
 
Job Posting 

Date Posted: March 7, 2017 
Job Title: Facilities Manager 
Job Number: 1719 
Department: Administration 
Classification:  Regular Full-Time, 35 hours per week 

Salary range:  competitive wages + comprehensive benefits package 

Start Date:   ASAP 

Reports to: Chief Executive Officer 
 
DIVERSEcity Community Resources Society is seeking applications from qualified candidates for the 
position of Facilities Manager. This role ensures the smooth functioning of all back-end support 
functions for the facility management within the Agency. This includes: alarm/security; 
communication systems (email, internet, telephone systems, and cell phones); Information 
Technology/Help Desk; Reception; as well as major procurement and leasing opportunities as the 
organization grows. 
 
Responsibilities will include coordination of all facilities/office operations tasks, which includes: 
capital asset management; all help-desk and IT inquiries and providing solutions to repairs/ 
maintenance, administering security protocol through alarm code management, issuance of keys 
and managing the functioning of photocopiers, faxes, and telephone lines. Negotiating leases for 
office equipment and procuring cost effective vendors for office supplies and equipment rentals is 
key, all with the intention of creating efficiencies and minimizing costs. 
 
As this is not a desk job, the ideal candidate must be an energetic self-starter, who proactively 
seeks out areas to improve upon, is extremely detail oriented and is not fazed by multi-tasking and 
an unstructured daily schedule.  You are able to trouble shoot as needed, but also proactively work 
with creating systems. You are friendly, a people-person that does not get flustered by the volume 
of helpdesk requests and approaches each day with a calm manner.  You are able to build extensive 
relationship with building vendors. You will manage a team of 3 unionized employees.  Preferable 
knowledge of working within a unionized environment is an asset.  
 
You must be a self-starter and be able to roll up your sleeves to get the job done.  You will work as 
part of an inter-disciplinary team of managers and provide key support. You provide the best 
customer service to our internal customers and our management team and staff.  You are 
personable and approachable, yet assertive to close deals and negotiate best terms. You are aware 
of industry standards and bring a wealth of knowledge to ensure that the organization is using best 
practices with regards to reduce costs, yet mitigate security risks. You are able to summarize your 
various areas of responsibility and provide concise executive summaries to the Chief Executive 
Officer on a monthly basis.   



 
 
Qualified candidates will possess: 
 
1. A university degree in a relevant field and experience in working in a NPO setting. 
2. 3 + years’ experience working preferably in a non-profit organization with preference given to a 

minimum of 1 year supervising culturally diverse staff, preferably within an unionized 
environment. 

3. Experience in project management and working with a multi-disciplinary team is an asset.  
4. Experience with budget forecasting and expenditure monitoring. 
5. Excellent problem solving ability, discretion and judgement. 
6. The ability to work independently and collegially in a team environment. 
7. Strong English language written skills. 
8. Strong organizational, time management, computer (MS Office) skills. 
 
Preference will be given to candidates who have experience in facilities management of a similar 
sized organization.  You must be available on-call after hours for any emergencies and must have a 
valid BC Driver’s license and access to a personal vehicle to travel between sites and to vendor 
locations as required. Candidates must be willing to work some evenings and weekends, as needed.  
 
If you are interested in this position, please send a cover letter and current resume by March 21st, 
2017 to: 

Anas Najim 
 Human Resources Generalist 

DIVERSEcity Community Resources Society 
13455 76 Avenue, Surrey, BC V32 2W3 

E-mail: anajim@dcrs.ca   Website: www.dcrs.ca 
 

No phone calls please. 
Please note that only shortlisted candidates will be contacted. 

A Criminal Record Check is a requirement of Employment. 
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