
          
  

 

 

Assistant Director of Facilities 
 

New position: Provides facilities supervision and operational guidance for the College and the 

Hamilton, Fulton, and Montgomery County BOCES.  Assists with staff training, scheduling, 

materials and project management, and performance management in an effort to create a highly 

productive, customer-focused team.   

 

 

Requirements:   

 AA/AAS in business, engineering, construction or related field.  

 Three years of management experience in custodial operations and/or maintenance.  

 Leadership, self-directing, strong problem-solving and prioritization skills. 

 Working knowledge of general construction, custodial operations, mechanical, 

electrical and plumbing systems.   

 Excellent oral and written communication skills. 

 Working knowledge of Federal and New York State Safety Laws and NYS Buildings 

Codes 

 BA/BS, supervisory experience in a labor union environment in an educational setting; 

and strong background in mechanical, electrical and plumbing preferred. 

 

Reports to the Director of Facilities.  M-F, second shift with on-call duties.  Salary: $50,000 

with outstanding benefits (health insurance premium paid by College, NYS retirement).    

 

Apply to Asst.facilities@fmcc.edu. For full consideration apply by 10/20/14, however 

applications will be accepted until the position is filled. 

  



POSITION TITLE:  Assistant Director of Facilities 

CLASSIFICATION:  Administrative 

DEPARTMENT:  Buildings and Grounds 

REPORTS TO:  Director of Facilities  

 

MINIMUM QUALIFICATIONS: 

 AA/AAS in a business field, building sciences, engineering technology, construction 

technology, project management, or closely related field.    

 Three years of management/supervisory experience in custodial operations, facilities 

maintenance, building systems management, project and/or construction management or 

a combination thereof.  

 Working knowledge of general construction, custodial operations, mechanical, electrical 

and plumbing systems. Strong background in MEP preferred.   

 Leadership, self-directing, strong problem-solving and prioritization skills. 

 Ability to effectively organize and direct personnel during emergency situations.  

 Excellent oral and written communication skills. 

 Interpersonal skills to successfully interact with administration, faculty, staff, students, 

and numerous outside contacts including union representatives and consultants. 

 Working knowledge of Federal and New York State safety laws and New York State 

building codes. 

 Ability to review and evaluate project drawings and specifications.  

 Supervisory experience in a labor union environment is preferred. 

 Supervisory experience in a college or educational setting is preferred. 

 BA/BS in related field preferred. 

 NYS Drivers license acceptable to College insurance standards. 

 Ability to traverse multiple level structures. 

 

 

SUMMARY OF MAJOR RESPSONIBILITIES: 

This administrative position supports the Director of Facilities with the management of the 

College’s and HFM BOCES facilities, grounds and equipment.  The Assistant Director of 

Facilities will provide leadership and direction to custodial and mechanical staff and will work 

closely with Campus and HFM BOCES personnel at all levels to achieve high levels of customer 

service, efficiency, quality, safety.  The Assistant Director will be expected to perform in the 

absence of the Director. 

 

 

PRIMARY FUNCTIONS: 

 Coordinates work flow, assignment of tasks, and authorization of overtime for staff and 

works to maximize productivity and performance. 

 Provides on campus and HFM BOCES oversight for athletic and special events. 

 Assists Director and BOCES administration with the selection, training, evaluation, 

scheduling, and supervision of staff. 



 Monitors and inspects daily the College and HFM BOCES physical plant and grounds to 

identify areas in need of corrective maintenance and monitors all physical plant safety 

devices such as fire alarms, sprinklers, walking and driving surfaces. 

 Responds in timely fashion to needs or complaints and develops departments that are 

customer friendly.  

 Makes recommendations to Director regarding potential purchases and changes to 

equipment, technology, staffing, preventive maintenance procedures, or other operations. 

 May assist with development of College operating and capital budgets.  

 Participate in College Labor-Management meetings, grievance administration, and CSEA 

contract negotiations as needed. 

 Provide oversight to Campus sustainability, waste reduction, and recycling efforts. 

 Participate as a member of the College’s Incident Command Team. 

 Provides assistance in First Response in the event of industrial accidents, spills, or other 

infrastructure incidents. 

 Participates in the College’s Institutional Effectiveness and Strategic Planning efforts. 

 Acts as a liaison to other departments and staff, tactfully resolves internal customer and 

external contact complaints, seeking to promote good working relationships.  

 Acts as a liaison to vendors, contractors, and government agencies visiting Campus and 

HFM BOCES. 

 Monitors and inspects performance of contractors and reports pertinent information to 

Director. 

 Maintain accurate inventory of College and HFM BOCES supplies and equipment. 

 Ensures department equipment and vehicles are in good working order. 

 Ensures facilities are in compliance with building codes. 

 Assists with hazardous waste abatement and project management, i.e., asbestos and 

PCBs, utilizing outside consultants as necessary.  

 Assists with maintenance specific training for handling hazardous materials, asbestos, 

working in confined spaces, Lock-Out-Tag Out procedures, proper use of personal 

protective equipment (PPE), and other safety topics. 

 Assists with maintenance of department records including SDS files. 

 Assumes administrative responsibility in absence of Director of Facilities.  

 As directed will engage in professional development to learn new skills, network with 

other professionals, or attend off-campus meetings. 

 Performs on-call duties as assigned.  

 Other duties as directed by the Director of Facilities. 

 


