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Department of Public Works 
Facilities Manager 

 
 
DEFINITION 
 
Position is responsible for the management, operation, maintenance, and cleaning of all Town 
buildings. Employee is required to perform all similar or related maintenance and repair duties. 
 
ESSENTIAL FUNCTIONS 
The essential functions or duties listed below are intended only as illustrations of the various 
type of work that may be performed. The omission of specific statements of duties does not 
exclude them from the position if the work is similar, related, or a logical assignment to the 
position. 
 

• Ensures all municipal building are properly maintained by independently performing a 
wide range of maintenance and repair functions, including minor carpentry, electrical, 
HVAC, and plumbing repairs, and by providing supervision of staff and coordinating with 
contractors on more complex projects as needed 

• Performs regular inspections of Town buildings 
• Proposes and manages building-related capital projects 
• Develops painting and maintenance schedule to ensure the protection, preservation, 

and aesthetic nature of the buildings and grounds, and oversees its implementation 
• Oversees building heating and air conditioning systems to provide comfortable 

environments for employees and visitors, including ensuringthat filters are replaced and 
air handling equipment is maintained in good working order 

• Manages the maintenance of building septic systems 
• Coordinates removal of snow adjacent to Town buildings, including sidewalks and 

entrances 
• Performs or coordinates with contractors to perform emergency repairs as necessary 
• Ensures that elevator and fire suppression systems are regularly inspected and 

maintained in good working order 
• Oversees building security systems and responsible for responding to security related 

alarms 
• Advises and assists in preparing the annual operating and capital budgets pertaining to 

maintenance of Town buildings 
 
SUPERVISION RECEIVED 
 
Under general direction of the DPW Director, employee plans and prioritizes the majority of 
work independently, in accordance with standard practices and previous training. Employee is 
expected to solve most problems of detail or unusual situations by adapting methods or 
interpreting instructions accordingly.  Instructions for new assignments or special projects 
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usually consist of statements of desired objectives, deadlines and priorities.  Technical and 
policy problems or changes in procedures are discussed with supervisor.   
 
SUPERVISION EXERCISED 
 
The employee, as a regular and continuing part of the job, leads other workers in accomplishing 
assigned work and also performs non-supervisory work that is usually of the same kind and 
levels as is done by the group led.  The incumbent provides on-the-job training to new 
employees; reports to the supervisor on disciplinary problems, performance and training needs 
of employees; resolves simple, informal complaints of employees and refers others to the 
supervisor; may approve leave for a few hours or for emergencies. 
 
ACCOUNTABILITY 
 
The nature of work or the operation of large, complex or potentially dangerous equipment 
increases the probability that errors could be serious.  Consequences of errors, missed 
deadlines or poor judgment may include significant monetary losses, waste of material, damage 
to buildings, equipment or personal injuries. 
 
JUDGMENT 
 
The work requires examining, analyzing and evaluating facts and circumstances surrounding 
individual problems, situations or transactions, and determining actions to be taken within the 
limits of standard or accepted practices.  Guidelines include a large body of policies, practices 
and precedents, which may be complex or conflicting, at times.  Judgment is used in analyzing 
specific situations to determine appropriate actions.  Employee is expected to weigh efficiency 
and relative priorities in conjunction with procedural concerns in decision-making.  Requires 
understanding, interpreting and applying federal, state and local regulations. 
 
COMPLEXITY 
 
The work consists of the practical application of a variety of concepts, practices and specialized 
techniques relating to a professional or technical field.  Assignments typically involve evaluation 
and interpretation of factors, conditions or unusual circumstances; inspecting, testing or 
evaluating compliance with established standards or criteria; gathering, analyzing and 
evaluating facts or data using specialized fact finding techniques; or determining the methods 
to accomplish the work. 
 
NATURE AND PURPOSE OF CONTACTS 
 
Relationships are primarily with co-workers and the public involving frequent explanation, 
discussion or interpretation of practices, procedures, regulations or guidelines in order to 
render service, plan or coordinate work efforts, or resolve operating problems.  Other regular 
contacts are with service recipients and employees of outside organizations.  More than 
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ordinary courtesy, tact and diplomacy may be required to resolve complaints or deal with 
hostile, uncooperative or uninformed persons.   
 
EDUCATION AND EXPERIENCE 
 
Associates degree, with coursework in facilities management or a similar area of study, or an 
apprentice level in the trades and three to up to five up years of experience in a related field, or 
any equivalent combination of education and experience. 
 
KNOWLEDGE, ABILITY, AND SKILLS 
 
Knowledge: Knowledge of building and construction trades. Working knowledge of the 
application of technology in support of building maintenance functions.  Working knowledge of 
state procurement laws. 
 
Abilities: Ability to manage multiple tasks in a detailed and accurate manner.  Ability to deal 
with disgruntled members of the public in a tactful manner.  Ability to read and interpret 
construction plans, diagrams and blue prints.  Ability to establish effective working relationships 
with employees and contractors doing business with the Town. 
 
Skill: Good written and oral communication skills.  Massachusetts Class D Drivers License 
required. 
 
WORK ENVIRONMENT 
 
Working conditions involve occasional exposure to intermittent machine or related noise or a 
combination of unpleasant elements such as odors, chemical fumes, dust, smoke, heat, cold, 
oil, dirt or grease.  Includes work under typical shop conditions or outdoor work which may be 
suspended when weather conditions are poor.  Work may also involve completing several 
unrelated tasks within a relatively short period of time. Incumbent may be required to work 
beyond normal business hours in response to emergency situations or to attend evening 
meetings.  Travel is required to various work sites.  May be required to utilize personal vehicle. 
 
PHYSICAL, MOTOR, AND VISUAL SKILLS 
 
Physical Skills 
 
Work is typically in an office setting with intermittent periods of stooping, walking, and 
standing.  When in the field, may require some agility and physical strength, such as moving in 
or about construction sites or over rough terrain, or standing or walking most of the work 
period. Occasionally, work may require lifting heavy objects and carrying them (up to 50 lbs.). 
There may be need to stretch and reach to retrieve materials. 
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Motor Skills 
 
Duties are largely mental rather than physical, but the job may occasionally require minimal 
motor skills for activities such as moving objects, using office equipment, including but not 
limited to telephones, personal computers, handheld technology, and other office equipment.  
 
Visual Skills 
 
Visual demands require routinely reading documents for general understanding and analytical 
purposes.  


