
HOOD RIVER COUNTY SCHOOL DISTRICT 

JOB DESCRIPTION 

 

Title:   Facilities Services Director 
 
Classification:  Administrative 
 
Reports To:  Chief Financial Officer 
 
Work Year  240 Days/Year 
 
Position Function: The Facilities Services Director provides leadership and management of resources 

to ensure the district’s facilities and grounds are safe, clean, attractive and 

operational. This position is also responsible for minimizing operational costs and 

protecting the district's investment in buildings, grounds, equipment and materials. 
 
Job Purpose Statement/s: 
 
This position is designed for the purposes of planning and supervising maintenance services and custodial 

services, as assigned, to ensure that all facilities, equipment, and mechanical systems are properly 

functioning and operated. The Facilities Services Director is responsible for the oversight and 

coordination of maintenance and repair projects to ensure they are completed in a satisfactory manner, on 

schedule and within budget.   

Job Qualifications & Experience: 

 Experience in facilities management or construction with management experience in one or all of 

the primary functions. 

 Bachelor’s degree in construction or facilities management or related field, or equivalent 

combination of education and experience. 

 

Skills, Knowledge and/or Abilities Required:  

 Ability to communicate effectively with community members, students, staff and administrators 

 Knowledge of methods, materials, and equipment used in management of day-to-day operations of 

a multi-site district. 

 Knowledge of preventative maintenance practices and procedures related to facilities services and 

operating equipment. 

 Knowledge of procurement regulations related to public agencies and District purchasing policies. 

 Knowledge of applicable federal, state and local laws, codes, public contract rules and pertinent 

rules and regulations, including but not limited to those pertaining to hazardous materials, asbestos 

containing materials and integrated pest management 

 Knowledge of workplace hazards, hazard mitigation, standard safety precautions and compliance 

necessary to the work. 

 Skill in supervising, training, assigning, evaluating and managing the performance of staff; 

effectively delegating work; and developing and maintaining a diverse workforce. 

 Knowledge and skill in effective budget development, analyzing, monitoring and controlling 

expenditures 

 Knowledge of concepts in project management, from project development, to bidding process, to 

oversight and project completion. 

 Use Microsoft Excel, Word, Outlook and other facilities management programs. 

 Use office equipment as required by the position. 

 Knowledge of appropriate English language usage in both written and verbal form, including use 

of correct spelling, grammar and punctuation. Bilingual ability in English/Spanish preferred but 

not required. 



 

Licenses, Certifications, Bonding and/or Testing Required:  Criminal Justice Fingerprint Clearance; 

District Drug Screen Clearance; Valid Driver's License; Blood borne Pathogens Training; and ability to 

earn Integrated Pest Management Certificate and Asbestos Supervisor Certificate within first year. 

 

Essential Job Functions: 

 Plans, prioritizes, directs, and supervises the activities of the District’s facilities services 

department including building and grounds maintenance, plant operations, warehousing, delivery 

services, and building custodial services, as assigned. 

 Selects, trains, evaluates, schedules and directs the work of maintenance staff and building 

custodial staff, as assigned. 

 Supervises facilities use coordinator. 

 Assists with the hiring of custodians. 

 Provides district-wide training to custodial and maintenance staff on best practices to ensure safe 

and effective building and grounds maintenance operations, in compliance with federal and state 

codes and regulations. 

 Attends relevant trainings as assigned. 

 Conducts meetings with the maintenance staff. 

 Develops and maintains a long term maintenance plan for all District facilities. Immediately 

reports to chief financial officer and superintendent any major repairs needed and/or damage to 

school property. 

 Plans and coordinates a resource management and energy conservation program. Works to ensure 

efficient use of energy in facility operations and programs. 

 Provides for system-wide accountability by developing and implementing programs to ensure 

compliance with health, safety, code and environmental regulations. 

 Responsible for implementation, training and overseeing of the District's safety program under the 

direction of the District's Safety Officer. 

 Instructs and supervises the safe, proper, and efficient use of maintenance and custodial 

equipment. 

 Plans and coordinates maintenance and repair projects with maintenance staff, building 

administrators, head custodians, and contractors. 

 Manages the district-wide work order system in coordination with the head custodians, 

maintenance staff, building administrators and other users. 

 Coordinates work orders and provide progress status until closed. 

 Assists with development of project descriptions, budgets, and schedules. Prepares or assists with 

bid and request-for-proposal documents. Manage project schedules. 

 Advises on the selection of contractors to perform certain maintenance, repair or construction 

services. 

 Creates and processes purchase orders for services, supplies, equipment, and utilities; and for 

district-wide purchasing of custodial and maintenance supplies for distribution to schools and 

district facilities. 



 Manages warehousing and delivery of district-wide purchases. 

 Provides courier services (semi-weekly). 

 Coordinates routine preventative maintenance tasks by school custodians with school principals. 

 Manages and coordinates mechanical, electrical, plumbing and structural (MEPS) work and 

maintenance with building administrators. 

 Provides assistance in preparing project concepts for proposed mechanical, electrical, plumbing 

and structural (MEPS) projects or work. 

 Provides building and grounds project review to ensure projects are budgeted, performed and 

permitted. 

 Establishes grounds and field maintenance schedules for watering and treatment 

 Manage facilities maintenance, facilities use and district-wide custodial supplies budgets. 

 Perform physical maintenance duties which include, but are not limited to: operation of district 

vehicles, equipment, lifts, snowplows and other district equipment; climb ladders, access roofs and 

perform various repairs. 

 Maintains personnel, financial and related facilities records; prepare written and computerized 

reports as requested. 

 Maintains a high level of ethical behavior and confidentiality of information about students and 

staff. 

 Serves as a member of the District Administrative Council and attends Board meetings as 

required. 

 Maintain satisfactory attendance. 

 Performs other related duties as assigned. 
  



 
Physical Requirements: 
 

1. In an eight-hour day employee may: 

 a.  Stand/Walk  {  }None {  }1-4 hrs {  }4-6 hrs {x}6-8 hrs 

 b.  Sit   {  }None {  }1-3 hrs { x}3-5 hrs {  }5-8 hrs 

 c.  Drive   {  }None {x}1-3 hrs {  }3-5 hrs {  }5-8 hrs 

 

2. Employee may use hands for repetitive: 

 {x}Single Grasping {x}Pushing and Pulling    {x}Fine Manipulation 

 

3. Employee may use feet for repetitive movement as in operating foot controls: 

 {x  }Yes  { }No 

 

4. Employee may need to: 

 a.  Bend   {x}Frequently  {  }Occasionally  {  }Not at all 

 b.  Squat   {  }Frequently  {x}Occasionally  {  }Not at all 

 c.  Climb Stairs  {  }Frequently  {x}Occasionally  {  }Not at all 

 d.  Lift   {  }Frequently  {x }Occasionally  {  }Not at all 

 

5. Lifting: 

{  } Sedentary Work:  Lifting 10 pounds occasionally with frequent sitting and occasional standing/walking. 

{  } Light Work:  Lifting 20 pounds occasionally with occasional sitting and frequent standing/walking. 

{  } Medium Work:  Lifting 50 occasionally, 25 pounds frequently with occasional sitting and frequent 

standing/walking. 

{x} Medium Heavy Work:  Lifting 75 pounds occasionally, 35 pounds frequently with occasional sitting and 

frequent standing/walking. 

{  } Heavy Work:  Lifting 100 pounds occasionally, 50 pounds frequently with occasional sitting and frequent 

standing/walking. 
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