
Facilities Manager

The Facilities Manager provides leadership and oversight for the buildings, grounds,
equipment, safety, security, and facility operations of the Cathedral of the Rockies’
Downtown and Amity Campuses. The Facilities Manager ensures that church facilities are
safe, welcoming, clean, well-maintained, and prepared to support worship, ministry,
community engagement, and special events throughout the week.

This position combines facilities knowledge with project management, staff and contractor
supervision, planning, budgeting, communication, and collaboration. The Facilities Manager
works closely with staff, lay leaders and volunteers to ensure that the physical resources of
the Cathedral effectively support the mission and ministries of the church.

The Facilities Manager serves as the church’s primary representative with contractors,
inspectors, service providers, and emergency responders regarding facility-related matters.
The Facilities Manager reports directly to the Cathedral’s Executive Director.  

Key Responsibilities

Provide day-to-day oversight of the buildings, grounds, parking areas, equipment, and
building systems at both Cathedral campuses.
Ensure church facilities and grounds are appropriately prepared for Sunday worship and
weekday ministries.
Evaluate maintenance and repair needs and determine whether work should be
completed directly, assigned to facilities staff, or performed by qualified outside
contractors.
Perform appropriate maintenance and repairs within the Facilities Manager’s areas of
knowledge and expertise.
Develop, implement, document, and maintain preventive-maintenance procedures and
schedules for major facility systems.
Conduct regular facility inspections to identify maintenance, safety, security, and capital
improvement needs.
Maintain appropriate records.
Oversee the purchasing and maintenance of facility supplies, tools, and equipment.
Maintain our system for receiving, prioritizing and completing facility work requests.

Facilities Operations & Preventive Maintenance



Responsibilities continued...

Plan and manage facility repair, maintenance, renovation, and capital improvement
projects.
Develop appropriate scopes of work, budgets, schedules, responsibilities, and anticipated
completion dates for facility projects.
Obtain and evaluate proposals and bids and make recommendations consistent with
church purchasing and approval procedures.
Select and coordinate contractors and vendors as authorized and monitor their
performance, schedule, workmanship, and compliance with agreed-upon scope and cost.
Maintain appropriate oversight of contractors working on Cathedral property.
Monitor projects through completion and ensure that outstanding issues and punch-list
items are resolved.
Communicate project status, anticipated disruptions, delays, budget concerns, and
significant changes to appropriate staff and stakeholders in a timely manner.
Maintain a current facility project list tracking priorities, status, responsible parties,
budgets when applicable, and anticipated completion dates.

Project & Contractor Management

Supervise and provide direction to custodial and other assigned facilities personnel.
Delegates work appropriately while maintaining responsibility for oversight, follow-
through, and quality control.
Coordinate custodial personnel and/or contracted janitorial services for routine cleaning,
minor maintenance, special events, Sundays, and other needs.
Recruit, train, equip, and support staff and volunteers who assist with facility operations
as appropriate.
Promote a working environment characterized by respect, teamwork, accountability,
service, and continuous improvement.

Staff Leadership & Custodial Operations

Work collaboratively with staff, lay leaders and volunteers to understand facility needs
and develop practical solutions.
Listen carefully to ministry and operational needs before making decisions that
significantly affect other staff, ministries, events, workspaces, or schedules.
Communicate proactively with affected staff and stakeholders regarding facility projects,
decisions, timelines, disruptions, costs, delays, and changes.
Collaborate in the successful execution of Cathedral events and ministries.
Coordinate space setup and takedown needs for worship, meetings, weddings, memorial
services, and other scheduled uses of Cathedral facilities.

Ministry Support, Communication & Collaboration



Responsibilities continued...

Promote a safe and secure environment for staff, congregation members, children and
youth, volunteers, visitors, and community partners.
Implement and regularly review facility safety, security, and emergency-response
procedures.
Provide appropriate guidance and training to staff and ministry teams regarding facility
safety and security plans, procedures, and incidents.
Work with appropriate government agencies, inspectors, insurance representatives, and
other professionals to help ensure that facilities meet applicable safety and code
requirements.
Maintain appropriate knowledge of OSHA requirements and other safety regulations
applicable to church facility operations.
Serve as a primary facility contact for emergencies.
Coordinate with police, fire, emergency medical personnel, and other first responders
regarding facility-related matters when necessary.

Safety, Security & Emergency Preparedness

Manage facility-related expenditures in accordance with approved budgets and
Cathedral financial policies.
Monitor operating costs and seek responsible opportunities to improve efficiency and
make effective use of labor, energy, materials, equipment, and financial resources.
Assist in developing annual operating and capital facility budgets.
Help church leadership identify, evaluate, and prioritize long-term maintenance and
capital improvement needs.
Develop and maintain a long-range facility maintenance and replacement plan for major
building systems and assets.

Budgeting, Planning & Stewardship

Qualifications
Minimum of 4 years of facilities management (6 years experience preferred), building
operations, construction management, property management, or related experience;
comparable education and experience may be considered.
A Commercial Driver’s License (CDL) - the Cathedral will help you obtain that credential if
you do not already have it.
Demonstrated experience managing projects in facilities of comparable size or
complexity.
Experience supervising or coordinating staff, contractors, vendors, and/or volunteers.
Demonstrated ability to delegate responsibilities while maintaining appropriate oversight,
accountability, and quality control.
Working knowledge of building maintenance practices and major building systems.
Ability to evaluate facility problems and determine when work can appropriately be
performed internally and when licensed or specialized contractors are required.
Knowledge of facility safety practices, security procedures, and applicable regulations.



Qualifications continued...
Strong organizational, analytical, troubleshooting, and problem-solving skills.
Demonstrated project-management skills, including planning, prioritization, scheduling,
budgeting, follow-through, and stakeholder communication.
Ability to manage multiple projects and competing priorities while maintaining
appropriate attention to detail and deadlines.
Experience with budgets, purchasing, vendor relationships, contracts, record keeping,
and cost management.
Proficiency with common office technology and the ability to effectively use facility,
work-order, scheduling, and project-management systems.
Strong written and verbal communication skills.
Ability to work effectively and respectfully with people possessing different roles,
responsibilities, perspectives, and areas of expertise.
Ability to receive feedback, resolve disagreements constructively, and maintain effective
working relationships.
Demonstrated initiative, dependability, sound judgment, and professional discretion.
Ability to maintain appropriate confidentiality.
Ability to recruit, train, organize, and support staff and volunteers as appropriate.
Understanding of and respect for the mission, vision, and values of the Cathedral.
Demonstrated integrity, respect, compassion, and a service-oriented approach consistent
with the mission and values of the church.

Educational Requirements (Certifications)
Maintenance, building systems, construction, safety, project-management, or related
technical certifications are desirable.
Experience or training in one or more relevant technical areas—such as HVAC, electrical
systems, plumbing, security controls, construction, landscaping, or building maintenance
—is preferred.
An equivalent combination of education, training, technical knowledge, and facilities-
management experience sufficient to successfully perform the responsibilities of the
position will be considered

Physical Requirements
The physical requirements described below are representative of those necessary to perform
the essential functions of this position. Reasonable accommodations may be made to enable
qualified individuals with disabilities to perform essential job functions. The job may require:

Regular walking and standing for extended periods.
Climbing, bending, balancing, kneeling, crouching, reaching, and handling materials.
Use of hands/arms to handle, install, maneuver, and manipulate equipment and materials.
Frequent lifting and carrying of items weighing up to approximately 50 pounds and
occasional handling of heavier equipment, with appropriate assistance or equipment
when necessary.
Ability to safely use ladders, tools, and appropriate facility-maintenance equipment.
Visual ability sufficient to safely inspect facilities, operate equipment, and perform
assigned tasks.



Work Environment
The Facilities Manager works in a variety of indoor and outdoor environments across the
Cathedral’s campuses.

While performing facility-related duties, the employee may encounter moving mechanical
equipment, electrical systems, fumes or airborne particles, wet or humid conditions, cleaning
or maintenance chemicals, elevated work areas, varying weather conditions, and moderate or
occasionally elevated noise levels.

Appropriate safety practices, personal protective equipment, training, and professional
contractors are to be used whenever required.

Work Schedule
This is a full-time exempt position with a regular Sunday–Thursday schedule.

Because Cathedral facilities support worship, ministry, community activities, holidays, and
special events, the Facilities Manager will occasionally be required to work evenings,
weekends, or holidays and to respond to urgent facility situations outside regular working
hours.

The Facilities Manager is expected to participate in appropriate preparation for major worship
services and church events, including Easter, Christmas, and other significant occasions.
Specific scheduling and after-hours responsibilities will be coordinated with the Executive
Director.

On-Call and Emergency Response

Serve as the primary facilities contact for urgent building, safety, security, and operational
issues outside of normal working hours.
Respond promptly to building alarms, security notifications, equipment failures, utility
interruptions, weather-related incidents, and other facility emergencies, either by
responding in person or coordinating an appropriate response.
Maintain reasonable availability by phone for urgent after-hours situations and determine
when an issue requires immediate action versus attention during normal working hours.
Coordinate with police, fire, alarm/security companies, utility providers, contractors,
church leadership, and other emergency responders as appropriate.
Maintain and periodically review emergency contact lists, response procedures, alarm
protocols, and appropriate backup coverage.
Participate in an on-call rotation or arrange approved backup coverage when unavailable,
as established by the church.



Salary & Benefits
Salary Range: $65,000 - $75,000
Salary commensurate with qualifications and experience.

Benefits: Employer subsidized health and dental insurance; 403B retirement match; employer
funded life and long-term-disability insurance policies; paid holidays; and paid sick time and
vacation time.

If interested, send your resumé and cover letter to resumes@boisefumc.org.

All means all.


