
 

Job Title: Facilities Manager 

Woodland Presbyterian School, a co-ed, 2K-8, independent, Christian school, seeks 
a full-time Facilities Manager. This position could begin as early as December 1, 
2020 but no later than January 1, 2021. The Facilities Manager reports to the Head 
of School and works closely with the school’s administrative team and Woodland 
Presbyterian Church’s Properties Committee to manage all facility operations.  
  
The Facilities Manager is directly responsible to the Head of School for the overall 
program of housekeeping, preventive maintenance, security, maintenance, and 
repair of all school grounds, equipment and to ensure that the School and Church’s 
investment in these properties is protected and to insure the best possible 
appearance, safety, and operational condition of these properties.  
 
The successful candidate must demonstrate a high level of integrity and work ethic 
and ideally would have at least five years of experience in facilities management or 
related field. The candidate should be skilled in the areas of general plumbing, 
electrical, and HVAC repairs. A post high school degree in related field is strongly 
preferred but not required.  

The Facilities Manager shall be responsible for: 

Developing and implementing a program of preventive maintenance for all 
school properties and equipment, including all mechanical systems, roofs, 
plumbing, and electrical systems, grounds, furnishings, equipment, and wall and 
floor surfaces, appliances, etc. reporting regularly to the Head of School on the 
execution of this function 

Performing in a timely manner, routine and intermittent maintenance and repair 
on all items of School and Church property and equipment 

Supervising all contracts, with final approval from the Head of School, for all 
major repair, maintenance, or improvement items that require expertise or 
resources that cannot be provided adequately by the School 

Achieving a level of cleanliness, safety, operational efficiency, and aesthetic 
appearance for all school properties and equipment that meets the highest 
possible standards 

Recommending and managing wisely an annual budget for all expenditures 
including maintenance supplies, equipment, capital improvements, major 
repairs, and utilities usage related to the property  

Maintaining the security of the building, equipment, and other property of the 
Church and School 



Coordinate all campus land care and outdoor maintenance 

Learning and staying informed about laws, regulations, codes, and requirements 
of regulatory, governmental and professional agencies related to legal practices 
for plant and equipment management 

Working effectively and cooperatively with the school’s diverse constituencies to 
maintain a positive image of the School, positive relationships with the 
constituencies and facilitate open and frequent communication concerning the 
operation of the plant 

Meet regularly with the Head of School to discuss plans, problems, expectations, 
and coordination of events 

Remaining on 24-hour call to remedy emergency situations, opening the 
building, and ensuring a secure closure of the facilities each day  

Using own vehicle to perform such functions or errands as are required in 
connection with the performance of the above duties and responsibilities 

Physical Demands:  
 
Maintain the ability to satisfy all physical demands: significant lifting, carrying, 
pushing and/or pulling over 50 pounds; frequent stooping, kneeling, crouching 
and/or crawling; reaching above shoulder level; fine finger dexterity. 
 
To Apply: 
 
Qualified and interested applicants should submit a cover letter, school application, 
resume, and personal statement of how they are uniquely qualified and why they 
are interested in working in a private, Christian school environment to Adam Moore, 
Head of School, via email at amoore@woodlandschool.org or by mail to 5217 Park 
Avenue, Memphis, TN 38119. 


