
MARANATHA BAPTIST UNIVERSITY 
 

JOB DESCRIPTION 
 

Job Title:  Administrative Assistant: Facilities Management 

 

DEPARTMENT:  Facilities Management  SUPERVISOR: Facilities Manager 
EMPLOYEE NAME:      EMPL. CLASS: S-1 Non-exempt 
PREPARED BY:  Jared Chesley    DATE:  6/04/2026 
 

Summary: 
The Facilities Management Administrative Assistant provides administrative support to the Facilities 
Manager and Department personnel by processing purchases/payments, monitoring inventory, 
managing schedules, assigning required training, receiving vehicle and driver requests, facilitating 
communications with internal and external contacts and general organization of clerical responsibilities 
for the department.   

Essential Duties and Responsibilities: 

• Serves as the department receptionist, receiving and responding to/redirecting contacts 
appropriately. 

• Provides and oversees clerical services personally or through student/staff clerical workers. 

• Works with Maintenance Supervisor to monitor and re-order perpetual inventory using the 
asset management software; orders parts for individual work orders. 

• Processes invoices and receipts and logs Shop Supplies purchases. 

• Updates PM Schedules in asset management software. 

• Prepares transfer requisitions from the supplies account to building accounts. 

• Assists with development of reports, writing of requisitions, requests for proposals, budget 
input, etc. 

• Updates official records for licensing, inspections, and permits via state websites, electronic 
files, and paper files as needed. 

• Shuttles mail and other materials between Old Main and the FM office. 

• Maintains organization of the FM office building. 

• Maintains the office procedures manual. 

• Updates the Training Tracker and notifies FM personnel when training needs to be updated; 
initiates training for new personnel or student workers. 

• Keeps the finishing, electrical, and warranty logs up to date. 

• Keeps the bonfire/recycling, petty cash, department calendar, combined budget, and work 
order status spreadsheets up to date. 

• Sends out department update emails: weather, calendar, and meeting notes. 

• Schedules meetings for the Facilities Manager and FM department. 

• Updates and posts job descriptions and advertisements for personnel and student workers in 
the FM department; processes intent to hire forms. 

• Attends meetings with/for the Facilities Manager and takes notes. 



• Assists with vehicle reservations, approved driver applications, and driver’s training file 
management.  

• As an employee of Maranatha, you are expected to help accomplish the mission in ways that 
include but are not limited to leading students in prayer, giving Biblical advice, mentoring in 
spiritual matters, helping students develop Christian maturity, and teaching the Word of God. 
This leadership of students should be accomplished through direct communication with the 
students, and it must also be accomplished by the example you set in your personal life both at 
and away from the ministry. 

Other Duties & Responsibilities: 

• Maintains the Facilities Manager’s schedule, giving reminders of daily appointments and 
important events of the week. 

• Accompanies technicians when they need to enter women’s residence halls. 

• Completes other tasks requested by the Facilities Manager or other department personnel. 

Supervisory Responsibilities: 
This job has supervisory responsibilities for 1-2 office/inventory workers per semester.  The 
administrative assistant is responsible for the posting of jobs, training, and communicating with the 
(student) workers. 

Qualification Requirements: 
To perform this job successfully, an individual must be able to perform each essential duty 
satisfactorily. The requirements listed below are representative of the knowledge, skills, or abilities 
required for the position. Reasonable accommodations may be made to enable an individual with 
disabilities to perform the essential functions. 

• Education and Aptitudes 
o High school diploma or general education degree (GED) required. 
o Post-secondary education in Office Administration is preferred. 
o Proficiency in Microsoft Word, Excel, and Access is required.  
o Knowledge of the building maintenance and construction industries is a plus. 

• Experience 
o Experience as a receptionist is a plus. 
o Experience in the building maintenance or construction industries is preferred. 
o Experience in paying attention to details is preferred. 

• Language Skills 
o Ability to read and comprehend detailed instructions and correspondence. 
o Ability to create professional documents and correspondence. 
o Ability to effectively present information in one-on-one and small group situations. 

• Mathematical Skills 
o Ability to perform calculations involving fractions, ratios, discounts, and percentages. 

• Reasoning Ability 
o Ability to apply common sense understanding to carry out detailed written or oral 

instructions. 



o Ability to distinguish between relevant and extraneous information present in typical 
problem situations. 

o Ability to maintain confidentiality. 

• Certificates, Licenses, Registrations:  Valid U.S. driver’s license. 

Physical Demands: 
The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job. Reasonable accommodations may be made to 
enable an individual with disabilities to perform the essential functions. 
 

• While performing the duties of this job: 
o The employee is regularly required to use hands to finger, handle, or feel; to reach with 

hands and arms; and to talk or hear. 
o The employee is frequently required to sit. 
o The employee must occasionally lift or move up to 20 pounds – sometimes more when 

an inventory shipment is delivered. 
o The employee is occasionally required to climb ladders. 

• Specific vision abilities required by this job include: 
o Close vision. 
o Color vision. 
o Peripheral vision. 
o Ability to adjust focus. 

Work Environment: 
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job. Reasonable accommodations may be 
made to enable an individual with disabilities to perform the essential functions. 
 

• While performing the duties of this job: 
o The employee is occasionally exposed to outside weather conditions. 
o The employee is occasionally exposed to wet or humid conditions. 
o The employee is rarely exposed to a loud noise level in the work environment. 
o The employee is rarely exposed to moving mechanical parts or vibration. 
o The employee is rarely exposed to high, precarious places; fumes or airborne particles; 

toxic or caustic chemicals; and risk of electrical shock. 

Evaluation 
Performance of this position will be evaluated by the Facilities Manager under the provisions of this 
description and policies of the Maranatha Baptist University Staff Handbook. 


