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BUILDINGS AND GROUNDS COORDINATOR
Position Description

Responsible for supervising the maintenance and physical upkeep of the Harriet Beecher Stowe Center’s historic buildings and grounds in condition appropriate to Center’s public mission.  A member of an active and committed team, the buildings and grounds coordinator reports to the collections manager, oversees the building & grounds assistant and works closely with the security & site operations officer.  This is a part-time position totaling 20 hours a week. 

Overall Responsibilities:

· Monitor and maintain buildings and grounds including, but not limited to, roofs, drainage, mechanical and electrical, fire and security systems, using a combination of hands-on activity and vendor services

· Develop and monitor the annual budget 
· Maintain necessary equipment and supplies
Specific Responsibilities:

· Daily monitoring of conditions and systems in three historic buildings; repair and/or coordinate repairs

· Coordinate contractors and monitor their performance

· Manage and maintain Housekeeping & Maintenance annual schedules

· Perform routine maintenance such as light carpentry, plumbing, painting

· Seasonal grounds care including weeding and pruning, removing snow and ice from walkways
· Assist with gardens maintenance program
· Regular removal of leaves and other major refuse
· Assist collections manager in transferring artifacts from one space to another, with exhibit preparations such as painting of panels, backgrounds, etc.

· Maintain pest management schedule
· During an emergency, take appropriate action including calling contractors and notifying other staff

· Perform related duties as assigned

Qualifications:
Self-starter, honest, organized, and competent.  Knowledge of building systems; basic carpentry, electrical, plumbing, painting, and repair skills. Ability to work well independently; handle historic artifacts; lift up to 50 pounds; perform physical labor; and work from a ladder.  Basic computer skills including Word, Excel, and email.  Maintain effective working relationships; communicate clearly orally and in writing; and possess good judgment.  Available for emergency situations; some weekend work required.
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