St. Mark Anglican Church, Qualicum Bech
Facilities Officer
August 2026
Summary of Position:
The Facilities Officer works independently and part of the team of Incumbent (Rector), Wardens and parishioners to serve both the church and the community.  Perhaps the most important requirement of this person is their ability to be flexible and to problem solve. This person must be available late afternoons or evenings and be completely reliable.

Position Description:
Under the direction of the Incumbent and Wardens the Facilities Officer will:

1. Receives schedule from Parish Administrator.
2. Be available in the late afternoon or evening to set up for functions.
3. Set up tables and chairs for Church functions and renters.
4. Sweep floor in the Church Hall between set-ups.
5. Take responsibility for setting own schedule to meet the needs of the Church. 
6. Ensures prompt and courteous service.
7. Advises Parish Administrator of any breakage, etc.
8. Other duties may be assigned.

Skills and Qualifications:
This is a physical job requiring the Facilities Officer to be able to:

1. move tables and chairs into layouts provided by the Church and its renters.
2. read and follow a diagram illustrating the position of tables and chairs essential.
3. work under pressure and to a deadline.
4. work independently.

Work Requirements:
1. Compliance with the Anglican Diocese of Islands and Inlets and BC Employment Standards; Safe Church and Sexual Misconduct Policy; and up to date Criminal Records Check for working with vulnerable persons’ sector.
2. Three-month probationary period, followed by a written review.
3. Annual performance review.
4. Hours of Work: 4-8 hours per week, 4 hours guaranteed.
5. Pay set at $20 per hour.  

