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Manager, Facilities 
 

Job Code : BSPT30031 

Job Family : Business Support  

FLSA : Exempt 
 

 

Location:  359 Blackwell Street, Durham, NC  

80,000 square foot building, with approximately 500 staff (hybrid), on American Tobacco Campus 
https://americantobacco.co/about-our-campus/.   

 

FHI360 name is on building and overlooks Durham Bulls Baseball Field.  Moved into building in 2012 as part 
of the revitalization of the campus. 
 

 
 

 

Organization 
FHI 360 is a nonprofit human development organization dedicated to improving lives in lasting ways by 
advancing integrated, locally driven solutions. https://www.fhi360.org/ 

 

Job Summary 
 
This strong team leader is responsible for creating a safe, clean, comfortable, and welcoming workplace.  Supervises 
facility staff and services at multiple locations with hospitality service levels for a hybrid workforce to experience an 
efficient workspace when they are periodically in the office.  Plans, budgets, and schedules facility operations 

https://americantobacco.co/about-our-campus/
https://www.fhi360.org/
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including estimating related costs. Implements and maintains monthly reporting for all financial tracking and related 
activities within the facilities department. Oversees the coordination of building space allocation and layout, 
communication, and delivery of facility services in accordance with policies and procedures. Selects, develops, and 
evaluates personnel to ensure the efficient operation        of the function. Creating partnerships with other departments 
is key.   
 
This position establishes and maintains strong partnerships with IT to create seamless operations by coordinating 
vendors, installations, and cost-effective solutions and HR to assist with logistics for smooth onboarding and 
offboarding process for a welcoming workspace environment.   

 

Accountabilities: 
 

● Manages and directs all facilities activities to achieve organizational goals. 

● In coordination with the Purchasing department oversees procurement, maintenance, asset 

tracking and vendor identification for office equipment, services, and supplies. 

● Consults with management on space allocations and office moves. 

● Plans, manages, and coordinates daily employee relocations. 

● Monitors and enforces adherence to company space policies. 

● Trains staff on office administrative procedures and policies to ensure compliance with safety 

regulations and company SOPs. 

● Prepares quotes, purchase requisitions, and bid requests for approval. 

● Oversees bidding and managing external vendor relationships. 

● Develops and provides requirements for bidding with office furniture and equipment. 

● Serves as a liaison with Project Directors, Business Managers, and company staff regarding space 

planning and building maintenance concerns. 

● Supports performance management and professional development of direct reports, 

including ongoing feedback, coaching, and career support. 

● Supervises facility services, mailroom operations and reception services staff. 
● Liaison with property management at each facility to maintain good relations and high level of 

services. 
● Provide monthly/quarterly/annual reporting, track variances and ensure smooth recovery process 

within established targets. 
Achieve cost savings through maximizing utilization of suppliers and preferred vendors/contractors 
and by identifying additional efficiency opportunities, consistent with goals. 

● Manage ticket system for service requests and produce metrics. 

● Performs other related duties as assigned by management. 

 

Applied Knowledge & Skills: 

● Comprehensive knowledge of administrative procedures and office practices. 

● Excellent oral and written communication skills.  Build strong relationships with management, 
employees, vendors, and affiliates. 

● Strong critical thinking and problem-solving skills. 

● Demonstrated project and technical leadership skills. 
● Customer service oriented with emphasis on hospitality services. 

● Ability to influence, motivate and negotiate to ensure safety standards are being met. 
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Problem Solving & Impact: 
 

● Works on problems of diverse scope that requires analysis and evaluation of identifiable factors. 

● Exercises judgment within defined policies and procedures in selecting methods and 

techniques for obtaining solutions. 

● Decisions made generally affect specific functional areas with cost and failure to achieve short 

term goals of the company. 

 

Supervision Given/Received: 
 

● Manages staff to meet departmental and organizational goals. 

● Accounts for the budget, methods, and training of staff to achieve results. 

● Develops and recommends solutions to meet internal and external needs. 

● Reports to Director of US Properties. 

 

Education: 
 

● Bachelor's Degree or international equivalent in Business Administration or Related Field. 

 

Experience: 
 

• Typically requires 8-10 years of facilities management experience or hospitality and logistics industry 

• Experience with working with managing contractors. 

• Excellent oral and written communication, troubleshooting, responsiveness, and customer service 

skills. Must be able to read, write and speak fluent English. 

• Driver’s license required to drive to locations. 

• Technology proficiency with SharePoint, Microsoft Teams, Word, Excel, Power Point.  A plus, for 
Power BI, AutoCAD, Microsoft Project. 

• Experience preferred with Project Management and Construction oversight.  Ticketing system and 
SLA metrics – currently using Cherwell ticket system. 

 

Typical Physical Demands: 
 

● Typical office environment. Ability to sit and stand for extended periods of time; Lift      5-50 lbs. 

 

Travel Requirements: 
 

● 10% to 20% 
 

Updated:  December 2021 
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Or an equivalent combination of relevant education and/or experience sufficient to successfully 

perform the key responsibilities of the job. This job description summarizes the main duties of the 

job. It neither prescribes nor restricts the exact tasks that may be assigned to carry out these 

duties. This document should not be construed in any way to represent a contract of 

employment. Management reserves the right to review and revise this document at any time. 

 
Disclaimer: Note the Compensation Band that appears on the job description is associated with 

those jobs assigned to the US Salary Structure and employees that are paid from US payroll. 

The Compensation Band for all national local employees aligns to the Compensation Structure 

based on the Country location of the job. 


