CHILD & FAMILY DEVELOPMENT PROGRAMS
Community Action Team, Inc.

Job Description
POSITION TITLE:    Building Manager     
DEPARTMENT:  Human Investment

POSITION REPORTS TO: Head Start Director  
FTE:   75% - 100%

POSITION DURATION: as funds permit

WRITTEN BY: CAT Administration

PERSONS SUPERVISED:    3 – 10


APPROVED BY: Policy Council

                                  



APPROVAL DATE:
3/9/16







APPROVED BY: SDA







APPROVAL DATE:
 02/12/16
POSITION SUMMARY:
Addendum to Center Manager job description under duties and responsibilities 

DUTIES AND RESPONSIBILITIES:
1.
The Manager will act as CAT’s representative in building matters.
2. The Manager will be responsible for obtaining needed building maintenance and repairs and shall be CAT’s contact in the event of an emergency.

3. The Manager will arrange a quarterly building committee meeting.

4. The Building Manager will be the contact person for those who wish to reserve designated common areas.

5. The Building Manager shall establish a reasonable operating budget for the building.

6. The Building Manager is responsible to ensure compliance with program, local, state and federal regulations and laws.
7. The use of the building will be tracked by the Building Manager, based on the number of hours used and the square footage involved. 

8. The Building Manager will monitor records as required in the grant.

9. Other duties as assigned by supervisor or CAT Executive Director.

Number of Hours per Week: 






Rate of Pay: 



Staff Signature: 







Date: 



Supervisor Signature: 







Date: 



Building Manager Page 1 of 1

