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PENTACLE THEATRE JOB DESCRIPTION
FACILITIES MAINTENANCE COORDINATOR
Name of Employee:


Original Hire Date:


Reports to: 
Executive Director 
Mission

Pentacle Theatre is a volunteer based, non-profit community theatre, presenting innovative and entertaining seasons of quality productions in a broad range of styles. In our continuing quest for excellence, Pentacle Theatre seeks to be a significant cultural resource for the Salem area, while providing our volunteers the opportunity for personal growth and achievement in an atmosphere of mutual respect, support and enjoyment.  

The Facility Maintenance coordinator supports the mission of the theater’s production season by taking care of routine maintenance and cleaning of the theater, grounds and scene shop.
Minimum Qualifications:

· Knowledge in general building maintenance and repair

· Ability to respond to emergencies at varied off hours

· Must have valid Oregon Driver’s License

· Must provide reliable transportation

· Ability to use basic hand and power tools

· Ability to lift at least 50 lbs

· Ability to work independently

Duties:

I. Janitorial Duties

A. Clean lobby, restrooms, auditorium prior to opening night

B. Clean restrooms each Monday during run of show

C. Purchase and stock cleaning supplies (everything)

D. Arrange for delivery of water and pick up of empty carboys for green room dispenser

E. Manage recycling

II. Facilities

A. Works with facility committee to develop and/or maintain the general physical plant and grounds, including preservation of historical aspects.
B. Works with the facility committee to oversee contractors and contracted labor working on the general facility as assigned.
III. Electrical maintenance and repair and stocking
A. All light bulbs including exit lights

B. Plugs, sockets, switches, wall terminals

C. All facility interior lights

D. Parking lot lights

E. Path lights

F. Soffit lights

G. Sign lights

IV. Plumbing maintenance and repair
A. Urinals, toilets and sinks (i.e., clear plugged up drains)

B. Maintain and repair irrigation sprinkler system
V. Equipment maintenance and repair
A. Refrigerators – motors and filters cleaned yearly

B. Mowers, weed whackers and theater truck

VI. Building maintenance and repair:
A. All locks and door hardware

B. Clean gutters as necessary

C. General repair inside and outside of both buildings

VII. Grounds maintenance
A. Check for hazardous tree limbs

B. Keep grounds and parking lot free of litter

C. Clean parking lot at end of fall season or when needed

D. Participate in work parties.

E. Mow where necessary.

F. Keep parking lots, paths, and walkways clear of snow and ice.

VIII. Assist in the development of a theater operations manual. 
Expenditure authority

Has delegated authority to make expenditures from the operating budget, as established by theatre policy and procedure.
Signature authority

Has signature authority for the credit card assigned to the position by the business office and for accepting deliveries.
Performance evaluation

Receives an annual performance evaluation by the executive director in collaboration with the Technical Director.
This position description is current and will remain in effect as of the dates of signature until such time as the description is changed or revised.
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