
COLLEGE WESLEYAN CHURCH 
 
Position Title: Facilities Director 
Position Description: Full Time 
Position Supervisor: Resourcing and Technology Pastor 
 
Overview: 
CWC exists to make more and better disciples who transform the community and resource the Church. To this end, 
the successful Facilities Director will serve as the liaison between members of the congregation and community 
who wish to utilize CWC facilities. Additionally, the Facilities Director will be expected to ensure all CWC facilities 
are prepared for events and maintained for mission-fit ministry, oversee the overall CWC events/facilities 
schedule, and supervise the CWC full-time Facilities Assistant, while working alongside the Board of Trustees to 
ensure all contracted facilities work is completed in a timely and satisfactory manner. It is the primary 
responsibility of the Facilities Director to serve alongside the ministry leaders of the church, ensuring the CWC 
facility is being best utilized to accomplish the church’s vision of developing disciples who transform the 
community and resource the church.     
 
Duties and Responsibilities: 
 
1. Review incoming facility and resource requests – phone, email, mail, staff-pass requests on to appropriate 

person 
2. Scheduling of facility and resources 

1. Take requests from staff, IWU, church members, community members 
2. Coordinate usage of facility, vehicles, resources 
3. Ensure weekly update of all-church facilities calendar 
4. Communicate with staff, IWU, community, district, etc. to work out  details and schedule support 

and resources needed 
5. Schedule needed support – set up, tech, wedding coordinator, cleaning, etc. 
6. Create invoices and receive payments for facility use 
7. Keep forms, policies, procedures, etc. for facilities use up to date 

3. Meet regularly for supervision of CWC Facilities Assistant to review calendar, events, and plan set up 
needed 

4. Coordinate facilities volunteers for various projects (Christmas décor, etc.) 
5. Communicate with needed support staff and track hours, sign time cards, etc. 
6. Oversee key assignments for buildings and vehicles and scheduling of doors 
7. Keep My CWC calendar update and coordinated with web site 
8. Keep vehicle drivers list up to date and obtain needed paperwork 
9. Attend monthly Trustee meetings, prepare agenda items for meetings, co-lead meetings with Chairman of 

the Trustees, record minutes from meetings and after the meeting is completed send minutes to active 
Trustees and Executive Pastor.  

10. Serve as a liaison between staff and trustees 
11. Coordinate special facilities projects as needed/assigned 
12. Collect Rent on CWC rental properties 
13. Maintain maintenance records of all CWC properties 
14. Schedule contracted services for facilities and grounds (e.g. Chambers Cleaning, lift rental, snow removal, 

miscellaneous project needs etc.) in conjunction with Trustee board 
15. Check and maintain custodial supplies (including kitchen paper goods) 
16. Assist with set up for events as needed 
17. Oversee and provide laundry service for church linens  
18. Oversee coordination of trash pick-up with IWU  
19. Oversee fire, safety, security, and emergency response in conjunction with Trustee Board 
20. Oversee general décor requests of facilities 



21. Oversee and approve all furniture requests in facilities (sans main office) 
22. Work with Worship Arts to coordinate season platform décor orders (poinsettias, lilies, etc.) 
23. Approve facility bill pay  
24. Other duties as assigned 

 
In addition to the position-specific responsibilities listed above, the Facilities Director will also be expected to:  

 
1. Participate as committed Team member of the overall CWC Ministry Staff 

1. Attend and participate in weekly staff meeting 
2. Attend regular supervisory meetings with supervisor 
3. Sit on board of trustees, serving as liaison to Trustees for staff 
4. Manage assigned funding with integrity and under guidelines given by the CWC Financial 

Manager and Executive Leadership Team 
 

2. Maintain and Demonstrate a vibrant spiritual life 
1. Attend weekly worship 
2. Engage a healthy practice of prayer for your co-workers, volunteers, and the children in your 

ministry 
3. Agree to adhere to the Staff Conduct and Lifestyle agreement form as part of the CWC staff 

covenant 
 
 
 
 
 

 


