
  
Facilities Coordinator 

JOB DESCRIPTION 
 
Job Title: Facilities Coordinator 
Supervisor:  Administrative Minister 
Level:  Level 3 – Coordinators & Associates (Full-Time Position) 
 
SUMMARY 
The Facilities Coordinator will to lead the Operations Team as they fulfill the mission of Second 
Baptist Church in its vision to become Kingdom First, Second Strong in the stewardship and 
maintenance of our facility. 
 
EXPECTATIONS: 

1. We expect you to maintain Scriptural Integrity by having a close biblical relationship with 
God.  

2. We expect you to maintain Transformational Ministry in your home with your spouse and 
family.  

3. We expect you to maintain appropriate Relational Authenticity with members of Second 
Baptist Church.  

4. We expect you to maintain an Open Hearted Hospitality towards those outside the church.  
5. We expect you to lead and steward our events with Next Steps intentionality to the Glory of 

God.  
6. We expect you to lead in Generosity as a Biblical tither to Second Baptist Church.  

QUALIFICATIONS AND CHARACTER TRAITS: 
1. The Facilities Coordinator should love Jesus with all their heart, should maintain healthy 

relationships within the Operations Team and have a love for reaching those outside our 
faith.  

2. High School diploma or equivalent, with a technical certification or a minimum of 3 + years 
relevant work experience in facilities required.  

3. Must have demonstrated experience in building operations, construction, maintenance, or 
facilities management. Broad knowledge of HVAC, plumbing, electrical and carpentry 
systems required.  

4. Must have or be able to obtain a valid Missouri Class E driver's license or greater in 
equivalence. 

  



SUMMARY: 
 
The Facilities Coordinator will assist the Administrative Minister in overall coordination and 
managing of facilities operations, including in-house preventative maintenance, general 
contracting, and outside vendor relationships. 
 
RESPONSIBLITIES: 

1. Oversees the functionality and safety of the facility, including, but not limited to, 
physical buildings, mechanical equipment, electrical systems, heating and cooling 
systems, life safety systems and grounds according to federal, state and local 
regulations. 

2. Manage and lead our operations team: housekeeping associate, operations 
associate/intern, security/facility associate, and contracted vendors. 

3. Assist the Administrative Pastor in planning maintenance processes, maintenance schedules and 
working with vendors.  

4. Lead, coordinate and schedule the Facilities Team members.  The Operations Director 
will schedule the work of the Facilities Team, coordinate overtime, vacation, sick leave 
and days off.  

5. Conduct facility inspections and direct general construction and the installation, 
maintenance and repair of all electrical, mechanical and architectural systems 
throughout the facility to ensure operational efficiency and safety. 

6. Assign, verify and document completion of all routine maintenance and repairs in the 
property maintenance management system. 

7. Communicate with city/county/state officials to ensure the proper maintenance of 
permits and licenses, to coordinate required inspections and to ensure full compliance 
with codes, regulations and safety standards. 

8. Assists in the execution of capital projects and property rehabilitations. 
9. Monitoring and developing volunteer team member performance working alongside the 

Administrative Minister. 
10. Leads special projects, as needed under the direction of the Administrative Minister. 
11. Works closely with the Executive Team and Operations Team to effectively 

communicate building issues. 

ADDITIONAL CONSIDERATIONS: 
Must be able to perform all duties in a facilities environment that includes exposure to loud 
noises, temperature extremes, inclement weather conditions, airborne particles, vibration, 
hazardous materials, stairs, ladders, confined spaces, etc.; requires stooping, bending, climbing, 
reaching, lifting, and carrying; working from ladders, scaffolds, high-lifts, and in confined 
spaces; and lifting and carrying objects weighing up to 65 pounds. Required to wear personal 
protective equipment and clothing when appropriate 


