
Monday- Friday; 37.5 hours/week

Facilities Manager

We're Hiring!
Come Join the Team!

Are you interested in administrative, technical and
supervisory work in managing the maintenance,

repair, and renovation of Town buildings and
facilities?

Can you perform various responsible duties which
require the exercise of considerable judgment and
initiative in planning and implementing programs,
determining the scope and scheduling of projects,

managing facilities, and dealing with various
departments, contractors and the general public?

Apply to be the Town of Bourne’s Facility Manager!

Check out the Town's Website for more information & Job Application
https://www.townofbourne.com/town-info/pages/employment-opportunities

Paid Holidays & Paid Time Off
Full Time, Benefited, Union Position

 Starting at
$43.18 

per hour



TOWN OF BOURNE 

Facilities Manager 

The Town of Bourne has an opening for full-time Facilities Manager.  We are seeking reliable and 

responsible candidate who will be responsible for performing a variety of duties which require the 

exercise of considerable judgment and initiative in planning ana implementing programs, determining 

the scope and scheduling of projects, managing facilties, and dealing with various departments, 

comtractors and the general public.  

Qualifications and Education 

A Bachelor’s Degree in facilities management, business administration, civil engineering or related 

field is preferred; minimum of five years’ experience in building and facilities maintenance and 

constructions, at least three of which are in a supervisory capacity; or any equivalent combination of 

education and experience.  

Full/Part Time & Hours 

Full time position (37.5 hours/week.)  

Salary  

Starting at $43.18/hour 

Salary Notes 

This is a benefitted position with dental, health, PTO and retirement.  

Closing Date 

Initial Deadline April 26, 2024. The position will remain open until filled 

How to Apply 

Please send a resume, cover letter and application form to BourneHR@townofbourne.com.  Link to 

application form and complete job description: Employment Opportunities | bournema 

(townofbourne.com) 

Posted:  April 10, 2024 

Bourne is an affirmative action, equal opportunity employer. 

mailto:BourneHR@townofbourne.com
https://www.townofbourne.com/town-info/pages/employment-opportunities
https://www.townofbourne.com/town-info/pages/employment-opportunities


TOWN OF BOURNE 

Town Administrator 
24 Perry Avenue – Room 101 

Buzzards Bay, MA 02532-3441 
www.townofbourne.com 

MARLENE V. MCCOLLEM PHONE: (508) 759-0600

FAX: (508) 759-8026

NOTICE OF JOB VACANCY 

Department: Facilities   

Position/Title: Facilities Manager 

Vacancy: X New Position: 

Date: April 10, 2024 

Salary:         Grade M6  

Perm./Temp.: Permanent; 37.5 hours 

Application/Resume Deadline:   April 26, 2024 at 4 PM to Human Resources Office 

Classification: LIUNA Unit B  

Position Description attached. 

Advertised: 1. Internal Posting 2. Town website – employees’ page

3. Town Buildings

Notice Sent To: 1. Unit B Officers

THE TOWN OF BOURNE IS AN EQUAL OPPORTUNITY EMPLOYER 

http://www.townofbourne.com/
http://www.townofbourne.com/
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TOWN OF BOURNE      . 

Job Description Title: Facilities Manager Union: LIUNA B 

Department: 
Facilities  

Effective Date: 2/9/2023 Classification: M-6 

Reports To: Assistant 

Town Administrator 

Revised Date: 4/5/2024 FLSA Status: 
Exempt 

Definition: 

Administrative, technical and supervisory work in managing the maintenance, repair, and 

renovation of Town buildings and facilities; all other related work as required. 

Performs varied responsible duties which require the exercise of considerable judgment 

and initiative in planning and implementing programs, determining the scope and 

scheduling of projects, managing facilities, and dealing with various departments, 

contractors and the general public. 

Supervision: 

Works under the administrative direction of the Assistant Town Administrator and in 

accordance with town policies and applicable state laws and regulations. 

May supervise full-time, part-time, and seasonal technical and labor employees as well as 

numerous contractors depending on project requirements. 

The employee is expected to solve problems or unusual situations by adapting methods or 

interpreting instructions to resolve the particular problem.  Instructions for new 

assignments or special projects usually consist of statements of desired objectives, 

deadlines and priorities.  Technical and policy problems or changes in procedures are 

discussed with supervisor, but ordinarily the employee plans the work, lays it out and 

carries it through to completion independently.  Work is generally reviewed only for 

technical adequacy, appropriateness of actions or decisions, and conformance with policy 

or other requirements; the methods used in arriving at the end result are not usually 

reviewed in detail. 

Job Environment: 

Work is performed both in a typical office setting and outdoors with exposure to various 

and often hazardous and unpleasant weather conditions. This is a Fair Labor Standard Act 

(FLSA) exempt position and is on call 24/7. This position is considered essential in storm 

events.  
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Operates automobiles and light trucks; operates a variety of equipment which includes 

hand and power tools; operates computers, mobile communications devices and standard 

office equipment. 

 

Makes frequent contact with engineers, contractors and various town employees and 

officials on administrative and technical matters; communicates on a regular basis with 

Town department managers; makes occasional contact with the general public to explain 

projects and operations and to respond to inquiries; serves on staff committees.  Contacts 

are by phone, in person and in writing and require the ability to influence actions, resolve 

problems and discuss complex administrative and technical matters. 

 

Work generally contains one or more constant elements of stress such as being on call for 

24 hours or being under prolonged pressure during emergency situations. Employee may 

be required to work beyond normal business hours in response to emergency situations. 

This position is considered an essential position during storm events.  

 

Errors could result in lower standards of service, adverse public relations and cause 

damage to persons and property, substandard construction, inadequate maintenance 

programs and waste of public funds. 

 

 

Essential Functions: 

(Essential functions or duties listed below are intended only as illustrations of the various 

types 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.) 

 

Provides for the repair and maintenance of all town buildings, facilities, and related 

equipment (except those overseen by Bourne Schools), involving architectural, structural, 

electrical, plumbing, HVAC, and sewage disposal systems; oversees cleaning, 

maintenance and repair of all municipal facilities including capital repair programs.  

 

Provides supervision of most facility physical operations and troubleshoots building and 

system failures. 

 

Monitors preventive maintenance schedules; ensuring that periodic inspections, repairs 

and maintenance are carried out in a timely manner.  Ensures compliance with federal, 

state, and local codes and regulations, coordinates annual safety inspections; maintains 

records for all insurance inspections. 

 

Responsible for reviewing bills and invoices to confirm charges to the department budget 

are accurate. 

 

Serves as the point person to manage the security systems and cameras used across town 

properties. 
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Assists in the training and evaluation of maintenance and custodial staff; develops work 

schedules and plans assignments.  Ensures compliance with the Mass. Right-to-Know 

law and other employee health and safety regulations and guidelines relating to the 

maintenance and repair of public buildings and facilities.  

 

Assists the Assistant Town Administrator in coordinating work schedules with other 

town departments and outside contractors and ensures that all projects are completed with 

high quality and in a timely manner.  Prioritizes responses to building issues, equipment 

breakdowns and other emergency situations and responds with promptness, efficiency, 

courtesy and attention to the needs of the individuals involved. 

 

Participates in the development and administration of operating and capital budgets 

relating to the maintenance of buildings and facilities; prepares the appropriate sections 

of the annual report of the department; purchases equipment and supplies within 

budgetary constraints and in compliance with procurement laws and department policies; 

monitors expenditures throughout the year. 

 

Attends and participates at staff, appointed and elected boards/committees, 

Annual/Special Town meetings; provides information and advice to meeting bodies 

pertaining to facilities and its operational and planning related items. 

 

Prepares or reviews specifications for contracts relating to the repair and renovation of 

municipal buildings and facilities; coordinates with finance and administrative staff to 

ensure compliance with public procurement laws; maintains effective working 

relationships with consultants, architects, engineers, and builders. Ensures continued 

adherence to the Americans with Disabilities Act of municipal building construction. 

Prepares activity reports as required; prepares other reports or documents necessary for 

the orderly management of public procurement as it relates to buildings and facilities. 

 

Monitors and tracks utility usage; develops and implements energy efficiency programs; 

recommends energy efficient renovations and equipment to minimize costs; implements 

best practices to minimize the environmental impacts of the maintenance, repair and 

operation of public buildings and facilities. 

 

Coordinates climate control and custodial coverage with event coordinator for venues and 

special events held within public buildings. 

 

Works cooperatively with all departments to ensure safe, effective and efficient 

municipal operations and administration. 

 

Performs similar or related work as required, directed or as situation dictates. 

 

 

RECOMMENDED MINIMUM QUALIFICATIONS 

 

Education and Experience: 
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Preferred Bachelor’s Degree in facilities management, business administration, civil 

engineering or related field; minimum of five years’ experience in building and facilities 

maintenance and construction, at least three of which are in a supervisory capacity; or 

any equivalent combination of education and experience.  

 

Massachusetts Class D motor vehicle operator’s license is required.  

Massachusetts Construction Supervisors License is desired.  

 

Knowledge, Ability and Skill: 

Considerable working knowledge of the principles, practices and techniques of building 

and facility maintenance, construction and repair.   

 

Ability to enforce rules and regulations firmly and impartially.  Ability to work with the 

general public and local, state and federal agencies.  Ability to communicate and work 

with others, both orally and in writing. Ability to read, understand and interpret technical 

documents such as road layouts, plans and specifications. Ability to prepare and submit 

grant applications.  Ability to operate equipment including hand and power tools and 

technical measurement devices. 

 

Thorough knowledge of the materials, methods and techniques relative to public 

construction projects; knowledge of snow and ice control techniques and practices. 

Knowledge of building operations and maintenance.   

 

General knowledge of engineering methods and techniques as applies to the construction 

and maintenance projects of the facilities; general knowledge and ability to read and 

understand engineering plans and contracts. 

 

The ability to plan, assign, delegate and supervise the work of groups of employees 

engaged in a variety of public construction and maintenance operations; the ability and 

skill to deal with employees tactfully and effectively within the union contract and the 

Town’s personal rules and regulations. 

 

Ability to coordinate multiple facilities-related activities and projects; effectively 

supervise personnel; prepare comprehensive verbal and written memos and reports; and 

establish and maintain effective working relationships with fellow employees and the 

general public. 

 

Ability to be a positive leader with experience leading, facilitating, teaching and coaching 

teams of people in successful endeavors; the ability to understand and apply present 

regulations for personnel behavior in the work place and to set an example of propriety 

and decency teaching employees proper behavior and stopping improper behavior at first 

knowledge. 

 

Excellent oral and written communication skills. Must be proficient in computer 

applications and software to include Microsoft Office, Facilities & Asset Management 
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Program Reporting Software and departmental HVAC management systems and security 

& access control systems.  

 

 

Physical Requirements: 

Essential functions principally involve sitting to perform work tasks, with intermittent 

periods of stooping, walking and standing.  Must be able to climb a ladder. There may 

also be some occasional lifting of objects up to 50 lbs.  Work may require some agility 

and physical strength, such as moving in or about construction sites or over rough terrain, 

and moderate physical effort when supervising work in the field.   

 

Hearing must be within normal ranges in order to detect audible warnings.  

 

Visual demands include routine reading of electronic screens, documents and plans for 

general understanding and for analytical purposes.  The employee must be able to 

conduct visual inspections while in the field.  The employee must be able to distinguish 

colors.  

 

(This job description does not constitute an employment agreement between the employer 

and employee and is subject to change by the employer as the needs of the employer and 

requirements of the job change.) 

 




