
 
 

Second Presbyterian Church, Indianapolis: Position Description 

Director of Facilities Management and Security 

     

Reports to: Session through the Personnel Committee  Effective: Current 

 Director of Finance & Operations  Updated:  

Directly 
Supervises: 

Ministry Assistant for Facilities  Status: Full-time 

 Lead Facilities Engineer  FLSA: Exempt 

 Lead Maintenance Engineer    

 Facilities Support    

 Maintenance Engineer    

 Facilities Support    

 Maintenance Engineer    

Job Summary: 

The Director of Facilities Management and Security provides leadership to the Facilities Staff to 
ensure the building and grounds are maintained and ready for all church programming.  The Director 
works with the Restoration & Replacement Committee and the Operations Committee to assess, 
plan, fund and implement both long- and short-term maintenance and repairs.  The Director is 
responsible for a comprehensive Security plan for the church. 

 

 

Essential Functions: 

 Provide clear supervision to the Facilities staff. 

 Serve as staff liaison to Operations Committee and its subcommittee, the Restoration and 
Replacement Committee 

 Plans and Implements a program of maintenance, repair, cleaning and setup for the 
building and grounds. 

 Coordinates Advent and Lenten checklists. 

 Develops and implements budgets 

 Initiates training of facilities staff. 

 Builds relations with other Facilities Managers through participation in the local Facilities 
Managers group and membership and participation in the National Association of Church 
Facility Managers. 

 Plans and implements a program of emergency and security procedures.  
 Available 24 hours a day, 7 days a week, 365 days a year 

 

Minimum Qualifications: 

 Holds Church Facility Management Certification or is willing to complete necessary 
course work and testing to obtain certification. 

 Prior Management and Supervisory experience. 

 Ability to communicate with persons of widely varying educational and cultural 
backgrounds. 

 Proficiency with various types of software 



 
 

Physical Qualifications: 

 Must be able to climb stairs and ladders. 

 Must be able to stand and sit for long periods of time. 
 
 
 
 

 

Core Competencies: 

 Attention to Detail: Must be able to see the large picture and at the same time look at each 
individual component to ensure the facility is prepared for all events. 

 Ethics and Values: Must honor Second Presbyterian Church’s ethics and values, especially 
with regards to vendors and vendor selection. 

 Influencing Others: Encourage others to work as a team, respecting each other’s gifts and 
differences.  Create an environment where staff feel valued and protected. 

 Decision Making and Problem Solving:  Uses sound logic and experience to approach 
difficult and/or dangerous problems.  Can remain calm in the midst of crisis and help others 
feel confident in the solution. 

 Hospitality: Generates a sense of hospitality by his or her very presence; communicates a 
sense of warmth, openness and approachability; fosters natural connections between 
members of the congregation and with visitors; supports a culture of welcoming and 
belonging in the life of the congregation. 

 Spiritual Maturity: Shows strong personal depth and spiritual grounding; demonstrates 
integrity by walking the talk, and by responding with constancy of purpose; is seen by 
others as trustworthy and authentic; seeks the wisdom and guidance of appropriate 
mentors. 
 

 
 
 
 
 
 
 

 

Disclaimer: 

The above is intended to describe the general nature and level of work being performed by people 
assigned to this classification. They are not to be construed as an exhaustive list of all 
responsibilities, duties, and skills required of personnel so classified. All personnel may be required 
to perform duties outside of their normal responsibilities from time to time, as needed. This job 
description is subject to change at any time. 

 

 
 


