
THE WEST SIDE CATHOLIC CENTER 

Job Description 
 

Job Title:        Facility Manager 

Reports To:      HR Generalist/Executive Assistant  

Work Hours:    7:30 a.m. to 4:00 p.m. Monday through Friday; weekend coverage and on- call 

duties as needed 

FLSA Status: Exempt 

 

SUMMARY 

Responsible for performing highly diversified duties to perform a variety of work in the general 

maintenance and repair of four WSCC buildings, its facilities, and equipment and maintains clean, 

safe, and orderly work sites to support the achievement of the Center’s mission and objectives.   

Requires independent judgment and decision making with respect to matters of significance.  

Incumbent to maintain the agency’s commitment and expectations of functioning as a trauma informed 

environment. 

 The Facility Manager has basic knowledge and 3-5 years’ experience in the performance of 

carpentry, electrical, plumbing, glazier, masonry, HVAC, and painting.   

 The Facility Manager provides cost estimates on projects, budgets material and labor, and 

provides reports to HR Generalist/Executive Assistant.   

 The Facility Manager exercises discretion and judgment in matters of significance including 

identifying projects requiring the services of a higher skilled crafts person and assists in 

obtaining quotes and arranging for services of outside vendors as needed. 

 The Facility Maintenance Technician will inspect Zacchaeus housing prior to, during and after 

the client has moved in and complete required paperwork.  

 

DUTIES AND RESPONSIBILITIES  

a.  Carpentry: Performs basic rough and finished carpentry work in construction and repair of 

structures such as partitions, floors, walls, doors, fences, window frames, roofs, and shelves.  

b.  
Glazier: Removes broken glass, putty or plastic; replaces windows and door hardware; 

replaces or arranges for replacement of glass for windows, doors, and light fixtures.  

c.  
Electrical: Performs basic electrical installation and repair work in wiring for switches, 

outlets, plugs, cables, power circuits and appliances; repairs lighting systems; inspects 

electrical systems for unsafe conditions.  

d.  
Plumbing/Painting: Identifies and performs basic repairs of plumbing leaks or breaks; opens 

clogged lines and drains; repairs/replaces hot water heaters; replaces washers and other minor 

parts; maintains and monitors septic system; applies and prepares various surfaces on interior 

and exterior of buildings for paint, enamel, lacquer, varnish, or stain; repairs wall coverings.  

e.  Grounds Maintenance: Maintains grounds in clean and orderly manner including mowing, 

trimming, weeding, aerating and fertilizing lawns; replaces plants as needed; maintains  

grounds, maintenance equipment; trims tree branches that create hazardous situations;  

 

f.   Heating, Ventilation and Air Conditioning:  Checks and performs minor repairs on air        

      conditioning units; changes filters on heating, ventilating and air conditioning units. 



 

g.   Mechanical Services: Services appliances, kitchen, and emergency equipment; hooks up  

      appliances; reports mechanical malfunctions to appropriate party for action; performs minor   

      repairs on and maintains WSCC-owned vehicles. 

 

h.  

 

 

Masonry: Lays forms, mixes, pours, and finishes concrete for buildings, sidewalks and slabs.  

 

 

i. Zacchaeus Housing Solutions Program:  Inspect housing for Zacchaeus clients according to HUD 

guidelines 

 

QUALIFICATIONS  

 Any combination of education, training, and experience (minimum 3 years’ maintenance 

experience) which demonstrates ability to perform the duties and responsibilities as described 

including related work experience in one or more of the building trades.  

 Knowledge of methods used in maintenance including basic knowledge of the following trades: 

carpentry, plumbing, glass replacement, painting, masonry, grounds keeping, appliance repair, and 

electrical wiring; standard practices and tools used in the maintenance and repair of building 

facilities; safety practices and procedures related to the building trades; basic math to add, subtract, 

multiply, and divide.  

 Skill and ability to effectively use a variety of hand and power tools; read blueprints; review and 

identify projects needed to be serviced by outside contractors; follow oral and/or written 

instructions; communicate effectively in both oral and written form; maintain work logs; establish 

and maintain cooperative and effective working relationships with those contacted in the course of 

work assignments.  

 Possession of a valid Ohio driver's license; needs truck and own tools.   

 Willingness to work outside (if necessary) in inclement weather.  

PHYSICAL DEMANDS 

 

 Ability to walk, stand, lift arms above head, lift up to 75 pounds, climb, stoop, bend, crawl, work 

outside in inclement weather. 

 Able to speak clearly in person and on the telephone.  

 Able to hand write legibly.  

 Vision that enables person to read normal size print and handwritten notes; and distance and 

peripheral vision than enables person to monitor large space and identify concerns that require staff 

response.  
 
 


