
North West College 
Position Profile 

POSITION:  Facilities Manager   CLASSIFICATION: Management – Out of Scope 

LOCATION:  North Battleford Campus      

TERM:  Full-time, permanent starting ASAP   
SALARY:  Level 3 Step 1  (Starting salary is $65,346 depending on qualifications) 
 

POSITION SUMMARY 
The Facilities Manager is primarily responsible for overseeing facility operations of college properties.  
Reporting to the Director of Finance & Administration, the Facilities Manager oversees all areas of 
facilities management, including buildings, grounds, vehicles, and facility budgets.   
 
The Facilities Manager participates directly in the decision making process that establishes overall 
college facility operation including the development of capital plans.  The Facilities Manager will lead 
related capital projects from preparation of comprehensive proposals to construction through to 
ongoing operation of completed projects.  The Facilities Manager has line authority over all staff 
employed in the area of facilities and custodial maintenance. 
 
MAIN RESPONSIBILITIES 
 
1. Planning, Budgeting and Reporting 

1.1 Develop and monitor the annual operating plan, operating budget and related work flows 
necessary to ensure effective and efficient facility operations. 
 Prepare and monitor annual budgets for the operation and maintenance of all college 

facilities. 
1.2 Develop long term capital plans, major capital projects and improvements. 

 Assess on-going college space requirements and develop long term capital plans to 
address these needs. 

 Responsible for applications for funding to address major capital project needs. 
 Lead major building projects; liaise with stakeholders to establish needs and initial design 

for major capital projects.   
 

2. Facilities Management and Campus Operations 
2.1    Facilities Personnel 

 Oversee the hiring, supervision, evaluation and discipline of all facilities staff. 
 Provide direct supervision of all facilities staff to ensure that standards and expectations 

are clearly defined and maintained in regard to presenting functional, safe and clean 
facilities. 

 Lead processes to complete performance appraisals, develop work plans and related 
training plans. 

2.2 Create and oversee on-going maintenance protocols related to college facilities: 
 Develop long term repair/replacement/enhancement plans and schedules to ensure 

building systems are properly maintained and operationally efficient.  
 Ensure all college facilities meet Occupational Health and Safety standards. 

2.3 Facility Plans: Security/Disaster/Emergency/Lockdown Planning 
 Prepare and ensure effective implementation of campus security plans for all facilities. 
 Responsible for establishing protocols in relation to security breaches and disaster plans, 

including ensuring that staff in each location receives proper training.  
2.4 Capital Improvements: 

 Develop a schedule and budget to ensure facilities are kept up to code and meet related 
government and/or college requirements. 



 

 Coordinate all construction plans and oversee sub-contractors hired for any and all 
projects in college facilities. 

2.5 Leased Facilities:  
 Oversee all college lease arrangements and ensure effective and efficient operation 

thereof. 
 

QUALIFICATIONS, KNOWLEDGE, EDUCATION, EXPERIENCE AND SKILLS: 
 
1. Experience and Training 
 

The qualifications essential to perform the functions of this position are a minimum of five years 
experience in building project management, general contracting, budgeting and costing, or general 
building maintenance of large institutional facilities.  A degree or diploma in management and/or a 
journeyperson ticket would be considered an asset.  A suitable combination of post-secondary 
education and relevant experience will be considered for this position.   

 
2. Knowledge, Skills and Abilities 

 Knowledge of and demonstrated experience with building structures and systems, including 
mechanical, HVAC, and electrical systems. 

 Knowledge of and demonstrated experience with applicable building codes, standards, and 
legislation as it pertains to public facilities and the workplace. 

 Knowledge of and demonstrated experience in related project management, general 
contracting, and general building maintenance of institutional buildings. 

 Knowledge of and experience with cost analysis, tendering, and budgeting. 
 Demonstrated skills in negotiating, collaborative problem solving, budgeting, analysis, 

leadership, and general management skills. 
 Demonstrated superior interpersonal skills, with an emphasis on the ability to negotiate and 

resolve conflict. 
 Demonstrated team building skills; and the ability to work in a collaborative team setting. 
 Demonstrated ability to maintain a respectful workplace. 
     Superior oral and written communication skills. 
 Demonstrated effectiveness in preparing and presenting comprehensive and articulate 

formal reports. 
 Demonstrated proficiency in contract development and negotiation. 
     Superior organizational and time management skills. 
     Ability to conceptualize, analyze and problem solve. 
 Demonstrated experience in the use of computer applications, specifically in the use of 

email, word processing, spreadsheets, databases and web based applications. 
 Demonstrated experience in effective supervision of staff, including performance 

management. 
     Ability to travel extensively throughout the region. 

 

Submit Applications to: 
Human Resources Please Quote: # 01-FMOOS-1718 
North West College 
10702 Diefenbaker Drive Closing Date:  Friday, August 25 at 12:00 Noon 
North Battleford, SK     S9A 4A8 
FAX:  306-445-2254 
E-mail:  careers@nwrc.sk.ca 


