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Job Title: 		Facilities Maintenance Coordinator (Durham)
Job Number:			SB-089 | VIP: 1664	
Band:			OPSEU-10			
Department: 			Facilities Management			
Supervisor Title: 	Manager, Facility Services
Last Reviewed:			March 18, 2026

JOB PURPOSE:
Reporting to the Manager, Facility Services, the Facilities Maintenance Coordinator is responsible for the coordination, leadership, and execution of general building maintenance, repairs, minor renovations, and installations across Trent University Durham’s University’s buildings and related assets. This role provides day‑to‑day leadership to the Facilities Maintenance Assistant and seasonal staff, ensuring maintenance work is completed safely, efficiently, and to established quality standards. In addition to project planning, providing guidance and work coordination, the Facilities Maintenance Coordinator performs skilled maintenance and repair work, supports compliance with applicable codes, standards, and health and safety requirements, and responds to facility‑related emergencies and on‑call needs to maintain safe and functional learning, working, and public environments.
Key Activities:
Leadership & Coordination
· Provide day‑to‑day leadership and work coordination for the Facilities Maintenance Assistant (Durham) and seasonal staff, assigning, monitoring, and prioritizing maintenance, repair, and minor renovation work.
· Receive, review, and coordinate work orders, ensuring appropriate staffing, materials, and timelines are in place to support efficient service delivery.
· Coordinate and oversee external contractors and service providers engaged in facilities maintenance and small projects.
· Communicate with campus stakeholders regarding work scope, scheduling, and service expectations.
· Provide guidance, coaching, and on‑the‑job support to team members.
· Order materials and supplies and complete related administrative and documentation requirements using the computerized maintenance management system (CMMS).
· Coordinate the yearly snow and winter maintenance on-call schedule.
Facility Maintenance Operations
· Perform general and skilled maintenance and repair work across University buildings, including carpentry, painting, glazing, locksmithing, and related functions.
· Plan and determine appropriate work methods, sequencing, and time estimates for maintenance activities and minor renovations.
· Ensure maintenance work sites are properly prepared and resourced.
· Coordinate the movement, installation, and setup of furnishings, fixtures, and equipment in support of operations and campus events.
· Support seasonal operations, including winter maintenance activities, snow and ice control, and campus readiness for major events and functions.
· Performs minor electrical (≤110 volts), plumbing, grounds, pest control and life‑safety maintenance and troubleshooting in compliance with licensing, skills and training while escalating work requiring specialized skills or certification to appropriately registered professionals or external service providers. May include:
· bulb and ballast replacement, breaker resets, minor plumbing repairs, grounds upkeep, snow and ice removal, monthly fire extinguisher inspections, and basic fire panel resets when directed by the Fire Department.
· Respond to facility‑related emergencies and after‑hours call‑ins; assess situations, coordinate resources, and take corrective action to restore safe conditions.
· Participate in on‑call rotations and support winter maintenance response activities, as required.
Project Management
· Provide working oversight for minor renovations, small construction projects, and in‑house improvements across campus.
· Assist with project planning, costing, scheduling, and coordination in collaboration with the Manager, Facility Services.
· Liaise with consultants, suppliers, and internal stakeholders to support timely and effective project delivery.
Compliance & Safety
· Monitor maintenance and project work to ensure compliance with applicable legislation, codes, and University standards, including health and safety and accessibility requirements.
· Promote and reinforce safe work practices, ensuring tools, equipment, and work sites meet safety and operational standards.
· Identify and report building deficiencies, risks, or concerns through inspections and occupant feedback, escalating issues as required.
Education Required:
· Two (2) years post secondary diploma in a related field required (e.g. Carpentry and Renovation Technician, Construction Engineering Technician, Building Construction Technician etc.). Red Seal Certified Carpenter preferred. A combination of education and experience may be considered.
Experience/Qualifications Required:
· Eight (8) years of experience working in carpentry, construction and/or building maintenance required including four (4) years supervising others. Experience in a unionized environment an asset.
· Strong knowledge of construction principles and methods, including basic mathematic fundamentals, with general knowledge of electrical, mechanical, plumbing and grounds repair.
· [bookmark: _Hlk218685749]Significant experience in the safe operation and maintenance of tools and equipment including jointer, planer, table saws, drill press, disk and belt sander, bench grinder, compound mitre saw, ladders, mechanical lifts and other relevant tools. Must be trained in the use of carpentry shop machinery and certified by the University to use equipment.
· General knowledge of electrical, mechanical, plumbing and repair of grounds/building exteriors.
· Strong understanding of all relevant building/construction regulations, including Ontario Building Code, Clean Water Act, Occupational Health & Safety Act and Accessibility for Ontarians with Disabilities Act (AODA).
· Good technical competency including the ability to utilize email, Microsoft Office suite, and cell phones.
· Ability to utilize a computerized maintenance management system (CMMS) i.e., Asset Planner etc.
· Able to work independently and lead teams and work projects to meet deadlines.  
· Strong communication (written and verbal) and customer service skills.
· Must be physically capable of routine lifting/handling materials and supplies.
· Must be available to work some evenings and weekends and able to participate in scheduled on-call rotation during the snow season (November – April) as required. 
· Valid ‘G’ class driver’s license required.
· First Aid and CPR certificate is an asset
· A satisfactory Criminal Record Check (“Police Record Check”), dated within the past six (6) months is required as a condition of employment
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