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PURPOSE: Give a brief summary of the job, covering the main responsibilities, the framework within which the job has to operate and 
the main contribution to the organization (see Non-Management Job Description Writing Guide Pages 7-8). 

This position is responsible for the operation and maintenance of an assigned buildings portfolio through the supervision of 
the administration of Total Property Management (TPM) contracts. In addition to demonstrated leadership skills, the 
Facilities Coordinator requires significant business administration and technical expertise to ensure the assigned portfolio is 
operated and maintained in accordance with established standards and guidelines and meets client and program delivery 
requirements. 

This position has a key role in planning and developing contract specifications, administering contracts and agreements, 
and monitoring associated deliverables for compliance and quality assurance. The Facilities Coordinator also oversees 
the activities of service providers associated with various agreements and contracts to ensure client and Ministry 
service delivery standards are met. 

This position provides input to budget development and forecasts for the assigned portfolio, as well as monitoring 
expenditures and recommending approval of payments to contractors. In addition, the Facilities Coordinator coordinates 
the development of maintenance, occupational health and safety, security, and emergency plans for the assigned portfolio. 
This position also has a project coordination component, taking a lead role in identifying, priorizing, and scheduling work 
for service and construction projects associated with building operations and maintenance. Also, this position oversees the 
activities of consultants and contractors associated with projects and liaise with project stakeholders to ensure projects 
undertaken to enhance the asset value of government-owned and leased space are completed in accordance with 
established requirements and with minimal disruption to clients. 

The Facilities Coordinator works closely with clients, contractors, landlords, Ministry representatives, and the public to 
ensure the assigned building portfolio is operated and maintained in a safe, cost-effective, and efficient manner. 
Reporting to the Facilities Manager, this position functions within the parameters of applicable legislation, regulations, 
policies, directives and guidelines. 
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CONTACTS: lndentify the main contacts the position communicates with and the purpose of the communication (See Writing Guide 
Pages 14-15). 

The Facilities Coordinator has regular and ongoing contact with: 
• clients (e.g., employees of government departments, boards and agencies) and landlords to address operations and

maintenance issues and concerns; ensure satisfaction with service delivery; provide options; exchange information;
and facilitate problem solving.

• contractors to resolve issues pertaining to delivery of services and/or projects; provide guidance; exchange information.
• Facilities Manager and other branch and division staff and management representatives at the regional, area, and

head office levels to exchange information; resolve issues; network.

SUPERVISION EXERCISED: List position numbers, class titles, and working titles of positions directly supervised (see Writing 
Guide Page 15) 

CHANGES SINCE LAST CLASSIFICATION REVIEW: Identify significant changes, that have impacted the responsibilities 
assigned to your position since the last review (see Writing Guide Pages 15-16). 
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This information is being collected under the authority of Section 10 of the Public Service Act and will be used to allocate 
positions within a classification plan and to manage the Alberta government human resources program. If you have any 
questions about the collection of this information, contact the Job Evaluation Unit, 6 th Floor, Peace Hills Trust Tower, 10011 
Street, Edmonton, Alberta, T5J 3S8, phone 780/408-8400 or contact your Ministry Human Resource Office. 
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