
JOB DESCRIPTION 

 

Title: Supervisor of Facilities and Operations 

 

 

Function of the Job: 

The Facility and Operations Supervisor is responsible to maintain all Borough owned buildings.   

 

Characteristic duties and Responsibilities: 

 

Examples of duties listed in the job description are intended only as illustrations of 

the various types of work performed. The omissions of specific statements of 

duties does not exclude them from the job if the work is similarly related or a 

logical assignment to the job. 
 

 Inspect Borough Buildings- weekly, monthly, and yearly checking maintenance & upgrades 

needed. 

 Meet all types of building inspectors- Elevator, Boilers, Generators, Sprinklers, Etc.  

 Update or negotiate Borough contracts (Elevators, Sprinklers, HVAC, Electricians, etc.). 

 Schedule all maintenance/repair issues- HVAC, Floorings, Roof, State inspection, etc. 

 Installing fixtures of all kinds- toilets, urinals, sinks, mirrors, medicine cabinets, etc. 

 Set up meetings with contractors (all types of work, BIDs, RFP, etc.) 

 Prepare 5 year Capital Budget for Building and Grounds. 

 Prepare Bids RFP/RFQ  

 Preparing PO’s 

 Open and Close Borough buildings for contractors before or after work hours. 

 Call-outs for all Borough Alarm systems- first responder call list (Contact Alarm Company to 

reset/test mode) 

 Respond to calls- Borough employees and others 

 Order Janitorial supplies- Borough hall and Rec Center as needed. 

 Attend Meetings 

 General handyman work- interior/exterior 

 Carpentry work- sheetrock repairs, trim replacement, etc. 

 Ability to operate and work with various hand tools. 

 Responsible for wearing PPE when required. 

 Minor and Moderate repairs throughout Borough owned properties. 

 Ability to represent the Borough in a professional manner to deliver the most positive public 

image how residents, vendors, coworkers, etc. perceive you is a reflection on the Borough.  

  

Supervision Received: 

 

Limited Supervision- must be able to work independently.  

 

Supervision given: 

 

Will oversee Facility Operations Laborer and Borough Cleaning Staff. 

 

 

 



Minimum Acceptable Qualifications: 

 

1. Possess a High School Diploma or GED. 

2. Display willingness to learn.  

3. Extensive construction experience is necessary.  

4. Supervising experience is preferred. 

5. Ability to complete projects in a timely fashion. 

 

 

 
SEND APPLICATIONS AND RESUMES TO: 

 

 

Office of the Borough Administrator 

Attn: Sharon Nichols 

1 South Main Street 

Glassboro, NJ 08028-2592 

Closing date is December 18, 2017 at 4:30PM 

 

  Posted 12/4/17 

 


