
 
 
 
 
 

JOB TITLE: FACILITIES COORDINATOR 

MINISTRY AREA: Operations 

EMPLOYEE NAME: Open 

REVISED DATE: 8/8/2026 

CLASSIFICATION: Part-Time Non-Exempt 

ACCOUNTABLE TO: Operations Lead 

 
 
OUR MISSION 
The mission of Pine Hills Church (PHC) can be expressed in three words: BRING (1 Tim 2:4), BUILD (Luke 10:27), and SEND (Matthew 28:19). We 
aim to bring people to Jesus, build people to live like Jesus, and send people out to multiply like Jesus. Our values are Bible-driven, Jesus-centered, 
and Spirit-led. Our mission and values are the lens through which we view and evaluate our ministries. 
 
 
VISION & PURPOSE OF ROLE 
The Facilities Coordinator serves a dual role — administrative coordination and facilities/janitorial oversight — ensuring that PHC's spaces are 
clean, prepared, and functioning well for ministry. On the administrative side, this person coordinates events, manages room scheduling and 
resources, handles supply ordering, and helps keep operations running smoothly behind the scenes. On the facilities side, they oversee the 
cleanliness and upkeep of the building, directly doing janitorial work and leading a small team of high school students who assist with facility tasks. 
This is a hands-on role that requires someone who is organized, self-motivated, and takes genuine ownership of the spaces and systems they 
oversee. 
 
 
RESPONSIBILITIES 

Weekend Tasks: 

 Coordinate with staff to address any setup or facility needs during Sunday services. 

 Ensure Sunday spaces are clean, stocked, and ready before services begin. 

 Assist with any clean up necessary or other tasks as assigned. 

 Sunday availability is required as part of this role; specific scheduling will be determined with your supervisor. 

 Availability is expected for key church-wide events, including but not limited to Christmas, Easter, and the Block Party. 

 Participate in the Operations team’s on-call rotation; at least once a month, this role will serve as the point of contact for part-time 
staff with facility questions. 
 

Administrative Duties: 

 Manage email communication, including checking, writing, and responding. 

 Coordinate and update the church software calendar, printing schedules for facility staff. 

 Manage rooms and resources for groups and events. 

 Process completed forms and maintain records on SharePoint. 

 Manage vehicle reservations, updating forms and communicating with staff. 

 Attend and actively participate in supervisor meetings, all-staff meetings, and other relevant gatherings. 

 Maintain janitorial inventory, placing orders, and restocking as needed. 
 

Janitorial Responsibilities: 

 Restock and clean bathrooms, green room, worship hall, lead pastor’s office, trash out of all offices, kid's ministry gym, and kitchen. 

 Vacuum and wipe kid's classrooms, youth room, adult classrooms, lobby, Connection Pointe, and halls. 

 Set up for events in these spaces. 

 Launder various items, including cleaning rags, café rags, baptismal towels, kids ministry clothing, and blankets. 

 Provide staff supervision during rental events, assist as needed, and clean up afterward. 


