
 

 

 

 Job Title:            Director of Facility Operations  Wage/Hour Status:  Exempt 

  

Reports To:         Executive Director of Athletics  Pay Grade:               Professional  

                         Pay Grade 10 

  

Dept. /School:     Facilities          Date Revised:         7/31/2020  

 
 

 Primary Purpose:  

  

Coordinate and schedule the non-school use of District facilities for all community groups and non-school 

organizations. Work collaboratively with customers to assist with contract information and to accurately complete 

rental contracts. Monitor and report district-wide, non-school facility use monthly.  

  

Qualifications:  

  

Education/Certification:  

Master’s degree  

  

Special Knowledge/Skills:  

Strong organizational, communication and interpersonal skills 

Ability to maintain confidentiality in all aspects of the job 

Ability to work well with the community and non-school groups 

Ability to interpret policies, procedures, and data to meet district mission  

  

Experience:  

Five years supervisory experience of personnel and budget at district or campus level 

Five years supervisory experience coordinating and organizing district or campus level functions  

  

Major Responsibilities and Duties:  

1. Provide and coordinate the preparation of required documents for clients to use District facilities. 

2. Gather information, including, but not limited to, hours; days; special requests; and association, from 

clients to prepare the required contract. 

3. Visit District facilities regularly to determine current after hour use. 

4. Market District facilities to non-school groups. 

5. Respond to and resolve community/staff concerns and questions related to a variety of sensitive and 

critical issues concerning rental, treatment of customers, treatment of District property, and all matter 

pertaining to Board policy. 

6. Respond to inquiries from non-school groups regarding District facilities via phone, online, or in person 

related to: availability, specific usage, answering questions, providing quotes, explaining insurance, and 

other information. 

7. Work with campuses and athletics to determine facility availability. 



 
8. Gather, analyze, compile, and correct contact information and payroll information for needed support staff 

at non-school facility rentals. 

9. Perform accounting functions pertaining to facility usage. 

10. Track, collect, post, and reconcile revenue from customer contacts. Ensure all expenses and credits are 

finalized, including the transfer of funds to campus and departments as necessary. 

11. Problem solve and troubleshoot accounting needs such as refunds and credits, collection on contracts, 

billing disputes, and payroll for support staff. Coordinate and monitor changes in days, times, and 

weather-related issues which affect charges and availability of locations. 

12. Other duties as assigned.  

     Instructional Materials: 

 

13.         Maintain accurate inventory of District owned instructional materials 

14.         Communicate with central administration about textbook needs and distribution. 

15.         Coordinate with schools to ensure student and teacher textbook needs are met. 

16. Ensure all on-line textbook information is easily accessible by the teachers, students, 

parents, and community members. 

17. Coordinate with schools in utilization of surplus textbooks throughout the year. 

18. Coordinate the disposal of all obsolete textbooks. 
 

 

Policy, Reports, and Laws:  

  

19.        Create and implement a method of evaluation for clients. 

20.  Monitor and report district-wide non-school facility use monthly.  

  

Budget and Inventory:  

  

21.       Track, collect, post, and reconcile revenue from customer contacts. 

 

Safety:   

 

22.       Maintain safety standards in conformance with federal, state, and insurance regulations  

  

Assets and Records:  

 

23.       Compile, maintain, record, and secure all physical and computerized reports of district owned property.  

 

Other: 

  

24.      Maintain good rapport with parents, and community.  

 

Supervisory Responsibilities: 

  

   Supervise and evaluate performance of School Services Department.  

  

Working Conditions:  

Mental Demands/Physical Demands/Environmental Factors:  

   Must be able to walk grounds and facilities. Must be able to regularly drive to multiple locations.  

  

NOTE: The foregoing statements describe the general purpose and responsibilities assigned to this job and are not 

an exhaustive list of all responsibilities, duties, or skills that may be required  


