[image: image1.png]



[image: image2.png]


[image: image2.png]


Human Resources

[image: image1.png]
Human Resources

	Job Title:  
	Facilities Services Coordinator

	 

	Location:  
	System responsibilities – Charleston Main

	 

	Reports To: 
	Facilities and Security Services Manager

	 

	Last Revision Date: 
	2/2026


PURPOSE 

This position is responsible for the provision of services related to the support of daily operations, repair, and maintenance of Library buildings and grounds; works to ensure the safety of staff and patrons. Partner with internal customers and vendors to accomplish improvements and renovations of physical facilities.  
NATURE & SCOPE  

This position’s primary responsibilities will be diversified and complex. Work will be broad in scope and require analysis and planning for assigned projects usually under changing conditions. This position will act as a resource or representative for the department internally and externally and works with little direction or supervision.  

ORGANIZATION PLACEMENT DIAGRAM 
Qualification Guidelines

	Education
	Experience

	                                                    Essential

	High School Diploma or equivalent
A valid Journeyman or Master Electricians License recognized by the State of West Virginia
	Demonstrated experience (2 years) in a related role. 
Minimum of one (1) year experience in a supervisory role

Proven skills for general computer use, to include Microsoft Office software, the Internet, and general office equipment. 

	                                                    Preferred

	Professional designation/certification for property management. 

	Experience managing projects at multiple buildings/sites

	                                                    Ability to:

	Effectively perform the major duties and responsibilities of the position. 

Proof of valid driver’s license with an acceptable driving record.

Pass a criminal background check.

Interact and communicate effectively both orally and in writing (electronic and paper); reading at a level appropriate for the position; and maintain an operating knowledge of related equipment. 
Demonstrate good judgment in making decisions in accordance with regulations and established policies. 

Establish, maintain, and foster positive, harmonious, and effective working relationships. 

Maintain a regular and reliable level of attendance. 

 Apply and explain Library policies and procedures related to work assignment. 

 Work cooperatively with other staff, vendors, and agencies. 
 Perform diversified handyman-type services in a satisfactory manner



Primary Accountabilities

	Coordinate the activities and assignments for various facilities related services, to include maintenance, janitorial, courier and vehicle maintenance.  
Work with the Facilities and Security Services Manager to train and provide leadership and direction to facilities staff ensuring teamwork and a commitment to excellence in providing consistent and high-quality services.  

Assist the Facilities and Security Services Manager in the selection and evaluation of facilities staff.
Coordinate and direct the purchasing of normal maintenance, janitorial and courier related supplies and equipment; work with Facilities and Security Services Manager to implement purchasing approvals. 
Assist the Facilities and Security Services Manager in preparation of specifications and formal bids for mechanical, maintenance or other related supplies, equipment, furniture and work.  
Help maintain current and accurate inventory of all furniture and equipment.  
Assess long-term building maintenance and renovation and assist the Facilities and Security Services Manager to develop long range improvement plans. 
Keep up to date on on-going projects and personnel assignments and can answer questions and director work concerning projects and personnel in the Facilities and Security Services Manager’s absence. 
Keep abreast of legal requirements and regulatory practices related to maintenance/safety for public buildings.  
Carry out any other duties within the scope, spirit and purpose of the job.  

	Essential Abilities

Sufficient clarity of speech and hearing, with or without reasonable accommodation, which permits the employee to communicate well with the supervisor, vendors, and employees. 

Sufficient vision, with or without reasonable accommodation, which permits the employee to produce and review a wide variety of materials in both electronic and hard copy form. 

Ability to regularly ascend or descend ladders, stairs, scaffolds, or ramps using feet and legs or hands and arms.   

Ability to maintain body equilibrium to prevent falling when walking, standing, or crouching.

Ability to regularly lift, move, or carry objects up to 75 pounds. 
Ability to effectively communicate in writing and orally on job progress and other overall assignments and responsibilities. 

All positions at the KCPL require a criminal background check.  

Reasonable accommodations may be made to enable qualified individuals with disabilities to perform primary accountabilities of this job. This job description is not intended as, nor should it be construed as exhaustive of all responsibilities, skills, efforts, or working conditions associated with this job.


	This job description is not intended to limit or in any way modify the right of management to assign, direct, and control the work of employees. The listing of duties and responsibilities shall not be held to exclude other duties not mentioned that are of similar kind or level of difficulty.  

This job description will be reviewed periodically as duties and responsibilities change if necessary.  Position Descriptions are subject to modification
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