Facility Maintenance Coordinator

The Facility Maintenance Coordinator is responsible for the general maintenance of the church property and facilities. The Coordinator must be able to supervise co-volunteers and/or contractors performing work on the church property.

	Ministry Area/Department
	Maintenance

	Position
	Facility Maintenance Coordinator

	Accountable To
	Custodial Ministry Director

	Ministry Target
	Church in general

	Position Is
	Volunteer

	Position May Be Filled By
	Ministering Member

	Minimum Maturity Level
	Stable, maturing Christian

	Spiritual Gifts
	Serving • Administration

	Talents or Abilities Desired
	General construction • Building maintenance • Ability to supervise others • Valid driver’s license and transportation

	Best Personality Traits
	Dependable • Hardworking • Initiative to get things done without direct supervision • Analyst-dependable and analyst-expresser

	Passion For
	Good stewardship of the facilities God has given the church • Presenting a positive physical appearance of the church in the community

	Length of Service Commitment
	Twelve month minimum


Anticipated Time Commitments

1.
Doing ministry/preparing for ministry: Varies by week

2.
Participating in meetings/training: minimum of two hours a month

Responsibilities/Duties

1.
General oversight of property and facility maintenance; ensuring safe, clean and proper order of the facilities. Keep a record of regular maintenance done on facilities and a list of projects to do.

2.
Order and maintain supplies for maintaining and repairing property and facilities.

3.
Make building repairs such as plumbing, electrical, carpentry, painting, and arrange for outside repair services when necessary as approved by the immediate supervisor.

4.
Maintain debris removal from parking areas, sidewalks, steps, etc. 

  5.    Manage all keys to the facilities. Obtain new keys when needed.  

6.
Ensure church security; lock and unlock facilities for church.  Always check the facilities doors when on grounds.

7. Be accountable to the yearly budget and expenditures for the property and facilities.

8. Submit all receipts and expenditure forms to the immediate supervisor. 

Statement of Acknowledgement of

Facility Maintenance Person

I have read and agreed to abide by the above stated conditions. I agree to seek God at all times regarding my personal growth for my good, the good of my family, the global Body of Christ, the good of the flock in which I am tending, the good of the lost souls of this world and the faithful support of the vision which God has given and continues to reveal to the Senior Pastor and Leadership of Harvest Christian Center.

Applicant Acknowledgement:

Signature:        _______________________________

Printed:           _______________________________

Current Title:  _______________________________

Date:               _______________________________

Harvest Christian Center: Council of Ministers Representative

Signature:        _______________________________

Printed:           _______________________________

Current Title:  _______________________________

Date:               _______________________________

Harvest Christian Center: Pastoral Staff Representative

Signature:        _______________________________

Printed:           _______________________________

Current Title:  _______________________________

Date:               _______________________________

Accepted – Not Accepted (Circle One). Why or why not?

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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