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Job Title:  Facilities Coordinator 

Department:  Co-operative and Experiential Education 

Reports To:  Executive Officer, Co-operative and Experiential Education 

Jobs Reporting: None 

Salary Grade: USG 6 

Effective Date: September 2021 

 

Primary Purpose 

The Facilities Coordinator is accountable for the management of building and facility related activities 
related to Co-operative and Experiential Education’s (CEE) physical plant, its day-to-day operations and 
the health and safety of all building occupants. The incumbent is responsible for space allocation, 
coordinating regular building maintenance, ensuring adequate and appropriate furnishings, and facilities-
related renovation projects and improvements in CEE.  
 

Key Accountabilities 
 

Evaluate space needs within CEE and ensure optimal use of the physical infrastructure  

• In consultation with the Executive Officer and the Director, Co-op Services ensure space planning 
and utilization processes are in place 

• Responsible for space allocation by unit within CEE and to individual employees 

• Coordinate with units external to CEE that require use of Tatham Centre (e.g. WatPD, student study 
space, events) 

• Provides input on various initiatives and projects that impact or are impacted by CEE space 
(availability of space, use or function of space, allocation of space, furnishing of space, accessibility 
of space, safety of space etc.) 

Responsible for the proper functioning of the physical infrastructure 

• Organizes and chair termly Tatham Centre Building Committee meetings 

• Coordinates renovation projects and space improvements in all CEE buildings  

• Initiates and oversees routine and non-routine maintenance and repairs in all CEE buildings; 
involves working closely with Plant Operations and external contractors 

• Responsible for regular in-house maintenance programs (e.g., routine painting) 

• Liaises with Plant Operations and Central Stores for issues beyond routine work requests, including 
custodial requests related to high volume interview periods 

• Leads the CEE relationship with Custodial Services and Plant Operations 

• Working with Custodial Services, oversees the waste collection and space cleaning processes 

Coordination of facilities and space allocation related activities  

• Coordinates office moves (includes liaising with Central Stores, coordinating desk phones, furniture 
moves, name plates etc.) 

• Develops and maintains space and furniture inventory 

• In coordination with Plant Operations and Procurement, coordinates the purchase and allocation of 
furnishings 

• Liaises with the Safety Office and Health Services on ergonomic and accommodation matters, 
includes ensuring employee ergonomic and other health needs are appropriately addressed 
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• Ensures all CEE spaces are appropriately functioning (including interview spaces, employee 
workspaces, waiting areas, call centres, common areas, collaboration spaces areas and lounges, 
storage spaces, event spaces, meeting rooms, reception spaces); involves being the contact point 
for staff and managers who identify space needs and proactively identifying space needs or 
concerns 

• Maintains signage within CEE buildings (including name/door plates and other signage)  

• Receives space requests and feedback from CEE leadership and engages the Space Planning 
Office as needed to address needs 

Interview and other event support 

• Works closely with the Co-op Services team to ensure that that all assigned interview spaces within 
Tatham Centre are configured appropriately to maximize interview success 

• Addresses any space or furnishing issues that arise in advance of or during in-person interviews in 
TC; requires ability to prioritize and reprioritize work to ensure the smooth operation of interviews  

• Ensures that CEE’s physical spaces are adequately prepared for routine and special events; may 
include configuring furniture and working with teams external to CEE or entities external to UW 

Health and Safety Coordinator 

• Responsible for the statutory compliance of all University health and safety protocols within CEE; 
includes application and adherence to University of Waterloo Policy 34, Health, Safety and 
Environment Management Systems (HSEMS) and completion of the Health and Safety Annual 
Report 

• Maintenance of health and safety compliance records according to WatCLASS 
• Responsible for the maintenance of university-wide mandatory training records for CEE staff 

• Performs and documents monthly workplace inspections; addresses any issues identified with 
building occupants, the Safety Office, Plant Operations or others as appropriate 

• Ensures that all health and safety incidents are appropriately documented; that the relevant 
individuals are informed and that incident reports are appropriately filed 

• Resolves concerns with sound judgement, tact, integrity, and diplomacy 

• Ensures the appropriate communication of health and safety matters within CEE; includes the 
communication of required training courses, resources and other relevant information  

• Ensures each of CEE’s buildings has adequate fire warden and first aider coverage and that the fire 
wardens and first aiders have received appropriate training and are aware of their responsibilities 

• Coordinates the maintenance of evacuation and fire safety plans in accordance with the Safety 
Office when there are changes with staff of physical changes to CEE spaces 

• In conjunction with Co-op Services, manages Tatham Centre security guard scheduling 

Keys and Security Codes  

• Responsible for the issuance and collection of keys, fobs and security codes for new, returning and 
departing staff   

• Maintains log of key assignments  

• Addresses lock issues (both doors and furniture) with Key Control and Plant Operations 

Mail and Courier 

• Responsible for the distribution of incoming mail within CEE  

• Liaises with Central Stores on issues related to incoming and outgoing mail and courier  

• Forwards misdirected mail to appropriate location 

• Responsible for redirecting mail to employees who permanently work remotely 

• Maintains inventory of mailing supplies  

Sustainability  

• Leads the inaugural formation of the Tatham Centre Green Team (involves liaising with and sharing 
best practices existing Green Teams at the unit level within CEE) 
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• Organizes and chairs regular Tatham Centre Green Team meetings comprised of CEE staff 

• Maintain membership with the Green Office Program with the Sustainability Office and complete 
annual Green Office Scorecard 

• Facilitate information sessions between the Sustainability Office and CEE departments  

• Co-ordinate implementation of sustainable projects/activities with Plant Operations and staff  

• Implements, promotes, and supports campus-wide sustainability and waste management initiatives 
within CEE.  

Custodial  

• Act as liaison between CEE and Custodial Services  

• Co-ordinate custodial schedule changes depending on Tatham Centre occupancy  

• Communicate building updates to Custodial Services  

• Report emergency cleaning requests when required  
 

*All employees of the University are expected to follow University and departmental health and safety 
policy, procedures and work practices at all times. Employees are also responsible for the completion of 
all health and safety training, as assigned. Employees with staff supervision and/or management 
responsibilities will ensure that assigned staff abide by the above, and actively identify, assess and correct 
health and safety hazards, as required. 
 

Required Qualifications  

 

Education 

• University undergraduate degree or equivalent education and/or experience 

Experience 

• Planning and organizational experience; ability to consult with managers regarding space utilization 
and furniture allocation 

• Outstanding detail-orientation is imperative for success in this role 

• Proven skill in relationship management and achieving results using a collaborative approach 

• Demonstrated success in leading change efforts 

• Ability to adapt skills and experience to a new environment 

Knowledge/Skills/Abilities 

• Proven communication and interpersonal skills; proven self-starter; effectively plans, prioritizes and 
manages multiple concurrent assignments and tasks 

• Establishes and meets realistic schedules and expectations 

• Average use of MS Office suite 

• General understanding of Co-op’s Core Employment Process an asset 

 
Nature and Scope  
• Contacts: Internal: Communicates with directors, managers and staff to coordinate facilities related 

services and resolve issues as appropriate. The Facilities Coordinator chairs the Building Committee 
meetings. External: Works with the Safety Office, Central Stores, IST, Custodial Services, Mail 
Services and Plant Operations as necessary. Also works with third party entities providing a service 
materials to CEE (e.g. security services, third party contractors). Acts as a point of contact for other 
units that require use of CEE’s spaces on campus (e.g. student study space, special events etc.).   

• Level of Responsibility: The Facilities Coordinator has the flexibility to work on a variety of initiatives 
using a variety of techniques. They have excellent interpersonal and verbal communication skills, 
along with a professional manner, effective probing, problem solving and sound decision-making skills. 
The Facilities Coordinator is solution oriented. With excellent organizational and administrative 
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capabilities and time management skills, the Facilities Coordinator has a high tolerance for multi-
tasking, and last minute, often unexpected changes. The Facilities Coordinator brings a strong team 
work ethic and a collaborative approach to their work. The position represents a level of experience 
and expertise commensurate with its responsibilities for day to day co-ordination of Facilities 
management. Accountable for assisting staff with facilities related infrastructure including space 
allocation, furnishings, key control and work requests. Ensuring that the physical plant is at its optimum 
to provide a safe and comfortable work environment for staff; advises Executive Officer on best 
practices, safety issues, maintenance and replacement schedules. Works with minimal supervision. 
The Facilities Coordinator resolves routine situations related to all aspects of space and building 
management. Working closely with the others as appropriate, the Facilities Coordinator will intervene 
with Plant Operations, the Safety Office, Central Stores or Key Control for issues beyond routine 
requests. The Facilities Coordinator prioritizes work, and ensures that the interview day services are 
not impacted by space or building issues (e.g. office moves and renovations cannot happen during 
interview cycles).   

• Decision-Making Authority: The Facilities Coordinator is responsible for problem-solving short and 
long term space and building related issues; works with managers and staff to provide effective 
facilities related services. The Facilities Coordinator makes short and long term recommendations and 
decisions (e.g. project management, space allocation, building maintenance plan, establishes and 
reinforces processes related to space allocation), and ensures that these are reviewed by the 
appropriate sponsors for approval.    

• Physical and Sensory Demands:  This role requires exertion of physical or sensory effort resulting in 
slight fatigue, strain or risk of injury. While adhering to university health and safety guidelines, this role 
requires staff to move objects and reconfigure space on a regular basis. It may involve constant 
interruptions from e-mail, face-to-face interaction and phone.  

• Working Environment:  This role involves minimal psychological risk resulting from unavoidable 
exposure to hazardous, disagreeable, or uncomfortable environmental conditions. This role involves 
exposure to emotionally disturbing experiences and/or interactions with people who are upset, angry, 
abusive, aggressive, unstable, or unpredictable (i.e., staff who are upset), and constant interruptions. 
Service support during main interview periods and will require work outside of core business hours 
from 7:00 a.m. to 11:00 p.m.  Irregular and/or high volumes and multiple and/or tight deadlines beyond 
one’s control.  


