
Neighborhood Board Position: Facilities Coordinator 

 

The Facilities Coordinator is a volunteer position on the Fox Hills Community Board. This 
role is responsible for overseeing the comprehensive maintenance and upkeep of the Fox 
Hills Community Clubhouse and its associated pump room. It's essential for ensuring the 
community's primary gathering space remains safe, functional, and aesthetically pleasing 
for all residents. 

Responsibilities: 

• Clubhouse and Pump Room Maintenance: Takes charge of all maintenance needs 
for both the clubhouse and pump room structures. This includes the roof, windows, 
exterior brickwork, entry doors, and interior elements such as general wall repairs, 
paint touch-ups, kitchen appliances, cabinets, kitchen and bathroom sinks, toilets, 
the fireplace, ceiling fans, the TV, and all furniture, including tables and chairs. This 
also covers addressing any pest control issues that may arise. 

• System Coordination: Coordinates the regular maintenance and timely repairs of 
essential internal systems, specifically HVAC, electrical, and plumbing. 

• Vendor Management: Acts as the primary point of contact for external vendors. 
This includes obtaining competitive bids for all necessary repairs and projects, with 
a focus on cost-effectiveness and quality. 

• Project Oversight and Approval: Is available to grant contractors access to the 
clubhouse for scheduled work. Oversees ongoing projects and conducts thorough 
inspections to approve completed work, ensuring it meets established standards. 

• Inter-Board Collaboration: Works effectively with all members of the neighborhood 
board. Collaborates closely with the Clubhouse Coordinator to ensure all repairs 
are addressed before and after clubhouse rental bookings, and with the Pool and 
Tennis Coordinator for any overlapping pump room needs. 

• Reporting: Attends monthly board meetings to provide a detailed report on the 
current status of the clubhouse, including any ongoing or recently completed 
repairs. 

• Record Keeping: Maintains a hard copy record of all maintenance and repairs 
conducted throughout the two-year term of the position. 

 


