
 
 

Seattle Preparatory School 
Facilities and Operations Director 

 
 
School Mission and Description: 
 
Seattle Preparatory School is a co-educational, Catholic, college preparatory school in the Jesuit tradition. 
Founded in 1891 and serving 765 students from throughout the Seattle metro area on its North Capitol Hill 
campus, Prep is guided by its Mission Statement:  
 
Seattle Prep is a Catholic, Jesuit college preparatory school. We embrace the Ignatian ideals that God may be 
found in all things, that each person is sacred, and that we are created to serve others in community. Our 
mission is to form discerning, transformational leaders who are intellectually competent, spiritually alive, open 
to growth, loving and committed to justice. 
 
 
Job Description: 
 
Essential Personal Attributes 
 
Under the supervision of the President or his/her designee, the Facilities and Operations Director performs a 
variety of supervisory, administrative, and professional functions while leading the programs, projects, systems, 
activities, and personnel involved in facilities-related school operations. Given the expansive scope of these 
duties, the essential attributes required for the position are managerial in nature: critical thinking, organization, 
follow through, relationship building, communication skills, and fostering team-work. In-depth familiarity with 
specific plant systems is a desirable, but not required, skill set.  
 
Specific Duties    
 
These duties are representative and may vary according to needs and circumstances. While the Director may 
delegate duties, he/she remains responsible for them. 
 
Ø Assures that a safe, secure, and fully-functioning environment is maintained for the Prep community.  
Ø Processes work orders, material requisitions, and contracts with outside vendors in a cost conscientious 

manner; inspects work in progress to assure that proper standards and guidelines are followed. 
Ø Develops the facility budget; monitors, controls and authorizes expenditures in accordance with established 

policies and limitations. 
Ø Hires, trains and evaluates the performance of assigned staff; interviews and selects employees and 

recommends transfers, reassignments, terminations and disciplinary actions. 
Ø Coordinates with other personnel in upper management and various committees (including the Board’s 

Facilities Committee) on facility issues. 
Ø Attends and conducts a variety of meetings as needed, including training programs and board meetings. 
Ø Participates in the formulation and development of capital projects, special projects, policies, and 

procedures.  
Ø Prepares and maintains a variety of reports, records and files related to facilities, construction, controlled 

materials, real estate, and insurance requirements. 



Ø Communicates and collaborates with school personnel and outside organizations to exchange information, 
resolve issues, and coordinate physical plant needs required for activities and special events. 

Ø Operates a variety of equipment as necessary. 
Ø In collaboration with the Dean of Students, develops and maintains appropriate safety and emergency 

equipment and facilities.  
Ø Serves as the primary contact with security vendors when alarms are signaled.   
Ø Leads efforts to address critical events such as snowfall and flood damage.  
Ø In reliance upon the expertise of outside vendors, is responsible for maintaining essential systems (for 

example, electrical, ventilation, and plumbing).  
Ø Creates and monitors a preventative maintenance program, including a regular evaluation of facilities.  
Ø Maintains accurate records of the condition of equipment and adheres to a regular maintenance schedule.  
Ø Ensures that equipment and facilities are working properly, especially those that protect the community 

from life-threatening safety hazards.   
Ø Supervises (either personally or through staff) Work Grant students (including during the summer).  
Ø Supervises the Director of Prep’s kitchen and bus services. 
 
 
Other Duties 
 
In keeping with the School‘s culture and philosophy, each employee may be required to perform a wide range of 
duties from time to time. Such duties may or may not be directly related to their regular responsibilities. 
 
Working Conditions 
 
The physical activities and environmental factors described here are representative of those that must be met by 
an employee to successfully perform the essential functions of this job. While performing the duties of this job, 
the employee is often required to stand or walk for significant, uninterrupted periods. The employee must 
frequently lift, carry or push/pull up to a maximum of 50 pounds, bend, reach below and above the waist, twist, 
grasp fingers with both hands and must hear.  Specific vision abilities required by this job include frequent near 
and far acuity and the ability to adjust focus. While performing the duties of this job, the employee generally 
works inside. The overall noise level in the work environment is usually quiet. Reasonable accommodations 
may be made to enable individuals with disabilities to perform essential functions. 
 
 
Knowledge and Skills 
 
Ø The identity and mission of Seattle Prep as a Catholic, Jesuit school. 
Ø The primary and most important skill required is executive functioning: organizing, planning, managing, 

and following through on operations and activities related to Prep’s physical plant. 
Ø General knowledge of principles, practices, methods, and trends as applicable to a school’s physical plant.  
Ø Methods, equipment and materials used in maintenance work.  
Ø The general requirements for maintaining buildings and facilities in good repair.  
Ø Health and safety regulations and procedures.  
Ø Budget preparation and control. 
Ø Oral and written communication. 
Ø Principles and practices of supervision and training.  
Ø A basic, but not deep or extensive, understanding of various systems (for example, plumbing, electrical).  
Ø Assigning work; training, motivating and evaluating the performance of assigned staff. 
Ø Establishing and maintaining effective working relationships with the public and members of the Prep 

community.  
Ø Interpersonal skills such as tact, patience, courtesy, and being flexible in dynamic situations.   
Ø Reading comprehension in the English language, especially for work related documents.  
Ø Interpreting, applying and explaining rules, regulations, policies and procedures.  
Ø Commitment to health and safety regulations and procedures. 
Ø Use of computer and applicable software.  
 
Legal and Regulatory Employment Conditions 
 



This classification description does not constitute an employment agreement between the School and employee.  
It is subject to change by the School as the needs of the School and requirements change. Employees in this 
classification are designated as exempt under the FLSA. The School President is the appointing authority for the 
School with power of appointment and removal of employees. Employees are considered at-will employees and 
may be terminated from employment at any time, with or without cause and with or without notice.   
 
Seattle Preparatory School does not discriminate in its employment decisions or practices on the basis of 
gender, age, race, color, marital status, honorably discharged veteran or military status, national and ethnic 
origin, sexual orientation or any disability which can be reasonably accommodated in the administration of its 
educational policies and school administered programs. 
 
 
Application Deadline: March 29, 2019.  
Position Start Date: April 15, 2019 
Applicants should send cover letter and resume to Kent Hickey at sfisher@seaprep.org 
Salary dependent upon experience and qualifications 
  
For more information visit www.seaprep.org. 
https://www.seaprep.org/aboutprep/employment 
 
 
 
 
 
 
 


