AEMA Facilities Coordinator – Job Profile

Position Summary
The Facilities Coordinator is responsible for the day‑to‑day coordination, maintenance, safety, and operational efficiency of all AEMA facilities. This role ensures that AEMA workplaces are safe, functional, and compliant with relevant regulations, including OH&S and emergency preparedness requirements. The Coordinator supports procurement and asset management activities, manages facility work orders, and liaises with internal and external stakeholders to maintain smooth facility operations. By providing reliable oversight of facilities and attractive assets, this position supports organizational readiness, continuity, and employee productivity.

Key Responsibilities
1. Facility Operations & Maintenance
· Coordinate facility maintenance and repair activities across all AEMA worksites using the Infrastructure Work Order Request Tracking System (WORTS).
· Monitor completion of facility requests, including Requests For Accommodations (RFAs) and follow‑up actions.
· Coordinate space planning and utilization for AEMA offices to ensure optimal use of workspaces.
· Oversee facility upgrades, renovations, and minor construction projects.
· Attend facility tenant meetings for the Edmonton and area facilities.
· Support operational needs at the PPE Stockpile warehouse, as required.

2. Health, Safety & Security
· Coordinate and monitor OH&S practices across all AEMA worksites, ensuring consistent reporting of incidents and near misses.
· Support facility safety inspections, hazard assessments, and facility‑related safety training.
· Coordinate annual updates to Facility Emergency Response Plans (FERPs) where AEMA is the designated Facility Emergency Response Coordinator.
· Ensure facilities meet requirements for business continuity and emergency readiness.
· Track First Aid Certification compliance (administrative tracking only; responsibility for fleet-related compliance sits elsewhere).

3. Procurement & Supply Chain Coordination
· Coordinate procurement requests related to facilities, maintenance services, supplies, and attractive assets (e.g., appliances, photocopiers).
· Assist with implementation tasks related to the AEMA Clothing Policy Working Group (note: WG governance remains a manager responsibility; this role executes procurement and implementation activities only).
· Work with suppliers and procurement teams to ensure timely, cost‑effective acquisition of facility‑related goods and services.
· Support contract initiation and management for facility vendors, ensuring terms, deliverables, and service standards are met.

4. Asset & Inventory Management
· Maintain the RMI inventory and oversee asset tracking for all attractive assets across AEMA worksites.
· Coordinate collection of asset location and ownership information to support fiscal accountability.
· Coordinate the surplusing of expired or end-of-life assets, including preparing declarations, documentation and submissions in accordance with GoA processes.
· Ensure procured assets meet quality standards and specifications.
· Develop and implement preventive maintenance schedules to extend asset lifespan and reduce downtime.

4. Documentation, Processes & Administrative Support
· Support documentation and process development for the Facilities function.
· Prepare facility‑related reports, procurement requests, tracking sheets, and compliance documentation.
· Maintain accurate facility records, floorplans, and inventories.

Working Relationships
· Internal: AEMA leadership, staff across all locations, Fleet services, OH&S representatives, Finance and Procurement teams.
· External: Contractors, vendors, property management, maintenance providers, PSES Facilities, and Infrastructure.

Required Competencies
· Agility: Adjusts to shifting facility priorities and emergent work orders.
· Drive for Results: Ensures timely completion of repairs, compliance tasks, and procurement actions.
· Develop Networks: Builds strong working relationships with vendors, PSES Facilities Infrastructure, and internal clients.
· Systems Thinking: Understands how facility operations impact continuity, safety, and organizational readiness.
· Creative Problem Solving: Troubleshoots facility issues and identifies cost‑effective solutions.
· Technical Expertise: Knowledge of facility operations, OH&S requirements, asset tracking systems, and procurement processes.

Qualifications

Experience:
· Experience in facility coordination, operations, maintenance scheduling, or procurement.
· Experience working with vendors and contractors.
· Experience with inventory or asset management systems is an asset.
Other Requirements:
· Familiarity with OH&S legislation and emergency response planning.
· Valid First Aid Certification is an asset (role tracks compliance; does not require certification).
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