Building Facilities Manager 
The overall role of the Building Facilities Manager is to ensure that the building itself, the site, and the non-bridge equipment and facilities are maintained in good operational order.

General equipment and facilities:
· In a timely and cost-effective manner.

· Frequently, in association with the President or the Administrator

· Using a combination of personal skills, Don McDonald’s “Mr Fix-it” skills, and the Club’s regular Trades companies as the situation requires.
· Generally, relatively small and or routine matters will be attended to without further reference to the Committee.
· Where-ever possible, larger items will be presented to the Committee for prior approval.

· However, very urgent matters will be acted upon immediately, without reference to the Committee if the circumstances require it.

· However, where-ever possible, such matters will be discussed with either the President or the Administrator prior to any action.
The building:
· To ensure the Club’s major asset is maintained, present for annual approval a maintenance schedule that is kept updated as required is kept and acted upon.
· The Secretary (?) to include such scheduled actions on the Committee agenda prior to the expected action.

· Non-scheduled actions to be approved by the Committee.
· Very urgent matters will be acted upon immediately, without reference to the Committee if the circumstances require it.

· However, where-ever possible, such matters will be discussed with either the President or the Administrator prior to any action.

Operational Efficiency:
As appropriate, and in collaboration with others, prepare and present options and proposals for improved operational efficiency.  (Example: energy usage).

Other matters as tasked:
Example – in collaboration with others, review the Club’s computer equipment prior to presentation of a proposal for upgrade(s).  Such review will include general software, but exclude specialist bridge software.
Skills and Time required:
· General DIY and “how & where to get stuff done” knowledge. 

· Time varies.  Generally 5-10 hours per month.  Special projects can be much more demanding, but are usually a “one-off” occurrence.

Other:

Be available at short notice

