Example of Facilities Support Job Description
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Our innovative and growing company is searching for experienced candidates for
the position of facilities support. To join our growing team, please review the list
of responsibilities and qualifications.

Responsibilities for facilities support

» Oversee and offer recommendation to support the daily functions and
schedules of the Facility Maintenance, Emergency Management and Security
departments to ensure that prescribed standards and related local, State, and
Federal regulations are met

¢ Coordinate and administer security and access control system

e Manage and maintain spare part inventories to assure proper materials are
available

o Delivers these services locally or coordinates service delivery by centralized
functions and teams throughout the region and the USA, including the
support of international assignees

e Lead the strategy and execution of the Facilities Business Service areas with a
prioritization on service excellence and performance

e Prepare, maintain and manage capital and operating budgets

e Collaborate with other senior leaders of the Facilities Organization to prepare
and execute the Company’s Long Range Plan (LRP)

* |dentify opportunities that leverage best practices and common standards
across the enterprise

e Drive the creation, implementation and governance of cross functional quality
initiatives concentered on ensuring high availability and reliability throughout
the portfolio

e Develop relevant SOPs and MOPs as identified across the Facilities and
Operations departments



International Employment Support

International Assignee and Traveler Assistance

Traveler Assistance Letters, Travel Desks

Office Property Accounting, International Invoice Management Support,
Receipts Management

International Assignee Tax Filing and Refunds, Local Currency Credit Cards
Management

Business Preparedness Plan, Office Emergency Plan, Country Evacuation Plan
and Crisis Management



