
 

 

 

 

 

 
Job Description  
 
Facilities Manager: 40 hours per week, exempt 
 
Reports to: Executive Director 
 
Salary Range: $60,000-$65,000 
 
Essential Functions 
The Facilities Manager is responsible for the overall use, operation and development of the Little Bit facilities, 

including the supervision of employees, volunteers and vendors. This position reports to the Executive Director and 

operates under minimal daily supervision. S/he is in charge of allocation of budget and resources, negotiating 

facility contracts, and working with regulatory agencies to assure compliance. He/she manages on-going 

maintenance and safety, as well as short-term projects and future facilities plans. The Facilities Manager works 

closely and collaborates with other staff. Volunteers are an essential part of our operation, and the manager is 

expected to further develop the corporate volunteer program as well as provide guidance, support and feedback to 

help volunteers grow in their roles. He/she will use their community contacts to build relationships, secure donations 

and contributed services.  

 

Specific activities include, but are not limited to: 

 Facilities Management: Manage overall use of the property. 

 Planning and budgeting: Prepare annual facilities plan outlining projects and budgeting for the year. 

Annually review and update maintenance plan. 

 Project Management: Oversee all aspects of facility projects, including RFP process, negotiating and 

contracting with vendors, allocating resources, and managing project volunteers. 

 Compliance: Work with regulatory agencies to assure the organization complies with regulatory and 

permitting standards. 

 Supervision: Directly supervise maintenance department staff to advance their skills, promote professional 

conduct, and ensure timely completion of work. Provide training as needed. 

 Safety: Head the organization’s safety program and Safety Committee. Assure compliance with PATH 

International standards.  

 Collaboration: Work as part of the Leadership Team, collaborate with department leaders, and provide 

both internal and external customer service. 

 Fundraising: Work closely with the development team to maximize corporate opportunities of time, 

products, and services.  

Basic Qualifications 

 A Bachelor’s degree in a relevant field, or an equivalent professional experience. 

 At least 3 years of professional experience in managing facilities, preferably with land requirements. 

 Technical experience in repairs and maintenance. 

 Experience leading RFP processes, managing vendors and contractors, and working within budget 

constraints. 

 Familiarity with MS Office tools. 

 Ability to undertake repairs and maintenance tasks as needed.  

 U.S. citizen or valid resident/work permit. 

 Valid driver’s license. 

 Must pass a Washington State Criminal History background check. 

 

Preferred Knowledge/Skills/Abilities 

 Experience working with horses or in a farm environment. 

 Supervisory experience, preferably of maintenance team. 

 Previous experience in nonprofit organizations, as staff or volunteer. 

 Ability to work as part of a team and effectively communicate with diverse groups of people. 
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 Understanding of customer-driven operation and willingness to be available on-call on weekends and/or 

evenings when needed. 

 Experience working with city and/or regulatory authorities. 

 

Responsibility/Oversight – Financial and Supervisory 

 Manages risk responsibly; assesses consequences of decisions prior to action. 

 Significant responsibility for financial management of contracts and vendors. 

 Ensures that legal and regulatory requirements are met. 

 

Communications/Interpersonal Contacts 

 Strong service orientation, a sense of responsibility for internal customer satisfaction 

 Good negotiation skills: clear, logical thinking along with creativity, flexibility and verbal abilities 

 Ability to work efficiently  under stress  

 Good mentoring/ guidance skills 

 Approachable,  communicative, and friendly 

 

Working Conditions/Physical Effort 

 Some of the work is physical in nature, and requires lifting, bending, carrying etc. There is moderate to 

strenuous physical exertion and/or physical strain. 

 Operating of various tools and vehicles. 

 Involves occasional exposure to unfavorable weather conditions. 

 Requires occasional long hours, evening. and weekend work (as needed). 

 Requires a willingness to travel locally as needed. 

 

Fringe Benefits/Other 
This full-time position offers full benefits, including 11 paid holidays, vacation or sick Paid-Time-Off and 

medical/dental insurance in accord with established policies.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Little Bit is an Equal Opportunity Employer.  

 

 

 

18675 NE 106th Street, Redmond, WA 98052      (425) 882-1554 

littlebit.org    facebook.com/LittleBitTherapeuticRidingCenter   Twitter: @LBTRC 

 


