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Job Title: Director of Facilities

Location: Christ Church Episcopal CHRIST CHURCH
EPISCOPAL

Director of Facilities

Christ Church Episcopal

Position Summary

Christ Church Episcopalis a large parish located in downtown Greenville, South Carolina.
Consistent with all other positions at Christ Church, the primary goal of this position is to
“Embrace, Equip, and Empower Apostles to Serve Jesus Christ” and to live into his/her
faith. The Director of Facilities provides strategic oversight and hands-on management for
all church buildings, grounds and infrastructure and maintains the safety and useful life of
the buildings and grounds. The campus includes 11.5 acres and approximately 115,000
square feet of space in six buildings, plus a 2,000 sf building on .5 acres offsite. The
Director ensures all sacred, educational and communal spaces remain safe, functional,
welcoming, and beautifully preserved to support the church’s ministries. The Director
manages capital improvement projects, coordinates service vendors, oversees facility
budgets, and leads the facilities team.

Core responsibilities

Buildings: Maintain campus buildings, ensuring safety and useful life. Serve as primary
contact for rental property tenants to maintain properties in good working order. Serve as
primary contact for phone and internet hardwire services. Ensure physical safety of
buildings including fire inspections, fire drills, elevator inspections, and security systems.

Equipment and vehicles: Manage service agreements. Work with vendors for equipment
maintenance and repair. Develop schedule for routine and preventive maintenance.

Grounds: Ensure safety of church grounds, including parking lot, cemetery, sidewalks,
staircases. Serve as primary contact for outsourced landscape vendor. Maintain grounds
supplies. Assist business office in working with prospective and current owners of
cemetery plots. Serve as primary contact for maintenance and repair of headstones and
monuments in cemetery. Work with mortuaries and families with grave selection and
preparation.

Vendor contracts: Primary contact for negotiating, renewing, and enforcing vendor
contracts.

Events: Oversee event setups and breakdowns, including meeting rooms, church and
chapel services, and campus events, including storage, security and setup/breakdown of
AV equipment as needed.

Financial: Establish and monitor annual budget for facilities work. Coordinate with
Grounds Committee on budget for grounds.



Janitorial: Assume primary responsibility for janitorial needs, including sanitizing and
disinfecting all areas of campus. Work with janitorial vendor. Ensure availability of janitorial
supplies.

Construction: Serve as primary contact for all campus construction projects.

Job Qualifications

e The successful candidate will be self-motivated, organized, detail-oriented and able
to prioritize, plan, and manage multiple tasks. They should be comfortable working
in a fluid environment, be excellent working with people, and open to direction.
Confidentiality and management of sensitive information is important.

Experience: 5+ years of facilities management experience. Experience in a church or
nonprofit setting a plus.

Education: Bachelor’s degree or equivalent combination of technical certifications and
experience.

Technical Skills: Proficiency with building automation software and basic office suite
software.

Licensing: Valid driver’s license required. Relevant trade certifications a plus.

Physical Demands: This is a physically active role requiring the ability to lift up to 50
pounds, climb ladders, navigate crawlspaces, etc.

Other: Must pass background check and random drug testing.

Work Conditions
Classification: Full-time (40 hours/week), salaried.

Hours: Primarily weekdays, some evening and weekend hours required.

Relationships

The Facilities Director reports to Rector (or Senior Warden in Rector’s absence).



The Director works closely with preschool director, junior warden (lay leadership), grounds

committee, and altar guild.

The Director supervises the facilities team.

Mental & Physical Demands - ADA Guidelines

Physical Demands

Stand [ ] constantly |X| Frequently [ ] Occasionally [ ] N/A
Walk [ ] constantly |X| Frequently [ ] Occasionally [ ] N/A
Sit [ ] constantly X] Frequently [ ] Occasionally [ ] N/A
Handling [ ] constantly X] Frequently [ ] Occasionally [ ] N/A
Reach Outward [ ] constantly X] Frequently [ ] Occasionally [ ] N/A
Reach Above Shoulder |:| Constantly |X| Frequently |:| Occasionally |:| N/A
Climb [ ] constantly [ ] Frequently X] Occasionally [] Nn/A
Crawl [ ] constantly [ ] Frequently X] Occasionally [] Nn/A
Squat or Kneel |:| Constantly @ Frequently |:| Occasionally |:| N/A
Bend |:| Constantly @ Frequently |:| Occasionally |:| N/A
Lifting Requirements
10 pounds or less |X| Constantly [ ] Frequently [ ] Occasionally [ ] N/A
11 to 20 pounds [ ] constantly |X| Frequently [ ] Occasionally [ ] N/A
21 to 50 pounds [ ] constantly [ ] Frequently [ ] Occasionally |X| N/A
51 to 100 pounds [ ] constantly [ ] Frequently [ ] Occasionally |X| N/A
> than 100 pounds |:| Constantly |:| Frequently |:| Occasionally |E N/A
Pushing and Pulling Requirements
12 pounds or less X Constantly |:| Frequently |:| Occasionally |:| N/A
13 to 25 pounds [ ] constantly [ ] Frequently |X| Occasionally [ ] N/A
26 to 40 pounds [ ] constantly [ ] Frequently |X| Occasionally [ ] N/A
41 to 100 pounds [ ] constantly [ ] Frequently [ ] Occasionally |X| N/A
>than 100 pounds [ ] constantly [ ] Frequently [ ] Occasionally |X| N/A

Mental Demands

¢ Ability to maintain attention and engagement during interactions.

¢ Ability to manage multiple prospects, tasks, and follow-up activities.
¢ Ability to communicate clearly and professionally with internal teams and parishioners.
e Ability to adapt to changing priorities, schedules, and Church needs.




Definitions
N/A Not Activity is not applicable to this occupation
Applicable y pp p
o Occasionally Occupation requires this activity up to 33% of the time (0 - 2.5+
hrs/day)
F Frequentl Occupation requires this activity from 33% - 66% of the time (2.5 -
a y 5.5+ hrs/day)

. . is activi 7 [ 5+

o Constantly ﬁ::;:;?,;lon requires this activity more than 66% of the time (5.5

DISCLAIMER: This job description is not an employment agreement or contract.
Management has the exclusive right to alter this job description at any time without notice.

SIGNATURES

This document has been reviewed between the Supervisor and the Employee. | understand
that this documentis intended to describe the most significant essential and auxiliary duties
performed by the job/position for illustration purposes, but does not include other
occasional work, which may be similar, related to, or a logical assignment for the position.
This job/position description does NOT constitute an employment agreement between the
employer and employee and is subject to change by the employer as the organizational
needs and requirements of the job change.

Employee Name (Printed) Employee Signature Date

Supervisor Name (Printed) Supervisor Signature Date



