
Job Title:   Facilities/Maintenance Coordinator 
Department:   Operations & Programs/2000 

Reports To:   Shelter Director/Executive Director 
FLSA Classification:  Full Time Non Exempt 
Supervises:   Custodial   
Create/Updated:  December 27, 2021 

POSITION OVERVIEW 

Responsible for managing the day-to-day maintenance and custodial needs of all the buildings, 
grounds, landscaping, and offices of the organization excluding animal housing areas and be 
able to work a flexible schedule.  Utilize skills in building maintenance and repair,  minor 
plumbing and electrical repair, painting, carpentry, and overall necessary repairs.  This position 
has oversight of the esthetics and functioning of the buildings and grounds and oversight and 
management of outside contractors used to maintain the facility and its equipment.  Specific 
licensing is not required in any of the above, but this position requires someone with a well-
rounded knowledge of the everyday functions of commercial buildings. This team member 
would have excellent verbal and written communication skills, the ability to work 
collaboratively with various stakeholders, meet deadlines and work under pressure.  Possess 
the skills to assist with forecasting, preparing, and budgeting facility needs and special projects, 
work with outside vendors and contractors, manage and monitor service contracts and insure 
the daily and long-term cleanliness and maintenance of the buildings. 

Key Responsibilities & Description % Time   

Buildings and Vehicle Maintenance   - 45% of time 

Perform a variety of semi-skilled and unskilled tasks in the maintenance, alteration and repair 
of buildings and related facilities and equipment including minor plumbing and electrical. 

Installation of minor office and building fixtures. 

Clean drains and clear stoppages in sinks, toilets, laundry equipment. 

Perform work for minor painting and repair projects by washing walls, filling in or smoothing 
surfaces, masking areas. 

Clean, adjust, lubricate, or replace locks, latches, hinges, and other building hardware. 

Make minor repairs to office furniture and equipment. 

Inspect all areas to determine the maintenance needs and prioritize work by certain criteria 
(safety issues, proper operation, cosmetic, etc.).  

Work with department managers to schedule projects/repairs when there is the least potential 
for out-of-service time of area and/or equipment for employee and animal areas. 

Operate and maintain and keep inventory on a variety of small power and hand tools. 



Manage and monitor service contracts and interactions with City Maintenance staff and 
landscape contractors. 

Create budget and forecast of costs for special projects by soliciting bids and defining locations 
for such. 

Maintain Organization vehicles ensuring that they are clean and UpToDate on all required 
mechanical services and tires. 

 

Custodial and Housekeeping Maintenance   -  45% of time 

Responsible for overall floor maintenance of floor surfaces including mopping and monthly 
buffing of all public and staff offices (excluding kennel areas). 

Utilizes knowledge of cleaning chemicals and tools to safely perform cleaning tasks ranging such 
as but not limited to extraction, wax, polish, strip, clean, buff, sanitize, disinfect, dust, wash, 
vacuum, etc. 

Scrubs, cleans, and sanitizes walls, floors, ceilings, fixtures, equipment, refrigerators, drinking 
fountains, counters, handrails, furniture, etc. 

Restocks and replenishes custodial closets and resupplies staff breakroom with soap, paper 
towels, toilet paper, and all other types of custodial supplies. 

Cleans and maintains tools, equipment, and custodial closets; notifies supervisor of 
malfunctioning equipment and equipment requiring repairs.   

Cleans all window surfaces and removes tape from walls, windows, or surfaces. 

Locks and unlocks building and rooms, as instructed; secures buildings and protects against 
unauthorized access/entry into buildings. 

Maintains exterior of buildings by sweeping or blowing down sidewalks, stairs and walkways; 
cleans using high-steam pressure washers and cleanup spills and trash in the public areas. 

Ensures building entrances and parking areas are maintained free from hazards and trash. 

Empty donation bin daily or more times if necessary.  Wash and clean bin regularly. 

Hire and supervise future additional custodial staff.  

Event Set Up and Support  -  5% of time 

Sets-up and resets special events, meetings, and clinics, as instructed by staff responsible for 
event. 

Set-ups and resets include moving furniture, podiums, and refuse/recycling containers; cleans 
and sanitizes meeting rooms and equipment after event. Removes trash and recycling. 



 

Moving  -  5% of time 

Moves furniture, equipment and materials as required for general cleaning maintenance or set-
ups. 

Receives, moves, stores and organizes quantities of housekeeping supplies and paper goods. 

Moves supplies and equipment as necessary in shelter, side parking area. 

Utilizes safe moving and lifting procedures to move refuse/recycling containers, carts, and 
furniture. Moves or modifies set ups of a variety of sized and types of furniture including, but 
not limited to, desks, tables, chairs, sofas, office furniture, fixtures, etc. Moving may be 
accomplished by hand, moving carts or dollies.  

Other duties assigned by supervisor as needed to maintain the facilities. 

 

QUALIFICATIONS:  To perform the job successfully, an individual must be able to perform each 
duty listed satisfactorily.  The requirements listed below are representative of the knowledge, 
skill and/or ability required.  Reasonable accommodations may be made to enable individuals 
with disabilities to perform the essential functions. 

 Education:  High School Graduate equivalent or G.E.D.  
  

Experience:  Construction, Building Maintenance, Custodial, Building Trades, 
Facility Management, Irrigation systems, Handyman.  Previous experience in an animal welfare 
setting is desirable but not required. 

 
Office Skills:  Ability to use Microsoft, Gmail, spreadsheets, and other forms necessary  

 for accurate departmental record keeping. Possess good verbal and communication skills. 

Required Skills and Abilities:  Knowledge of construction and renovation; minor 

electrical and plumbing skills, painting, wall repair and painting experience.  Floor cleaning, 

dusting, sanitizing, window washing and other custodial skills. Ability to work well with others, 

meet deadlines, prioritize work assignments.  Ability to work flexible schedule with regular 

weekend and evening activities.  Must have a valid California Drivers license and have an 

insurable driving record.  Must have physical abilities  outlined in attached requirements.  

PHYSICAL DEMANDS:  Must be able to do repetitive bending, kneeling, stooping and 
similar movements, move boxes, animal cages and equipment and must be able to lift 50 to 75 
pounds to waist.         
       

 
 


