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Description automatically generated]Facilities Coordinator

[bookmark: _Hlk91152770][bookmark: _Hlk91153404]Accountable to: Lead Pastor
· Serves on a yearly basis at the recommendation of the Lead Pastor
Direct Report: Director of Finance & Operations
· Leads Facilities Team and Is a member of the Operations Team.
· Receives a semiannual review with Director of Finance & Operations
· Receives ongoing Coaching/Mentoring from the Director of Finance & Operations
Status: Part-time – up to 25 hours

[bookmark: _Hlk90475123]Purpose
Provides leadership of the church’s buildings, grounds, infrastructures, and scheduled events as well as serving as the primary shepherd of the campus facility teams for both the Spring Lake and Muskegon campuses. Functions successfully in a team environment and in collaboration and cooperation with the Grounds & Maintenance Coordinator and the campus staff to create facilities that are clean, safe and create an inviting atmosphere for guests, and guarantees the smooth operation of internal and external people’s usage of the facility itself. This role blends hands-on execution with community engagement, requiring a proactive, solutions-oriented individual who can actively maintain and improve the campus while leading volunteer teams.

[bookmark: _Hlk90890100][bookmark: _Hlk90475169]Overall Staff Expectations
· [bookmark: _Hlk90889397][bookmark: _Hlk90887823]It is expected that the employee be a regular part of the community of All Shores.  There is an understanding on the employee’s part that they be invested in All Shores spiritually, relationally, emotionally, physically, and financially, which includes involvement in the lives of people and ministries of All Shores.  The desire would be for the employee to be in process of pursuing or transferring church membership if they are not a member already. 
· Continually seeks to help fulfill the stated mission, vision and core values of All Shores and the staff.
· Is a regular part of staff meetings, staff chapels and strategic planning sessions.
· Maintains regularly scheduled hours as agreed upon with the Director of Operations.
· Performs other duties as requested by the Lead Pastor or Executive Pastor and manager.

Key Attributes
0. [bookmark: _Hlk90887890]Clear testimony of faith in Jesus Christ.
0. A primary expectation is to serve as an “equipper” and to coach to others, demonstrating strong leadership gifts, qualities, and abilities.
0. The passion to work hard (commitment to excellence and personal responsibility) as well as to play hard.
0. Has regular rhythms and goals to stay healthy in personal life.
0. Heart for personal growth (abiding) and evangelism (conversion culture).
0. Works well in a collaborative/team driven environment-departmentally and staff wide.
0. Ability to work in a fast-paced environment with composure, professionalism, and flexibility.

Gifts and Traits expected for this specific role
Organizes and prioritizes well; uses time efficiently; consistently produces high quality work; meets deadlines; actively seeks to improve job skills; seeks to develop, improve, and maintain a high level of professional knowledge for given areas of responsibility
· [bookmark: _Hlk90887969]Pro-active in work approach, works well with minimal daily oversight.
· Organized, works well with systems and able to manage people and steward resources well.
· Relational, outgoing, and can build and extend trust with others.
· Ability to recruit, train and manage volunteer teams to help manage the facility well.
· Comfortable with meeting new people and making them feel welcome.
· Two years experience in facility oversite or comparable role preferred.
· Can address and resolve campus issues or concerns in a professional and timely manner.
· Positive attitude
· Able to lead, motivate and encourage others including:
· Organization and management of staff and volunteer teams.
· Ability to present church vision with those you encounter.
· Lead by serving others, delegating well, and exhibiting a strong sense of team.
· Ability to create and implement systems, procedures, and policies.
· Responsible and able to solve problems.
Other…
· Communicates clearly with people.
· Computer skills: database management, spreadsheets, word processing, various software.
· Some limited exposure to cleaning solvents and maintenance tools; ability to lift 50 lbs.

[bookmark: _Hlk90473895]Responsibilities 
Space Planning/Events/Scheduling 
· Manages the room-use reservation system and facilities calendar, coordinating bookings and usage with individuals, groups, and outside parties.
· Provides scheduling, setup and clean-up support for scheduled events. Works with appropriate person or Ministry Leader to determine facility needs for each event.
· Maintain and distribute building keys as needed.
· Communicates with the appropriate Ministry Leader to ensure campus effectiveness for Sunday services and scheduled events.
· Coordinates funerals and assists in weddings as appropriate and needed; on site presence for events such as funerals, weddings, and large private events as necessary.

Staff, Team, and Volunteer Support and Development
· Build and equip volunteer teams to support specific ministry facility needs around events and scheduled meetings.  Additionally, to identify and build volunteer teams to serve as representatives for facilities to address issues that may arise, particularly during Sunday services.
· Gives leadership and support to paid and volunteer facilities staff.
· In coordination with the Operations and Facilities staff, utilize volunteers for equipment, furnishings, and building repairs, whenever and wherever possible.
· Supports technology and communications systems to meet facility infrastructure needs (phone systems, technology, signage, etc.)
· Utilize feedback systems with staff at all campuses to improve processes and facility upkeep.
· Serve as the primary staff contact for all building contractors and government officials performing required inspections of church facilities.
· Participate in meetings relevant to facility and equipment use and maintenance.
· Serve as the primary point of contact for vendor relationships, including contract negotiations, competitive bidding processes, and proposal evaluations, while presenting findings and recommendations to leadership for strategic decision-making


Safety/Security/Building Access
· Oversee facility security and access by unlocking and locking the building as needed with electronic systems.
· Ensure that the AEDs are kept in good order and First Aid boxes are fully stocked.
· Serve as liaison with law enforcement and other first responder teams.
· Conduct/coordinate building security checks.
· Research and assess ongoing security protocols and processes

General
· Monitor and order supplies as needed for ministries and facilities, including workroom supplies, cleaning, toiletries, and kitchen supplies.
· Maintain systems and procedures for cleaning, safety, workroom and events.
· Proactively meet with vendors and external service providers to secure services at the best price.
· Working with Grounds & Maintenance Director, address and resolve campus issues or concerns with appropriate Ministry Leader.










Interested candidates should email their resume and cover letter to Bradley.Strauss@allshores.org. Please include the position title in the subject line. Applications will be reviewed on a rolling basis.
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