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USE OF FACILITIES SUPERVISOR 
Job Overview 
 
The job of the Use of Facilities Supervisor was established for the purpose/s of supervising the approval of 
District facility use after normal hours; overseeing assigned activities; providing information to others; and 
scheduling work assignments within established timeframes and standards. 
 
This job reports to the Director of Facilities and Operations. 
 
Essential Functions 

• Approves and/or denies use of District facilities by outside agencies and/or various school functions 
after hours for the purpose of ensuring compliance with related policies and procedures, encouraging 
approved use of District facilities and facilitating the safe and effective use of District facilities.  

• Coordinates after hour’s activities related to the use of District facilities by outside agencies and school 
groups (e.g. approval, scheduling, monitoring, billing, cleaning, etc.) for the purpose of implementing 
and maintaining assigned District services and/or programs.  

• Facilitates meetings for the purpose of understanding desired facility use, identifying appropriate 
actions, developing facilities use requirements, supporting other staff, and serving as a District 
representative.  

• Inspects District facilities before and after use by approved groups for the purpose of ensuring site 
safety, maintaining cleaning standards, organizing and scheduling facilities use. 

• Interprets District Board of Education policy related to use of District facilities by all groups after normal 
hours for the purpose of ensuring compliance with policy and procedure, responding to questions and 
mediating outside agency appeals.  

• Manages billing and receipt of facilities use fees (e.g. additional cleaning charges, etc.) for the purpose 
of ensuring organizational objectives are achieved, District facilities use fees are paid in a timely 
manner, and appropriate accounting methods are followed.  

• Monitors fund balances related to facilities use and related financial activity for the purpose of ensuring 
that allocations are accurate, related revenues are generated, expenses are within budget limits and/or 
fiscal practices are followed.  

• Participates in meetings, workshops and seminars for the purpose of conveying and gathering 
information regarding a wide variety of subjects required to carry out their administrative 
responsibilities.  

• Prepares and/or maintains a variety of materials (e.g. insurance documents, reports, memos, letters, 
procedures, manuals, facilities use contract specifications, etc.)  for  the  purpose  of  documenting  
activities,  providing  written  reference,  and/or conveying information.  

• Researches a variety of topics (e.g. liability insurance, tax exempt status, etc.) for the purpose of 
developing new programs/services, ensuring compliance with relevant requirements, securing general 
information for planning, taking appropriate actions, and/or responding to requests.  

• Responds to a variety of inquiries for the purpose of identifying the relevant issues and recommending 
or implementing a plan of action that will efficiently resolve the issue including emergency repairs.  

• Responds to emergencies for the purpose of determining and implementing appropriate actions 
required to resolve the situation. 

• Supervises building supervisors (e.g. trains, etc.) for the purpose of monitoring performance, providing 
for professional growth and achieving district objectives. 

 
Other Functions 

• Performs other related duties as assigned for the purpose of ensuring the efficient and effective 
functioning of the work unit. 
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Working Environment 
The usual and customary methods of performing the job's functions require the following physical demands: 
occasional lifting,  carrying, pushing, and/or pulling; some climbing and balancing; frequent stooping, kneeling, 
crouching, and/or crawling; and significant fine finger dexterity.   
 
Generally, the job requires 45% sitting, 35% walking, and 20% standing. The job is performed under minimal 
temperature variations and in a generally hazard free environment 
 
 
Qualifications 
Minimum experience: Job related experience is required.  
 
Minimum education: High school diploma or equivalent. 
 

 

Required Testing: 
None Specified 

 Required Certificates and/or Licenses: 
None Specified 

 FLSA Status: 
Exempt 

     
Continuing Education/Training: 

None Specified 
 Clearances: 

Criminal Justice Fingerprint/Background  
Clearance 

 Employee 
Type: 

Classified 
 
 
Pursuant to the Williamson County Board of Education’s policy of non-discrimination, Williamson County Schools does not 
discriminate on the basis of race, color, religion, age, sex, national origin, disability status, genetic information, protected 
veteran status, or any other characteristic protected by federal, state or local laws in its policies, or in the admission of, 

access to, treatment, or employment in its programs, services, or activities. 


