

[image: Trent University Logo]OPSEU JOB DESCRIPTION



Job Title: 		Facility Services Associate
Job Number:			SB-091 | VIP: 1697	
Band:			OPSEU-4	
Department: 			Housing & Conference Services
Supervisor Title: 	Assistant Director, Facilities
Last Reviewed:			March 27, 2024

JOB PURPOSE:
Reporting to the Assistant Director, Facilities, the Facility Services Associate is responsible for the frontline delivery of day-to-day facilities services across university owned and leased housing properties on the Peterborough and Durham campuses.
Operating within established procedures, service standards, and delegated authority, the role responds to routine facilities concerns, completes minor maintenance tasks, conducts inspections, and supports operational coordination with internal teams, contractors, and partners. The incumbent makes immediate, task level decisions within scope and escalates complex, high risk, or out of scope issues to appropriate facilities leadership. The role contributes to a safe, functional, and positive housing environment through timely service, accurate communication, and detailed follow through.
KEY ACTIVITIES:
· Review, assign or action, and follow up on residence work orders in accordance with established service standards, completing minor maintenance tasks within scope.
· Identify, document, and escalate facilities issues that exceed delegated authority, involve safety risks, or require specialized intervention.
· Conduct regular room, building, and common area inspections to identify maintenance needs, safety concerns, and emerging issues.
· Liaise with Facilities Management, leased property maintenance staff, and external contractors to coordinate access and service delivery.
· Support contractors and vendors on site by providing building access and operational coordination for repairs, installations, and consultations.
· Maintain visibility within housing communities, responding to occupant facilities concerns and referring behavioural or non facilities trends to appropriate teams.
· Assist with room preparation, unit turnovers, inventories, and damage accountability processes in collaboration with campus and leasing partners.
· Support key and access related processes, including assisting with room key inventory and acting as backup for access control activities as assigned.
· Assist with mail and parcel operations in collaboration with the Service Centre and campus mail services, including sorting and delivery support.
· Communicate maintenance updates, service disruptions, and operational notifications to individual occupants, escalating inquiries beyond scope as required.
· Coordinate operational service communications by collaborating with colleagues and providing timely, up to date information to the Marketing & Communications Coordinator.
· Monitor and report patterns or recurring facilities concerns to support preventative maintenance planning and service improvements.
· Assist with vehicle fleet coordination related to facilities work, including transporting materials and attending scheduled maintenance appointments.
· Recommend operational and service improvements to enhance the student and guest experience.
· Other duties as assigned. 
Education Required:
· College Diploma (2 years) or University Degree in Business, Facilities, Hospitality or other relevant program required.
· Post-secondary certificate or diploma in Project Management, Facilities Management, Building Science, or a building-related program an asset. 
Experience/Qualifications Required:
· Two (2) years’ experience in an administrative or service delivery capacity. Experience providing direct service to students in a post-secondary environment and/or directly related to facility services and delivery preferred.
· [bookmark: _Hlk97033322]Working knowledge of current federal and provincial laws, including but not limited to: Residential Tenancies Act, Ontario Human Rights Code, Accessibility for Ontarians with Disabilities Act, Freedom of Information and Protection of Privacy Act, Ontario Health and Safety Act. 
· A high degree of initiative, resourcefulness, critical thinking, and attention to detail with an ability to manage multiple and competing tasks and priorities. 
· Attitude and aptitude toward continuous improvement. 
· Commitment to equity, diversity, inclusion, and accessibility.
· Must be physically capable of routine lifting/handling of materials and supplies related to the duties of work.
· An Ontario G Class Driver’s License. 
· 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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