
 

 

 
Job Number:  28-025ADM 
Job Title:  FACILITIES MANAGER 
Team: ADMINISTRATION 
Location:  BOULDER 
Classification level:  FACILITIES MANAGER 
Salary Grade:  GRADE 13 
 

Full Time  Part Time  Regular  Temporary  Hours  
  X  40 

 
Job Description:  
JOB DESCRIPTION:  Oversees the maintenance of current facilities, and plays a leadership role in 
renovation and capital acquisition projects. Includes managing the planning, design, construction, 
maintenance and alteration of equipment and buildings. Gathers and reviews data concerning facility or 
equipment specifications, organization or government regulations, and construction feasibility. Plans, 
budgets, and schedules facilities modifications including estimates, bid sheets, layouts, contracts and 
labor/material requirements. Oversees and inspects the construction and installation progress to ensure 
compliance with established specifications, space allocation, layout, timetables, and costs.  Responsible for 
establishing and maintaining health and safety standards.  Manages the purchasing function to ensure cost-
effective, efficient, timely and customer-oriented practices. Oversees annual reviews of contracts and 
vendors to ensure the Center is maximizing customer service and cost savings. Works to create a centralized 
purchasing function across the Center.  
 
• Manages facility staff, prioritizing maintenance and construction projects in a manner that ensures  
              compliance to building, contract and safety regulations. 
• Liaises with County facilities personnel, landlords, utility providers, environmental and energy  
              agencies.  
• Oversees the coordination of building space allocation, layout, and communication services. 
• Oversees & coordinates internal & external moves, office & equipment set up to support moves for  
              new employees. 
• Coordinates and oversees contractors who provide services and maintenance for HVAC, water,  
              electricity, ice and snow removal, landscape services, painting, cleaning and general building  
              maintenance services to facility.  
• Directs the visual inspection of equipment, grounds, and machinery for malfunctions. 
• Manages projects, including large capital projects, to meet schedule requirements, maintain budget  
              and provide excellent customer service. 
• Manages inspection of construction & installation progress to ensure conformance to established  
              specifications. 
• Plans, budgets, and schedules facilities modifications including cost estimates, bid sheets, layouts,  
              and contracts for construction and acquisitions. 
• Develops long range plans, conceptual designs, & capital outlay requirements & related  
              documentation for facility. 
• Formulates & coordinates program specifications, requirements for proposals & contracts, &  
              associated documents. 
• Oversees purchasing function, including at least annual review of contracts and vendor selections  
              and continual assessment of cost-saving opportunities.   
• Oversees development of a centralized purchasing function across MHCBBC.  
• Provides purchasing, vendor, and accounting coordination. 
• Assures reporting and regulatory compliance with environmental, health, and safety agencies.   
• Oversees energy management and energy conservation analysis.   



 

 

• Manages generation of floor plans and space utilization to meet the customer’s needs. 
• May perform other duties as assigned.   
 
Qualifications:  
MINIMAL QUALIFICATIONS:  Education and Experience: Associate's degree (A. A.) or equivalent from two-
year college or technical school; bachelors degree preferred.  8-10 years related experience and/or training; 
or equivalent combination of education and experience.  Excellent verbal and written communication skills 
and interpersonal skills.  Demonstrated project planning and project management skills. Proficient knowledge 
of MS applications including Word and Excel.  Ability to effectively present information and respond to 
questions from groups of managers, staff, clients, vendors, contractors and the general public. Background 
check & employment application required.  Minorities encouraged to apply. 
 
Dates:   
Position to Begin: TBD 
Position Opened: 04/11/2008 
Position Closed: When position is filled. 
 
Contact:   
Email: hrjobs@mhcbbc.org 
 
 

All submissions for positions at MHCBC should be ma de as e-mail attachments in Plain Text or Microsoft  Word format. 
 

WE ARE AN EQUAL OPPORTUNITY EMPLOYER 


