
Program Specialist/Assistant Director of Facilities Management 
 
  Summary: 

Reporting to the Director of Facilities Management, the Assistant is responsible for assisting in the 
management of personnel, projects, and operations, related to the maintenance and repair of campus 
buildings and grounds.   

 
Duties and Responsibilities: 

 Establishes priorities, plans, and coordinates the day-to-day operations of Facilities 
Management (FM) which includes:  MEP Trades, Carpentry/Paint Shop, Custodial Services, 
and Grounds. 

 Coordinate services with the appropriate campus constituents regarding proposed work and 
work in progress.  

 Ensures that the University's standards are maintained and that the quality and timeliness of 
the service provided by FM is appropriate to meet the needs of the University. 

 Helps develop and revise protocols pertaining to the provision of services; e.g., priorities, 
scheduling, nature of services provided, degree to which service is provided and submits to 
Director for approval. 

 Reviews work assignments of subordinate supervisors; maintenance schedules, preventive 
maintenance programs, and recommends improvements as needed. 

 Evaluates the effectiveness of services provided. 
 Reviews reports on personnel transactions; e.g., sick leave, vacations, overtime.   
 Assesses manpower needs and capabilities and implements changes as needed.  
 Screens and interviews job applicants. 
 Reports on department activities, including information such as work accomplished and 

planned, staffing, material expenditures, productivity, program costs, etc. 
 Represents FM on ongoing campus committees. 
 Assumes full responsibility for Facilities Management Department in the absence of the 

Director.  
 Performs other duties as assigned 

 
Required Knowledge and Experience Requirements: 

1. Bachelor’s degree from an accredited college or university.  (8 years of management 
experience plus a master’s license (or equivalent) in HVAC, Plumbing or Electrical may be 
used in lieu of a formal education.  Other combinations of professional training/certification 
and experience may be considered. 

2. 5 years of supervisory experience in facilities management, construction, or related area.  
3. Basic understanding of facilities systems (HVAC, plumbing, electrical, etc.) 
4. Ability to organize and effectively present information to groups or individuals in various 

formats. 
5. Possess computer literacy with the ability to learn new applications independently. 
6. Proficiency in MS Office. 
7. Ability to demonstrate organizational and project management skills. 
8. Ability to role model quality customer services. 
9. Ability to obtain EFP within 6 months of employment. 

 
Preferred Qualifications: 

1. Experience in CMMS implementation. 
2. EFP/CEFP or FMP/CFM. 
3. Strong organizational, customer service, and communication skills. 
4. Demonstration of PM planning and scheduling across multiple trades. 

 
 
 



Application Process:  
Submit an application, resume, transcripts and three letters of recommendation to: 
Human Resources Department 
University of Arkansas at Pine Bluff 
1200 N. University Drive 
Mail Slot #4942 
Pine Bluff, AR  71601 
 
Application packages may be sent by e-mail to:  uapbjobs@uapb.edu 
 
Deadline:  Applications accepted until position is filled. 
 
Subject to a background check. 

 

 

 

“UAPB is an Equal Opportunity/Affirmative Action Employer, and participates in E-Verify” 
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