ALFRED STREET BAPTIST CHURCH

Vacancy Announcement 

Job Title: Facilities Manager

Organization:
Alfred Street Baptist Church
Location:
310 South Alfred Street


Alexandria, Virginia 22314

% of Travel:
Not Specified
Job Type:
Full-time
Job Level: 
Managerial level, 5 years of experience
Level of Education:
Bachelors Degree or equivalent experience
Compensation Range:
$60,000-$80,000/year with benefits
Open Period:
August 22 – September 25, 2010
Contact:
Lawrence E. Clark


Interim Church Administrator


301 South Alfred Street


Alexandria, Virginia 22314


703-683-2222

Position Summary:

The Historic Alfred Street Baptist Church beginnings date back to 1803.  It is located in “Olde Town” Alexandria and is historically preserved and revitalized (in accordance with the City’s codes and guidelines).  For this reason, the position is a challenging opportunity for an experienced individual to manage the main church campus property consisting of 56,262 sq. ft., plus three additional rental properties. 
Equal Opportunity:

Alfred Street Baptist Church is an Equal Opportunity Employer and does not discriminate due to age, sex, religion, race, color, national origin, disability, marital status, veteran status, or any other factor prohibited by law. Qualified candidates of diverse ethnic and racial backgrounds are encouraged to apply.
How to apply:

Submit a resume and statement of qualifications to the Church Administrator via USPS or lclark@alfredstreet.org by c.o.b. Friday, September 24, 2010.  


ALFRED STREET BAPTIST CHURCH
301 South Alfred Street

Alexandria, Virginia

Facilities Manager

Position Description

August 13, 2010

Summary Statement: This is a full-time position at the Alfred Street Baptist Church (ASBC) located in Alexandria, VA.  The incumbent is under the day to day supervision of the Church Administrator and serves as the church’s facilities manager for the main church campus, related equipment, and residential rental properties located at 301 South Alfred Street, 226 West Street, 816 Queen Street, and 631 Columbus Street.  The Facilities Manager will also provide facility oversight and will serve as a liaison with the property management company providing services to the church’s 75 unit townhouse complex known as Olde Town West, Phase III (OTWIII).  
Major Duties and Responsibilities:

· Serves as ASBCs primary point of contact for maintenance, upkeep and repairs for church owned property and equipment.

· Supervises maintenance and custodial staff of three individuals.

· Serves as ASBC’s primary contact and liaison with Olde Town West property management company.

· Obtains bids and coordinates contractors for construction, remodeling, maintenance, janitorial services, landscaping, HVAC, plumbing, security, fire alarm equipment and services.

· Negotiates contracts for installation, maintenance, and repair services.

· Develops facilities budget and monitor monthly performance.

· Plans and executes non-routine maintenance/repair activities.

· Coordinates and directs the work of outside contractors.

· Coordinates security, safety and parking programs.

· Ensure vehicles are maintained.

· Ensures compliance with state and federal regulations including local building codes.
· Prepares monthly and annual reports of property conditions and operations for Board of Trustees.
· Serves as primary point of contact for church properties.

· Responds to tenant needs and concerns for church rental housing.

· Schedules and conducts routine and preventative maintenance activities.

· Prepares the church’s multi-year maintenance plan.

· Carries out special projects as assigned.

Requirements:

· Bachelor degree in engineering or related field with 3 to 5 years of experience and demonstrated success in facilities and/or maintenance position.
· Knowledge of maintenance of buildings, grounds and equipment such as HVAC, electrical, plumbing, etc.

· Superior leadership, organizational, project management, communication and interpersonal skills.

· Experience in budgeting.
· Be on call and available to respond to unanticipated situations at any hour including weekends and holidays 
· Possess a valid VA driver’s license.
· Building management certification(s) desirable.
· Computer literate with knowledge of Microsoft Word, Excel, and Power Point.

Minimum Qualifications: 

· Extensive experience and knowledge of maintenance of buildings, grounds and equipment such as equipment such as HVAC, electrical, plumbing, etc.

Position Reports To: Church Administrator
Classification: Manager Level, exempt employee

Status: Full-time employment

No relocation assistance is available for this position.
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