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Job Title: 		Facility Services Coordinator
Job Number:			A-306 | VIP: 1201
Band:			OPSEU-8 (Subject to Review)
Department: 			Housing Services
Supervisor Title: 	Assistant Director, Housing Facilities & Services
Last Reviewed:			April 27, 2022

JOB PURPOSE:
Under the general direction of the Assistant Director, the Facility Services Coordinator is responsible for the overall residence building conditions and facility services for university owned and leased properties. This position will provide operational leadership to the housing facility team primarily leading and work alongside staff to carry out facility services to ensure an exceptional living experience.
KEY ACTIVITIES:
· Act as the main point of contact and liaises with the Leased Property Managers and Facilities Management.
· Works collaboratively with Lease Property Managers and Facilities Management to respond to work orders in accordance with agreed on standards, implement preventative measures annually, and liaise with external contactors as needed.
· Develop operational processes and procedures to deliver services in an efficient and resource-effective manner.
· Develops the annual maintenance budget and is responsible for all expenses (physical assets, supplies, equipment, contactors) and charges (damages, fees) related to residence facilities in accordance with lease partner and facilities management agreements. 
· Acts as a major user of the Student Housing Management System (StarRez) and the lead for inventory management, building conditions, work orders and related records management including documentation of damage charges.
· Responsible for the physical condition of the residence buildings, grounds, amenities to support a safe and enjoyable living environment, including oversight of the inspection processes.
· Develop, maintain, and uphold health and safety work policies and procedures as they apply to Student Housing in accordance with Trent University and provincial standards. Deliver training and disseminate information on health and safety matters, as required. 
· Responsible for creating and implementing policies for inventory controls (e.g., furniture, operational supplies, etc.), in accordance with best practice and university standards.
· Oversees communication protocols for disruption notifications/communication. Disseminate information to students, occupants and staff regarding facility services and maintenance.
· Provides supervision to student staff as well as guidance to Facilities & Operations Associates regarding minor maintenance tasks and repairs.
· Coordinate bulk Furniture, Fixtures and Equipment (FFE) purchases and purchases as part of renovation activities.
· Other duties as assigned

Education Required:
· Honours (4 year) University Degree or equivalent
· Facility Management certification required

Experience/Qualifications Required:
· [bookmark: _Hlk97545887]Four (4) years of facility services and delivery experience is required including familiarity with building operations, maintenance, and caretaking services. Experience related to project management preferred.
· Working knowledge of the Residential Tenancies Act (RTA), Human Rights, AODA, the Freedom of Information and Protection of Privacy Act and Health & Safety legislation.
· Demonstrated ability to build collaborative relationships with diverse stakeholders and achieve consensus through effective negotiation.
· Skilled in project management, with strong organizational and prioritization skills in high-pressure environments.
· Excellent communication, interpersonal, and listening skills, with a tactful and patient approach.
· Strong analytical skills with high attention to detail, accuracy, and efficiency in reviewing and auditing information.
· Demonstrated judgment, initiative, and the ability to interpret and apply policies and procedures effectively.
· Self-motivated, logical, and efficient; able to work independently and collaboratively in a team-oriented environment.
· Must be physically capable of routine lifting/handling of materials and supplies related to the duties of work.
· Must be able to work evenings and weekends where required.
· Valid class “G” driver’s license.
[bookmark: _Hlk188433579]A satisfactory Vulnerable Sector Check (“Police Record Check”), dated within the past six (6) months is required as a condition of employment.
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