
Memorial Drive Ministries (MDM), a church-based nonprofit located in the Clarkston area, is seeking a 
Facilities Manager. The position will require an average of 20 hours per week and will report to the Executive 
Director. Compensation will be based on experience.  

Our Mission and Goals: MDM fosters diverse worshipping communities, transformative relationships, and 
innovative community services on the Memorial Drive campus. MDM ensures clean, safe, functional, and 
coordinated space for all our onsite ministry partners.  

Part-Time Facilities Manager Job Description 

Qualifications:  
- Previous experience in facilities management of a church or multi-use facility is required
- Experience in responding to and completing work order requests in a timely fashion is required
- Working knowledge of commercial and residential systems such as HVAC, electrical, mechanical,

plumbing, appliances, and hardware is required
- Bachelor’s degree from an accredited college or university and previous experience in church or

nonprofit management is preferred but not required
- Previous experience with capital improvements preferred but not required

Required Skills and Traits: 
- Practice closed loop communication
- Punctual, Diligent, and Trustworthy
- Maintain a level of professionalism in all interactions
- Demonstrate a coalition building attitude at all times
- Basic computer skills like Email and Microsoft Office

Key Areas of Responsibility:  

Facilities Maintenance and Repairs 
- Receive, prioritize, and complete work order requests from onsite partners
- Plan and execute campus improvements and routine maintenance
- Supervise all custodial staff and maintain janitorial and general repair supplies
- Coordinate with and oversee any contractors and service technicians that come onto campus
- Maintain the grounds and oversee all pest control activities
- Oversee all mechanical, electrical, and technical systems
- Oversee all security systems and safety protocols on campus

Oversight and Coordination 
- Act as point person for volunteers on work days and volunteer projects
- Meet with and conduct walk-throughs with prospective renters or one-time event users
- Be on site to open and close during one-time facility usage events

Finances 
- Work with the Director of Ministries in the preparation and day-to-day management of the annual

operating budget for facilities

Qualified applicants should submit a resume to memorial.drive.ministries.inc@gmail.com 
Background check and work references will be required  


