
Job Opening:   
Facilities Coordinator,  
Divine Mercy Parish, Oakland, California  
 
Position Overview:   
Responsible for maintenance and repairs in the Parish with two campuses.   Manages the 
physical needs of multiple facilities.  Oversee the outside contractors and perform a variety of 
skilled maintenance duties.    
 
Essential Job Functions:   
-Oversee routine maintenance and safety. 
-Assures that the condition and cleanliness of all structures and grounds meet normally 
expected conditions.  
-Perform repairs, light construction, painting and other work as needed.  
-Perform routine electrical work.   
-Oversees preventative maintenance for the two campuses.   
-Regularly inspects facilities for health and safety concerns.  
-Respond to emergencies. (must be able to respond off hours if needed) 
-Serve as point-of-contact for building security system operations.  
-Acts as pastor/administrator’s representative to renters for all maintenance and facility needs. 
- Keeps tools and equipment in good working order.  
 
Project Management 
-Identifies, selects, and manages all outside contractors.  Works with program/ministry leaders 
in coordinating use of facilities such as set-up.   
-Ensures that janitorial and landscaping services are carried out per contract agreements and in 
compliance with health and safety regulations, and negotiates related contracts with vendors.   
-Supervise contracted work for more complex jobs such as roofers, electricians, pest control, 
HVAC, plumbing, and others.   
-Coordinate with volunteers for special projects.  
 
Administrative Responsibilities 
-Monitor and re-stock supplies for kitchen and janitorial needs.   
-Submits all receipts in a timely manner and ensures all expenditures are within budget.   
-Meets with pastor/administrator for updates.   
-Monitors utility bills 
-Maintains an inventory list of all tools and equipment 
-Participates in staff meetings 
 
Requirements 
-Excellent organizational and communication skills 
-Excellent work-ethic 
-Must have general maintenance, landscaping, construction knowledge and experience.  
-Must be able to work independently 



-Must be able to analyze various options and prioritize workload 
-Must have a valid CA driver’s license and proof of insurability 
-Must be able to drive using private vehicle 
 
Work Hours 
This is a full-time position with Diocesan classification of S-5.  Salary commensurate with 
qualifications and experience. Specific days and times TBD  
 
Benefits 
Full diocesan benefits, including health, retirement, vacation and sick leave. 
 
Interested candidates please send cover letter and resume to: 
info@divinemercyoak.org 
 
or contact Terry Anderson at (510) 530-0761, ext. 106. 
 
 
 


