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Our innovative and growing company is looking to fill the role of facility

administrator. Please review the list of responsibilities and qualifications. While this

is our ideal list, we will consider candidates that do not necessarily have all of the

qualifications, but have sufficient experience and talent.

Responsibilities for facility administrator

Demonstrate effective verbal and written communication skills so as to instill
confidence in the residents that reside within the community the public that
may interact through designated volunteer programs

Assists in maintaining accurate and complete records as required

Reporting weekly spend

Schedule room/facility reservations, check in/out rooms

Deposit checks from room/facility rentals

Assist in project management, work orders, handle repairs when necessary
Learn software and programs specific to the job duties

Able to drive to remote facilities within the Preserve Master Plan

Assist residents with the distribution of key cards, vehicle gate remotes, room
reservations, creating landscape work orders and general questions
pertaining to the Community

Conduct daily inspections of the facility and insuring lodge amenities, such as
coffee, snacks and water are readily available for the residents

Qualifications for facility administrator

Organized in tasks

Able to see projects through to completion
Able to get to work consistently and on time
Able to do hard physical work



e Project completion as assigned by General Manager, VP- Community
Management and/or board of directors



