Colonial Performing Arts Center: Facilities Manager
The Colonial Performing Arts Center seeks a Facilities Manager to oversee our two performance venues, The Colonial Theatre and SHOWROOM, our rental spaces, administrative offices, and property. Reporting to The Director of Operations, the Facilities Manager is responsible for ensuring all properties are well-maintained, in compliance with local health and safety regulations, and equipment and systems are kept up to date. The Facilities Manager works with The Director of Operations to develop an annual budget to provide for all products and system maintenance. 
Responsibilities:
· Working with The Colonial’s Board Facility committee: Develop, implement, and ensure preventative maintenance calendar for both The Colonial Theatre and SHOWROOM.
· Establish a monthly calendar and on-call system for facilities staff to provide adequate on-site coverage and response to urgent needs.
· Address concerns and needs of The Colonial’s rental properties, including fielding and scheduling maintenance requests from tenants.
· Pursue and obtain bids from applicable vendors/contractors for maintenance and ad-hoc projects for The Colonial Theatre, SHOWROOM, other property, and rental spaces.
· Estimate life spans of Colonial equipment and systems and make recommendations for upkeep and budgeting
· Work with City of Keene personnel to ensure The Colonial is following all inspections and certificates.
· Ensure all facilities products (cleaning, paper, light bulbs, etc) are kept in stock and resupplied appropriately.
· Build a weekly/monthly calendar for janitorial staff to ensure the Colonial public and administrative spaces are kept clean.
· Assist as needed and as schedule allows with production needs
Requirements: 3-5 years previous experience managing multiple buildings, additional experience within an arts setting is preferred. Demonstrated ability to work independently, manage staff, and work with colleagues to adhere to and develop best practices. 
This is a part time position averaging 15-20 hours per week, with the potential for variable hours depending on projects and the production schedule. 
This position may work non-traditional hours, including weekends and evenings and serve as on-call point of contact for emergencies.
Up to $25/hour depending on experience. 
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