Nationwide Insurance
Title: Manager, Building Services
Location: Des Moines, IA
Contact: Steve Kaufman – Recruiting Specialist – kaufmas8@nationwide.com
JOB SUMMARY: Accountable for the operations, staff, and functions associated with assigned properties to include food service and parking garages.  Manages an in-house staff and/or vendors responsible for facility and maintenance services including grounds and parking, janitorial, carpentry, painting and food services.  Directs the development and implementation of best-in-class practices, policies, and procedures.  Exercises operational control of building services and associated financial practices.  Manages multiple tenant relationships consistent with business unit operational needs. May also contract with and oversee the work of maintenance/service vendors.
REPORTING RELATIONSHIPS:  Reports to Director/Officer; responsible for  assigned maintenance teams and supervisors.
JOB RESPONSIBILITIES: 
1.        Manages a staff of facilities maintenance supervisors and workers who perform general maintenance service and repairs in the areas of carpentry, painting, plastering,  landscape, and day/night services/sanitation.
2.        Ensures maximum efficient care of all grounds and support equipment, through the direction of a technical support staff made up of skilled and unskilled trades and the purchase of necessary outside technical and non-technical support services.
3.        Manages a staff responsible for the general maintenance of  electrical systems as well as electrical fixtures, apparatus, equipment and wiring such as motors, lighting fixtures, generators, circuit breakers and transformers.
4.        Manages a staff responsible for the general maintenance of HVAC and life safety systems.
5.        Manages a staff responsible for general maintenance of carpentry, masonry and painting functions.
6.        Manages a staff responsible for janitorial and yard labor functions.
7.  Develops innovative work procedures and method to minimize property management expense. 
8.  Develops and administers appropriate safety policies and procedures. Responsible for performance of safety measures. 
9.        Identifies current maintenance needs and formalizes and approves operating plans and budgets to increase quality and efficiency within the company?s facilities.  Manages the negotiation and selection of outside contractor services and products to meet and align with facility maintenance objectives.
10.     Contributes to overall strategic visions and integrates a broad range of ideas regarding facility maintenance and operations.
11.     Responsible for the management of associates including: performance management, salary planning and administration, training and development, workflow planning and day-to-day administration, hiring and placement, and disciplinary actions.
12.     Performs other duties as assigned.
JOB REQUIREMENTS:
Education: Undergraduate in property management or related field.
Certifications: RPA or CPM designation preferred.
Experience: Minimum of five years expereince in facility management, supervisory experience is strongly preferred.  Familiarity with BOMA 360 Review Process.
Knowledge: Must have extensive knowledge of property management principles, concepts and practices.  Must have extensive knowledge in facility/property management and a strong understanding of project management concepts and practices.  Must have a thorough understanding of all building, electrical, fire EPA and other federal, state and local codes and regulations.  Must have thorough knowledge of financial statement preparation, budgeting and financial analysis concepts and techniques.  Must have familiarity of the BOMA 360 process.
Skills:  Must have the ability to  manage a facility maintenance staff responsible for the planning, installation, maintenance, testing, repair and operations of building, electrical, HVAC and life safety systems.  Must have the ability to develop and implement facility maintenance programs and practices.  Ability to  manage and plan diverse facility maintenance and operation projects.  Must have the ability to manage a staff than evaluates and recommends  solutions to facility maintenance problems and issues. Must have strong project management and leadership skills. Must have a command of all skills necessary for verbal and written communication with all levels of associates and external contractors.
Values:  Regularly and consistently demonstrates the Nationwide Values and Guiding Behaviors.

Staffing exceptions to the above minimum job requirements must be approved by the CRE Officer  and the HR Officer.
JOB CONDITIONS: 
Overtime eligibility:  Not eligible (exempt)
Working Conditions:  Building maintenance environment. Non standard work hours as needed. May be required to work non-standard  and/or rotating shifts.
ADA:  The above statements cover what are generally believed to be principal and essential functions of this job.  Specific circumstances may allow or require some people assigned to the job to perform a somewhat different combination of duties.
Credit Check:  Due to the fiduciary accountabilities within this job, a valid credit check and/or background check will be required as part of the selection process.
Safety Sensitive:  This position is not normally associated with working in an active infrastructure environment and would not be identified as a safety sensitive position.
Job Evaluation Activity:  Evaluated September 2005 SMP
Job Family/Function: FAC/MAN


