St. Swithun’s Church 

Diocese of New Westminster, Anglican Church of Canada

Position Description

Position Title: 


Building Manager
Date approved by Trustees:


Date revised by Trustees:


Summary of Position:

This stipendiary position is responsible for the maintenance of the grounds, structure and plant of St. Swithun’s and its associated buildings (parish hall and……….). It also includes acting in an advisory capacity to the clergy, wardens, and building committee.

Objectives / Accountabilities:

· Ensure the ground and insides of the church and parish hall are kept clean and in good working order.

· Ensure an adequate stock of janitorial supplies and equipment is on hand at all times, and the equipment is maintained in good working order.

· Ensure high traffic areas, i.e. bathrooms, meetings rooms (name them, if you like), parish hall, are clean and useable after each function.

· Regularly examine doors, locks, and windows to ensure buildings are secure from break-ins.

· Perform minor repairs on plant and equipment as needed.

· Ensure sanctuary lamps, at the altar and in the chapel, are kept burning at all times.

· In consultation with the Building Committee, and on approval of the Wardens and Trustees, solicit bids for repair and maintenance work from external contractors, and facilitate the resulting on-site work.

· Participates in other duties as assigned including but not limited to preparing an annual budget for repairs and maintenance, purchasing general building supplies, and in consultation with the parish administrator, booking of church rooms for activities.

Qualifications and Skills:

· As a minimum a high school diploma, with preferences for a community college diploma in building management or related field is required.

· Previous knowledge and implementation of a preventative maintenance scheduling system.

· Submission of a current Police Record Check with Vulnerable Sector Check obtained within the last 12 months.

Physical Demands:

· There is extensive sitting, bending, lifting, walking and heavy manual work.

· The physical work environment if not conducive to a person with ambulatory disabilities.
Personal Characteristics:

· The ability to balance a multi-task function with a desire to serve others is a must.

· An outgoing and friendly disposition is required.

Reporting

The position reports to the Incumbent and one of the Wardens.

Sample only: 

Important

This position description was provided by a parish and if offered as a sample only. Please check it against the Generic Template provided in the Introduction section to make sure that all points are covered as they might apply in your own parish.

You are encouraged to alter the position description to fit the characteristics of your parish. Parishes differ in size, urban/rural location, range of programs, vision of parish/diocese, finances, ethnic groupings and other factors.

If this is a paid position, please consult the Guide to Becoming a Living Wage Employer, http://www.livingwageforfamilies.ca/become_a_living_wage_employer which has been recommended by Diocesan Council for guiding levels of remuneration in the diocese.
Essential

Most parish employees and many volunteer leaders fall into the High-Risk Ministry category as defined by the diocesan Screening in Faith Policy. This includes providing a Police Record Check with a Vulnerable Sector search. This needs to be clearly stated in the position description.
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