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Position Title:  Facilities Manager 
 
Classification Level: Level 3 
Hours of Work:  As per employment contract 
Immediate Supervisor:  VP, Administration 
Location:   Yorkton, SK 
 

POSITION SUMMARY: 
 
Reporting to the VP, Administration, the Facilities Manager oversees all areas of operations including 
facilities management, security and access systems, asset and supplies management, buildings and 
grounds, company vehicle management, and safety and emergency planning. This includes overseeing 
the development of college facilities and the implementation of the related administrative policies and 
procedures. 
 
The Facilities Manager participates directly in the decision making process that establishes overall 
college operation and performance levels, including the development of business plans, capital plans and 
strategic plans.  The Facilities Manager has line authority of staff employed in the area of janitorial, 
custodial, maintenance. 
 

JOB DUTIES AND RESPONSIBILITIES: 
 
1.  Administration & Leadership 

 Responsible for operations including facilities management, security and access systems, 
buildings and grounds, company leased and owned vehicles, office equipment and furniture, 
asset inventories, and safety and emergency planning. 

 Provide leadership and direction in terms of ensuring a collaborative, safe, effective, and 
efficient work environment is maintained.   

 Using a Quality Improvement approach, develop and implement policies, procedures, 
guidelines, and strategies pertaining to campus operations.  

 Meet regularly with supervisors and other staff to assess campus requirements and work 
toward solutions that seek to improve efficient and professional service and program 
delivery. 

 Represent senior management on committees as assigned, including the Occupational 
Health and Safety Committee and other committees that pertain to operations.  

 Represent the College as a liaison to the appropriate government contacts and work with 
the department on funding proposals for the purpose of capital projects.  

 In collaboration with the VP, Administration, prepare, manage and administer the facilities 
budget and capital plans. Maintain overall responsibility for all campus facility, budget, asset 
and equipment plans. 

 Monitor expenditures and managing the purchasing and inventory for all buildings and 
operating budgets. 

 Responsible to develop and maintain relationships with suppliers, contractors, service 
providers, ministry officials, external partners, etc. 
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2.  Planning & Reporting: 
 Participate in the development of long-term strategic plans for the College. 
 Identify, plan, budget, report and lead upgrades and maintenance of facilities, company 

owned or leased vehicles, and security and access systems. 
 In consultation with other staff, lead the development of long-term capital plans and annual 

Preventative Maintenance budgets and plans for the College. 
 Develop specific plans for major capital projects and improvements as required, identifying 

resource requirements, budgetary considerations and plan to attain sustaining capital funds. 
 Lead and manage specific tender processes according to ministry, legislation or policy 

direction. 
 Lead and prepare request for proposal documentation including terms & conditions and 

evaluation criteria. 
 Participate in the preparation of reports such as the Annual Report, the Business Plan, 

Trimester Reports, monthly board reports, and other ad hoc reports as required. 
 Responsible for asset management systems (i.e., building and vehicle scheduling software, 

maintenance, purchasing and asset management software). 
 Ensure that timely reports are available to the President, Executive Team, government 

departments, and other agencies and organizations as required. 
 
3.  Facilities and Campus Operations: 
 

Facility Management: 
 Plan, direct, and coordinate facility maintenance work, including HVAC, plumbing, carpentry, 

painting, construction/renovation, grounds, and general building maintenance. 
 Establish maintenance plans and protocols to ensure building systems are properly 

maintained and operationally efficient.  
 Proactively optimize use of existing campus space and provide short and long-term capital 

plans to address space needs. 
 Conduct audits, surveys, or activities to establish utilization rates and measure targets. 
 Work collaboratively with employees to identify solutions for space conflicts. 
 Maintain a timely schedule to ensure all facilities meet appropriate health and safety 

standards.   
 Maintain report, communicate, monitor facility room booking system, develop protocol, and 

seek efficiencies as required. 
 Develop, negotiate and maintain primary responsibility for all existing campus and building 

lease agreements. 
 Develop, negotiate and maintain primary responsibility all existing service agreements (ie: 

landscaping, snow removal, grass cutting , equipment service contracts for TTC, etc.) 
 Coordinate all construction plans and supervise all personnel hired for all projects in College 

facilities.  
 

  
Supervision of Janitorial, Custodial and Maintenance employees; 
 Direct supervision of all staff in Janitorial, Custodial and Maintenance positions. 
 Responsible for completion of orientation, performance appraisals, and training plans. 
 This position will have direct line authority, and as such, will be responsible for applying the 

Collective Bargaining Agreement, and will have the authority to hire, discipline and discharge, 
and respond to grievances as required. 

 Ensure that performance standards and expectations are clearly defined and maintained to 
ensure the representation of safe and clean facilities. 

 
 
 



Job Description: Facilities Manager Page 3 
 

 
Security and Access:  
 Responsible for security alarm system access and key fob inventory and system 

management. 
 Research and prepare campus security plans for each facility.  
 Responsible for ensuring adequate safety and security drills are completed routinely.  
 Ensure there are effective emergency response procedures in place; available personnel are 

adequately trained; and the company is at an acceptable level of emergency preparedness. 
 

 
 
Safety and Emergency Planning: 
 Responsible to chair, plan and represent management on Occupational Health and Safety 

committee. 
 Responsible for overall college adherence to Occupational Health and Safety legislation. 
 Promote the health of all college employees and learners by providing leadership, administer 

programs and implements initiatives that contribute to a healthy, productive and safe work 
environment. 

 Develop, implement and support a Health & Safety program, policies, procedures, and 
training for the college. 

 Responsible for ensuring a schedule is maintained for checking fire extinguishers, first aid 
kits, doors and entrances for safety, and vehicle safety for each campus. 

 Lead toolbox meetings, recommend, and implement necessary actions. 
 Take a proactive role in hazard identification and recommend corrective preventive actions.  
 Conduct audits and support operations in the completion of regular safety and emergency 

equipment checks, including ad hoc inspections.  
 Inspect the application and effectiveness of policies and procedures in order to recommend, 

and assist in development of corrective actions. 
 
    

Asset and Supplies Management: 
 Identify and implement a supply and central purchasing management system. 
 Oversee tendering for equipment, furniture, and assets as required. 
 Develop office and furniture standards for all campus locations. 
 Ensure that all purchasing complies with regulations and policies. 
 Research and procure products/services to ascertain best value and quality.  
 Manage the receiving & inspection of goods & services across all campuses.   
 
Company Vehicle Management: 
 Responsible for management of all company owned or leased vehicles. 
 Responsible to ensure all company vehicles are maintained and serviced to ensure road and 

vehicle safety.  
 Responsible for fleet budgeting and ensuring appropriate communications with corresponding 

agencies or vehicle dealerships.  
 
5.  Additional Duties: 

 Other duties as assigned. 
 Valid Driver’s license is required. 
 Satisfactory Criminal Record Check Required 
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REPORTING RELATIONSHIPS: 
 
Reports to:  VP, Administration 
Supervises:  Maintenance, custodial and janitorial staff 
  

         

QUALIFICATIONS: 
 
1. Education & Experience 

 The minimum educational qualification for this position is a technical degree in a relevant 
discipline including a post-secondary diploma or certificate in Occupational Health & Safety, 
Occupational Health & Safety Practioner certificate or Canadian Registered Safety Professional 
certification. 

 The minimum amount of practical, related experience required to perform the duties of this 
position is 5 years’ experience in supervising, managing building maintenance and operations 
including financial responsibility, building systems, project management, general contracting, 
asset management. 

 A suitable combination of post-secondary education and relevant experience may be considered 
for this position. 

 Demonstrated experience working in a cross-cultural environment. 
 

2. Knowledge, Skills & Abilities 
 Experience and understanding of building structures and systems, including mechanical, HVAC, 

and fire and electrical systems.   
 Experience and Understanding of applicable building codes, standards, and legislation as it 

pertains to public facilities and the workplace.  
 Knowledge of and demonstrated experience in related project management, general contracting, 

and general building maintenance of institutional buildings.  
 Knowledge of and experience with cost analysis, preparing tender documents, request for 

proposals, receiving and reviewing bids, and budgeting.  
 Experience designing and implementing health and safety training. 
 Strong Knowledge of all relevant Saskatchewan Occupational Health and Safety regulations. 
 Familiarity with Building Management Systems and Computerized Maintenance Management 

Systems is required (ie. MIDAS, Asset Planner, or MSDS Online). 
 Experience conducting safety audits, inspections, documenting findings and implementing 

corrective actions as needed. 
 Experience with HMI (Human Machine Interface) controls systems. 
 Demonstrated experience in effective supervision of staff.  
 Demonstrated skills in negotiating, collaborative problem solving, budgeting, analysis, leadership, 

and general management skills.   
 Demonstrated superior interpersonal skills, with an emphasis on the ability to negotiate and 

resolve conflicts.  
 Demonstrated ability to adapt to changing circumstances and seek new opportunities. 
 Demonstrated ability to influence, persuade and inspire others. 
 Team building skills; demonstrated skills and the ability to work in a collaborative, team setting.  
 Demonstrated experience in working with people from equity groups in a cross-cultural setting. 
 Demonstrated oral and written communication skills. 
 Demonstrated organizational and time management skills. 
 Demonstrated conceptual skills, ability to solve problems, and analytical ability. 
 Demonstrated experience in the use of systems and computer applications. 
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