
 
 

Director of Facilities, Security, and Technology position description 
Employee Status: Full time, open-ended letter of agreement 
Hours: Approximately 40 hours per week; Sunday through Thursday; occasional evening and Holiday 
hours, as needed 
 
The Director of Facilities, Security, & Technology position is a full-time lay staff member who reports to 
the Rector and oversees maintenance, security, and technology of all church properties. The Director 
will work with church staff and committees to prioritize and schedule facilities-related work; oversee all 
facilities maintenance and improvement projects; and ensure the safety and security of all church staff, 
parishioners, visitors, and assets. The Director will also oversee the network providers, computers, 
copier/printers, phones, and the internet connections. The Director will schedule and manage outside 
contractors and work with fire, police, and other public officials regarding church property matters. In 
addition, the Director will provide oversight of Facilities staff and serve as the primary point of contact 
for tenant(s) of the retail space owned and leased by Christ Church. 

Management Responsibilities 
 Work as a liaison with the Properties Committee in developing and implementing a plan of 

overall physical plant use and maintenance 
 Assist the Rector in managing the facilities budget, ensuring all work is done properly and cost-

effectively and preventing budget overruns 
 Assist the Rector in developing and monitoring operational policies regarding church facilities 
 Negotiate vendor contracts and statements of work up to $5000, including supervising the 

bidding of all routine purchases, repairs, and projects 
 Oversee the day-to-day care and cleaning of the church property and event set-up and tear- down 

responsibilities 
 Maintain a list of qualified vendors in each specialty to ensure competitive bidding and prompt 

response 
 Maintain all facilities-related documentation, including user manuals, warranties, blueprints and 

other drawings, permits, etc. 

Property Management Responsibilities 
 Inspect church property on a regular basis and oversee a program of housekeeping, security, and 

general repairs 
 Manage the church’s facilities management software platform 
 Oversee all contracted work 
 Oversee ground maintenance of the churchyard and Wilkes St. cemetery, including mowing, 

snow removal, and tree and shrub maintenance 
 Work as a liaison with the Stewards of the Dirt (SOD) committee to facilitate their maintenance 

of all flower beds in the churchyard 
 Ensure proper working order of all fire, safety, and security equipment. Work with fire, police, 

and other public officials regarding church property matters. Service and maintain all fire 
extinguishers and Automated External Defibrillator (AED) devices, including maintaining 
service records and ensuring all devices have a current tag indicating the last date of service. 

 Maintain an inventory of all church-owned furnishings. Handle minor repairs of furniture, 
buildings, and equipment. 

 Ensure proper pest control through the Christ Church property 
 Purchase tools and equipment necessary for proper cleaning and maintenance by Christ Church 

staff 

 



Systems Responsibilities 
 Oversee maintenance and management of the HVAC system 
 Oversee maintenance and management of security systems, including electronic door locks, 

physical key systems, security cameras, etc. 
 Assign and manage electronic door access credentials. 
 Assign and manage physical keys 
 Maintain an inventory of all church-owned equipment, including routine maintenance tasks 

and end-of-life planning 

Property owner Responsibilities 
 Serve as the primary point of contact for tenant(s) in the retail property owned and leased by 

Christ Church 
 Ensure proper fulfillment of all landlord responsibilities, as required by lease 
 Schedule and oversee all routine and emergency maintenance for the retail property 
 Communicate and coordinate all work to be done in the retail space with the tenant(s)’ 

corporate office(s), as necessary 

Other responsibilities 
 Serve as the primary point of contact for fire protection and security calls 
 Attend monthly and weekly staff meetings 
 Meet regularly with the Rector to ensure proper communication of facilities-related information 

and proper management of the facilities budget 
 Assist in event set-up and tear-down or in providing event support, as needed 
 Assist in the professional development of all facilities staff 
 Other duties as assigned by the Rector  

The Facilities Director must work cheerfully and effectively with others inside and outside the church, 
including clergy, staff, lay leaders, parishioners, and visitors. The Facilities Director must be capable of 
heavy lifting (at least 50 lbs.) to include moving furniture, boxes, tables, snow removal, and using 
equipment such as power washers and leaf blowers. The Director will have a high school diploma or 
general education degree (GED); an Associates or Bachelor degree is highly desirable. 
Experience in commercial real estate or property management is required. The successful candidate will 
be organized and able to multitask and read, write, and comprehend instructions and correspondence; 
be proficient in using Microsoft Office; be able to communicate effectively in one- on-one and small 
group situations; solve practical problems and deal with a variety of concrete variables in situations 
where only limited standardization exists. 
 
 
 
 
To request an application please email jobs@historicchristchurch.org  
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