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Facilities Manager 
 
The Facilities Manager is responsible for overseeing all building-related operations and contracts, ensuring campus security and 
environmental health and safety, maintaining equipment and infrastructure, and serves as records custodian for the organization. This 
full-time position reports to the Chief Financial Officer (CFO), while working closely with all departments. The Facilities Manager is 
expected to use Forty Carrots Family Center’s mission, values, vision, philosophy, and goals as the basis for all interactions with 
children, families, and staff as well as follow all policies and procedures as outlined in the Forty Carrots Family Center Employee 
Handbook and Policies and Procedures Manual. Specific duties include the following: 
 

• Develop and implement a comprehensive facili�es master plan that encompasses preventa�ve maintenance, repairs, 
renova�ons, short- and long-range projects for all campuses. The facili�es master plan shall align with established 
organiza�onal goals, priori�es, and budgets; 

• Work closely with the CFO to prepare and monitor annual budgets for facili�es, IT, and equipment needs.   
• Determine needs, coordinate, and oversee the maintenance and repair of Forty Carrots’ buildings, vehicles, equipment, and 

grounds across all campuses while ensuring health and safety standards are met; 
• Serve as main point of contact for all informa�on technology (IT) and digital communica�ons infrastructure, coordina�ng 

with IT vendors; 
• Respond to security and maintenance emergencies as needed during and outside of normal business hours. 
• Estimate costs of facilities projects, create RFP documents, gather quotes, and assist with contractor selec�on; 
• Regularly assess alterna�ve service providers while ensuring that contracts are in Forty Carrots’ best interests;  
• Determine scope of work, coordinate schedules, and oversee all contractors and sub-contractors for the cleaning, 

maintenance, and repair of the buildings, grounds, and equipment of Forty Carrots;  
• Maintain files for inspec�ons, maintenance projects, permits, service agreements, and warran�es; 
• Oversee security of buildings and grounds to include contracted security service, access control, keys, structural features, 

policies, and procedures; 
• Ensure safety standards are followed throughout Forty Carrots and addresses potential hazards as iden�fied; 
• Maintain compliance with applicable Federal, State, and local health and safety laws and regula�ons: 
• Leads planning, evalua�on, and training efforts for emergency preparedness and facilitates emergency drills; 
• Ensures that kitchen appliances and office equipment are in good working order;   
• Monitor inventory and maintain office and kitchen supplies; 
• Responsible for proper reten�on and destruc�on of all agency documents as designated records custodian.  

 
FLSA Status:  Exempt from over�me. 
 
Minimum Qualifica�ons:  
This posi�on requires a bachelor’s degree (or a combina�on of post high school educa�on and experience equal to four (4) years plus 
the following minimum experience) and five (5) years of relevant work experience.  Knowledge of general maintenance and safety 
principles, basic IT and office management skills, excellent organiza�on and aten�on to detail, and proficient analy�cal and 
communica�on skills are required.  A valid driver’s license is required for frequent travel between Forty Carrots loca�ons.    
 
Physical Demands of the Job:  
The job of Facili�es Manager involves extended �me working indoors at a computer and requires manual dexterity as well as the ability 
to: see, hear, speak, move and react quickly, sit comfortably at a desk, walk, stand, squat down, climb a step ladder, balance, and li� or 
carry up to 30 lbs. Reasonable accommoda�ons, which do not create hardship for the employer, may be made to enable qualified 
applicants and employees with known disabili�es to perform the essen�al func�ons of the job.  
 
 


