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Executive Summary  
The Director of Facilities is responsible for the complete oversight and control of the buildings and grounds on the 
campuses of Archbishop Moeller High School and the Moeller Athletic Center. Duties encompass a combination of 
planning, project management, personnel and subcontractor supervision and some hands-on preventative and 
repair work. The position is full-time, year-round and exempt. 
 

Functions  
 

I. Management  

• Management of third-party, contracted services for the buildings (such as custodial services, pest control, 
floor mats, etc.) and grounds (such as mowing, landscaping, tree and shrub maintenance, parking lot 
condition, snow removal, litter control and field turf maintenance). Some of the maintenance associated 
with these activities will be required of the Director or staff where appropriate as dictated by the needs of 
the institution, budget considerations or in the interests of time.  

• Responsible for the overall master schedule for the campus. Coordinate a variety of activities such as 
room scheduling, furniture and equipment set-up for special events and classroom activities, etc., to 
ensure adequate delivery of services to our constituents.  

• Responsible for the overall security plan for the campus. Coordinate the safety and security of the 
employees, students, and other approved users of the property for the purpose of minimizing exposure to 
injury, loss and/or liability.  

• Coordinate needs assessment, bid procurement, budgeting, and project management for all construction 
projects.  

• Coordinate maintenance staff to complete daily building repairs observed during morning unlock of 
facility or reported by staff.  

• Estimate the time and material costs for projects or activities in order to provide timely information for 
making decision and/or taking appropriate action.  

• Manage the planning, preparation and implementation of the facilities budget.  

• Inspects the campus regularly to ensure the site is suitable for safe operations, maintained in an attractive 
and clean condition, and to identify and initiate necessary repairs due to vandalism, equipment breakage, 
weather conditions, etc.  

• Participates in administrative team meetings necessary for conveying or receiving information related to 
the performance of related functions.  

• Responsible for implementation of a routine painting rotation.  

• Prepares and manages written materials (work orders, RFPs, purchase orders, contracts, quotes, 
proposals, reports, etc.) in order to ensure timely conveyance of information.  

• Maintain work order system for in-house staff and third-party contractors.  
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II. Buildings and Grounds  

• Ensure facility is unlocked at the beginning and secure at the end of each day.  

• Monitor performance of HVAC equipment on a daily basis, and schedule ‘occupied’ and ‘unoccupied’ 
times, and door locks, as appropriate according to master schedule for campus.  

• Monitor utility usage and costs, and secure competitive rates for the same.  

• Determine the type of materials, equipment and supplies to be used or purchased, and procures the 
same, to ensure the availability of items needed to complete projects and properly maintain the campus.  

• Responds to immediate safety and/or operational concerns (facility damage, alarms, etc.).  

• Direct staff, and/or complete maintenance and repairs that are not covered by third-party contractors, 
yet are needed for day-to-day operation of the facility (snow removal from sidewalks, emergency 
plumbing, etc.).  

 
III. Equipment, Furnishings and Fixtures  

• Maintains furnishings and fixed assets, including the fixed asset inventory. Coordinates the purchase of 
new equipment, furnishings and fixtures and the disposal of the same at the end of their useful life.  

• Conducts and maintains records for scheduled inspections such as fire safety, suppression, elevators, 
health department, bleachers, laboratories, eye wash stations, and roof systems.  

• Maintains manuals and electronic documents, files and records (inspection records, work orders, supplies, 
chemical storage, crisis management data, key control, etc.) in order to document activities and ensure 
up-to-date references.  

• Directs routine PM tasks on heating, electrical, air conditioning, water and plumbing equipment (controls, 
light bulbs, ballasts, filters, etc.), for the purpose of ensuring equipment remains in working order.  

 

Qualifications  
• Candidates will have at least an Associate’s Degree in Construction or Facilities Management, or a 

technical field such as Mechanical or Civil Engineering  

• Candidates will have at least 5 years of experience managing a facility with several buildings operating on 
different types of mechanical systems. (This could include candidates who have at least 5 years of 
experience as Superintendent or Project Manager for construction projects of similar nature.)  

• Candidates will possess the knowledge, skills and abilities to perform multiple, technical tasks in a safe 
and efficient manner, to comprehend technical information, to compose a variety of documents, to 
communicate effectively (in writing, electronically and verbally), and to solve practical problems.  

• Candidates will be proficient in the use of technology, not only for day-to-day performance of the facility’s 
systems, but also in management tasks (such as communicating goals, budgets and managing facility 
schedule).  

• Candidates will, to the best of their ability, understand and support the mission of Archbishop Moeller 
High School as a Roman Catholic institution within the Archdiocese of Cincinnati.  

 

Compensation, Benefits and Hiring 
Salary is competitive. We offer a robust benefits package including paid vacation, personal days, paid holidays and 
holy days, healthcare, dental, vision, FSA, and 401K option with employer contribution, and free lunch during the 
school year. The position is full-time and year-round.  
 
Apply at moeller.org/employment. Offers are contingent upon background checks and Safe Parish certifications 
for the Archdiocese of Cincinnati’s Safe Environment program. All employees of Archbishop Moeller High School 
will have knowledge of, or openness to learn about the Catholic faith, and a willingness to work for a Catholic 
agency and adhere to the policies of the School and Archdiocese of Cincinnati. An equal opportunity employer.  


