Maintenance Project Manager

Ministry Area: Facilities / Maintenance Services
Position: Facilities Project Manager
Employee Status: Full Time, Salaried

General Description:

Responsible for the maintenance of properties, facilities, equipment and mechanical systems to
support operational effectiveness. Responsible for planning, coordination and oversight of
maintenance and repair activities performed by CCM staff and contracted vendors for the
defined portfolio. This is a full-time salaried position, reporting to the Director of Facilities and
Maintenance.

Key Job Responsibilities:

Coordinate the training and monitoring of the administrative process as additional
personnel are introduced to the business model.

Ensure routine maintenance and emergency maintenance response for CCM facilities,
vehicles and equipment. Includes needs assessment, contractor engagement,
scheduling, coordinating with staff, confirm completion, process invoice and close out.
Perform project development activities including work scope creation, solicitation of
proposals and quotes, processing service agreements and contractor scheduling.
Perform contractor status check for assigned projects; monitor process and progress.
Ensure quality control, documentation and review. Provide updates to clients and
director.

Troubleshoot problems, address issues or exceptions through "change orders", and
provide appropriate documentation and clarification for review with client, contractor
and director.

Ensure project closure at completion. Including invoicing, contractor payment, and
customer satisfaction confirmation.

Perform repair and turn work as needed in support of overall CCM and team goals.

Requirements represent the educational level and job experience abilities required for the
position.

Related college degree or experience in related positions.

Experience managing basic residential and/or commercial construction maintenance.
Computer skills: Excel, Word, Outlook.

Experience with work order or project management systems a plus.

Ability to work on a wide range of assignments with little or no supervision.

NC Driver’s License, safe driving record.

Ability to maintain some flexibility in work schedule.



