
Position: Facilities Supervisor 
  
Department:  Facilities Management 
  
Reports to: AVP of Capital Projects and Facilities Management  
 
Job Summary: Supervises and coordinates the day-to-day maintenance and appearance of the 
campus.   
 
Duties and Responsibilities:  
  

 Administer the custodial service contract to ensure that the campus is maintained in a 
clean, sanitary and safe fashion.  This shall include seeking formal (e.g., surveys) and 
informal input from various college populations as well as visual inspection of the 
cleanliness of the physical plant.  This also includes periodic meetings with the cleaning 
company supervisors and SFC administration to discuss the monitoring and assessment 
of the cleaning service.   

 Communicate and bolster “green” initiatives including recycling, use of eco-friendly 
materials, cleaning products and environment-friendly operations and practices. 

 Oversee the preparation of the annual budget and purchase orders relating to areas of 
responsibility. Review and submit invoices to the Finance Department for payment. 

 Plan and schedule the College’s maintenance staff.  Responsibilities include monitoring 
staff effectiveness, maximizing staff potential, resolution of conflicts, and maintaining 
adequate coverage within the department.  Regularly review overtime usage to ensure 
necessity and adequate staffing.  

 Meet with department heads to solicit their input concerning Facilities requests. Gather 
and review all requests to assess necessity, feasibility and available resources. Plan and 
schedule work orders; ensure timely and proper completion; inform affected individuals 
of the progress, and; solicit feedback on work performed. 

 Promote and support a team environment focused on exceptional customer service. 
 Work closely with the Director of Community Partnerships and Special Events to ensure 

that campus events (internal and external) have the proper maintenance and custodial 
support. 

 Oversee office relocations to include furniture moves and assembly, layout and design 
and proper HVAC configuration. Maintain an up to date record of personnel and their 
office locations. 

 Manage the ordering of office furniture on a campus-wide basis within the Facilities 
department. 

 Maintain standards for furniture, window treatments, classroom and office furniture. 
 Ensure Public Assembly FDNY compliance. 
 Ensure Department of Health domestic water tank sanitization compliance. 
 Perform other duties as directed by the AVP of Capital Projects and Facilities 

Management. 
 
Qualifications:   
 

 Bachelor’s degree and a minimum of 5 years’ experience in operations, project/facilities 
management or other related field is required. 



 Excellent customer service orientation and interpersonal skills. 
 Ability to interact collaboratively and professionally with diverse groups. Excellent 

listening and comprehension skills is required to provide accurate and timely follow-up. 
 Thorough understanding of administrative processes, and solid analytical and 

conceptual skills. Ability to review, understand and interpret vendor contracts, as well as 
College policies and procedures. 

 Knowledge of OSHA safety standards. 
 Ability to define realistic/specific goals and objectives, and plan and manage multiple 

projects with competing deadlines. 
 Proficiency in a variety of computer software applications, in particular Microsoft Office 

software with an emphasis on Excel and Outlook. Knowledge of, or proclivity to learn, 
relevant work-order software, if/as required. 

 Basic understanding of accounting principles and practices. 
 Purchasing experience preferred. 

 
Interested applicants can apply by clicking HERE 

https://form.jotform.com/sfcollege/facilities-supervisor

