
Chittenden East Supervisory Union Facilities Coordinator 

 

Qualifications:  

1. Bachelors Degree  

2. Five years experience in construction or facilities management 

3. Demonstrated aptitude and competence for assigned responsibilities 

4. Alternatives to the above qualifications as the Superintendent or Board find appropriate 

and acceptable 

  

Reports To:  

Business Manager  

 

Supervises: 

Employees designated by the Superintendent or Board 

 

Essential Duties and Responsibilities:   (Other duties may be assigned) 

1. Performs short and long-range planning in conjunction with principals and Business 

Manager. 

2. Reviews the conditions of school buildings and update capital plans based on need or 

appropriate schedule of replacement/renovation. 

3. Oversees the development and monitoring of preventative maintenance plans. 

4. Examines school buildings on a regular basis to identify needed repairs and maintenance. 

5. Supports the coordination of maintenance work. 

6. Develops procedure for dealing with emergency roof repairs.  

7. Prepares reports on costs of work done, materials used and labor expended. 

8. Orders materials as needed and make recommendations of supplies and equipment for 

purchase. 

9. Recruits, interview, check background and recommend for employment grounds 

personnel, maintenance and custodial staff. 

10. Advises on the hiring of contractors to perform certain maintenance or repair services. 

11. Provides staff training as necessary.  

12. Assumes leadership role in facilities activities. 

13. Prepares plan specifications, cost estimates for substantial projects and requests for 

proposals. 

14. Reviews utility utilization and recommends efficiencies, coordinates rebate awards for 

efficiencies. 

15. Ability to read and interpret blueprints, schematics and plans. 

16. Maintains all legal reporting requirements. 

17. Ability to lift and carry up to 50 lbs.  

18. Reviews bids received on projects for completeness and compliance with RFP. 

19. Reviews invoices on capital projects, maintain project files. 

20. Assists in preparation of grant expenditure reports. 

21. Provides project management for smaller school capital projects and provides project 

management in coordination with clerk of the works or construction manager for 

substantial school construction projects. 

22. Acts as Energy Manager for the District by maintaining a database of energy and water 

consumption for all buildings on a monthly basis, establishes energy savings goals and 

reports on progress toward those goals.  Familiarity with the EPS Portfolio Manager 

software a plus. 

 


