


I. Facilities Management 
a. Serve as a liaison between Facilities Services, building staff, students, and the 

Coordinator of Operations, Business Operations & Facility Services. 
b. Tour building twice weekly to monitor facilities.  Schedule biweekly tours with the Hall 

Director. 
c. Monitor the progress of special projects and report to the Hall Director and/or the 

Coordinator of Operations, Business Operations & Facility Services. 
d. Assist the Hall Director in recommending capital improvements. 
e. Communicate with building staff and students regarding physical maintenance and 

cleanliness concerns. 
f. Be familiar with TMA, the on-line work order request system, and educate staff and 

residents about using the system 
g. Report and follow up on all maintenance concerns.  Monitor work orders; submit billing 

information to Hall Director as directed  
h. Conduct regular key inventories and maintain appropriate records. 
i. Administer lockout and loaner key policy 
j. Assist the Hall Director, Coordinator of Operations, Business Operations & Facility 

Services, and Assistant Director for Student Staffing & Training with other tasks and 
duties as assigned. 

II. Supervision of Front Desk Operations  
a. Order and maintain desk supplies.  
b. Organize and maintain all desk logs. 
c. Develop and implement appropriate policies and procedures for desk and mailroom. 
d. Supervise Desk Receptionists and Mail Clerks.  Schedule, maintain employee records, 

train, evaluate, and hire desk staff.  
e. Provide input and assistance a needed with visitation programs. 

III. Building Responsibilities 
a. Actively promote staff unity.  
b. Attend all in-



Facilities managers will receive as compensation room, meal plan, plus a financial stipend of $3,810.00 
to be paid in bi-weekly installments during the academic year. Summer compensation may vary and is 
in addition to the compensation received for the academic year.  
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