility operations. 

2. Knowledge of: HVAC system operations; maintenance equipment operations; maintenance 

supplies and chemicals; emergency procedures, MSDS information, and hazardous material 

handling; equipment and service procurement.  

3. Skill required to: plan, organize, and coordinate maintenance activities; communicate effectively 

orally and in writing; provide liaison to contractors, suppliers, and the public; promote social 

services programs and provide public relations; work effectively with staff, volunteers, clientele, 

and the public; prepare and present reports. 

 

WORKING ENVIRONMENT:  

Responsibilities of the Facilities Director involve flexible scheduling, work beyond the regularly 

scheduled workday, and being on-call for facility emergencies. 

 

Application Instructions: Interested applicants must submit the following items: 

• Cover letter highlighting experience and desire to work as Director of Facilities, 

• Resume (include complete work history), 

• Contact information (including phone, address, and email) for 3 to 5 professional 

references 

 

Submit completed application via email only to: 

Toyia Vaughn at 

Resumes@MensShelterofCharlotte.org 
       

Please No Calls! Thank you 


