
 
 
 
 

Overview 
 
The Freestore Foodbank (FSFB) has an immediate opening for a Facilities Manager in our Administration 

Division. The ideal candidate will be responsible for all aspects of the operation, maintenance and repair 

of, as well as modifications to Freestore Foodbank facilities and property at times. 

 

Key Responsibilities  
 

In general, the Facilities Manager will: 
 Respond to all facility inquiries and complaints, verify problem, and take the necessary corrective action 

 Maintain and repair items when possible 

 Communicate frequently with client and vendors to resolve issues and provide project status updates  

 Coordinate with outside contractors for the service and repairs of equipment, janitorial, grounds, security, and 

others; may issue RFP for larger jobs 

 Remain knowledgeable regarding all operational aspects of building systems including electrical, HVAC, air handling 

units, roof top units, plumbing, dock doors and levelers, mechanical, process controls, power transmissions, etc. 

 Develop comprehensive annual inspection process for facilities; complete weekly, monthly, quarterly, annual 

inspections as required  

 Follow protocol for effective building-specific maintenance and safety procedures 

 Request, review, and submit work orders, bids, and proposals from vendors  
 Monitor and assess vendor performance  

 Create and record appropriate written communication between all parties 

 Schedule and document maintenance and repairs on building equipment (including updating equipment records) 

 Schedule and document all tests and inspections to assure that the facilities are in compliance with all legislated safety, 

environmental, and hazardous waste codes 

 Develop operating and capital budgets, track variances. 

 Verify final invoice pricing and process payments in a timely manner  

 

Minimum Qualifications  
 5-7 years of property/facility management experience; management of multiple facility experience preferred 

 Bachelor’s degree or commensurate experience and certifications 
 Experience with American Institute of Baking (AIB) food safety standards 

 Ability to work with a variety of people from different socio-economic levels; be result-oriented.  

 Detail oriented, able to handle multiple projects simultaneously, extremely professional, and customer service 

oriented  

 Working knowledge of Microsoft Office 

 Ability to develop strategic plans; knowledge of preventive maintenance strategies 

 Work with a variety of deadlines; in a fast pace environment.  

 Strong working knowledge of building systems 

 Basic understanding of blueprints, schematics, control diagrams, materials, furniture, signage, and finishes  

 Ability to keep an ‘on-call’ schedule, with occasional work required after designated working hours, holidays, and 

weekends. Must make arrangements with supervisor for back-up coverage in the event of hours of unavailability 

 

Organizational Structure: Reports to:  Chief Financial Officer 

 

Projected start date of December 1, 2015 

 

To Apply: Email your resume and salary requirements to:  HRSupport1@freestorefoodbank.org  

 

NO PHONE CALLS PLEASE 
The Freestore Foodbank is an Equal Opportunity Employer and complies with all laws enforced by the Equal Employment Opportunity Commission 
which include the Civil Rights Act of 1964, the Age Discrimination in Employment Act of 1967, the Americans with Disabilities Act of 1990, and other 
applicable employment laws, and will not unlawfully discriminate because of age, color, disability, genetic information, national origin, race, religion, or sex in 

any term, condition, privilege or employment policies and practices. 
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