
Facilities Manager Job Description 

 The facilities manager is a vital role in the ministry of Jacob’s Well Church as we seek to welcome and serve the 
people God brings onto our property.  We are looking for a friendly, hardworking person.  This position is 20-25 hour a 
week.  The starting pay is $15-$17.50/hour depending on experience.     

I. Cleaning  
a. Regular weekly cleaning 
b. Scheduled monthly, quarterly and annual cleaning 
c. Special needs cleaning 

 
II. Maintenance 

a. Fixing broken Items in the church 
b. Installing new items in the church 

i. Either completing the task yourself, or (if needed) recruiting, overseeing and assisting volunteers in 
doing it. 

ii. If professionals are needed (i.e. EFIS Repair), this person will handle hiring and oversight. 
c. Taking care of plants inside the church 
d. Scheduling regular maintenance (i.e. furnace, air conditioner and septic system)  

 
III. Grounds 

a. Overseeing snow removal of sidewalks and emergency exits. 
b. Overseeing Snow Plowing of the Parking Lots 
c. Overseeing lawn care, playgrounds and other landscaping needs 
d. Installing signage inside and outside of the church 

 
IV. Purchasing 

a. When needed, purchasing supplies for the following needs (but not limited to these needs). 
i. Building needs (i.e. trash cans, clocks, cleaning supplies etc.) 

ii. Special events (i.e. food for membership class, potlucks, funerals etc.)  
iii. Kitchen Supplies (Keeping track of the levels and ordering what is needed. This includes interacting 

with the kitchen/potluck coordinators) 
 

V. Event Setup & Takedown 
a. For miscellaneous classes and events (i.e. membership class, AWANA, Evangelism Class, Christmas Eve 

Service, good Friday service, weddings, baby showers, Easter, drive in theater, etc.) 
b. Assist in organizing, setting up, taking down and cleaning up from potlucks 

 
VI. Miscellaneous 

a. There may arise various needs within the church. 
b. Attend weekly staff meetings on Mondays at 1pm 
c. Train others to fulfill duties when gone on vacation or sick 
d. Keep time sheet and turn in every other week 

 

 


