
 

 

 

Facilities Manager 
Pay: $25-$27 per hour 
Status: Full-Time, Non-Exempt 
 
About the Role  
Do you have hands-on experience helping maintain and repair equipment and facilities? Do you have a 
passion and interest for meaningfully supporting the arts? As we continue to grow, we have an exciting 
opportunity for a Facilities Manager to work closely with our Director of Facilities (DOF) to maintain our 
National Historic Landmark building, the Eagles Auditorium, that serves as ACT’s home. This position has 
many opportunities for professional growth and development in a collaborative, highly engaging and 
welcoming environment.  
 
The Facilities Manager at ACT is an integral part of our team that supports ACT’s day-to-day operational 
activities and long-term strategic building use. This position handles day-to-day and long-term maintenance, 
both personally and with the aid of outside vendors, as directed by the DOF. Repairs, inspections, capital 
projects and maintenance of HVAC, electrical and plumbing systems all fall under the Facilities Manager 
purview.  
 
The Facilities Manager provides efficient facility support, including offices, auditoriums, lobbies, common 
areas, rehearsal rooms, and shops. Responsibilities include the implementation and engagement in facilities-
related policies, procedures, and standards. This position is also responsible for upholding the highest 
standards of workplace safety, including compliance with all safety and emergency procedures, including 
OSHA and WISHA compliance; and ensuring a safe, clean, and welcoming environment for staff, volunteers, 
and patrons. 

The pay range is $25-$27 per hour for this non-exempt onsite position. Benefits include medical insurance, 
dental, vision and life insurance are also available, commuter benefit, Employee Assistance Program, 11 paid 
holidays, 403b plan available, access to $5 downtown parking, and free tickets to ACT productions. Paid Time 
Off begins at 20 days per year. Sick time accrues per the Seattle Paid Sick and Safe Time Ordinance. This 
position is an onsite role.  

Responsibilities Include (But Are Not Limited To): 
• Provide a wide variety of engineering and maintenance support that ensures an inclusive, safe, 

comfortable, and compliant environment  
• Creation and consistent implementation of standard operating procedures and documentation 
• Maintain and update records of facility work orders project status 
• Ensure high touch customer service with all internal and external staff and clients 
• Appropriately escalate internal and external concerns as necessary to ensure the safety, cleanliness, 

and security of our team and environment 
• Order and ensure appropriate stock of maintenance supplies, equipment, and furnishings 
• Maintain and distribute building access controls  
• Track invoices for facility support, third-party vendors, projects, and events 
• Schedule regular building maintenance and janitorial services 
• Provide facilities coordination during on-site events as needed 
• Inspect buildings for cleanliness; make schedule adjustments to provide clean facilities during peak 

hours 
• Keep updated and accurate records of building inspections and repairs 
• Coordinate building improvements with the Director of Facilities 



• Provide minimal daytime cleaning, handiwork and small general repairs 
• Ensure emergency plans and evacuation procedure communication are up to date and accessible 
• Assist in responding to inquiries regarding facility rental inquiries and requests 
• Participate in intentional learning efforts, including events relating to understanding institutional 

racism, building cultural competency, and exhibiting a commitment to Equity, Diversity, Inclusion, 
Accessibility, and Belonging 

About You  
• Two or more years of professional experience in facilities coordination, management or support, 

preferably in a performing arts venue and/or a historic building; or a combination of education and/or 
training and experience, which provides an equivalent background to perform the work required 

• Ability to function effectively in a collaborative, interdependent team environment while juggling 
multiple tasks and priorities with grace, tact, and humor 

• Experience supporting a facility with a variety of spaces  
• Demonstrated knowledge and experience working with HVAC, electrical, and plumbing systems 

strongly preferred  
• Knowledge of WISHA/OSHA regulations  
• Excellent organizational skills and attention to detail 
• Support an accountable, safe, and transparent work environment 
• Establish and maintain positive relationships with staff, vendors, outside agencies, community 

groups, and the general public 
• Intermediate Microsoft Office skills, including Excel, Outlook, and file sharing 
• Willingness to work outside of standard office hours, including nights and weekends, in order to 

respond to facility related emergencies  
• A valid driver’s license and good driving record with the ability and willingness to drive ACT’s Shop 

Truck 
• Capable of documenting standards, processes, etc. 
• Ability to pass a background check 

 

Physical Skills/Work Environment 
While performing the duties of this job, the employee is regularly required to operate a computer, and walk 
on stairs and ramps. This position requires being comfortable working at heights, climbing ladders. routine 
exposure to mechanical, chemical, and electrical rooms. Specific vision abilities required by this job include 
close vision, distance vision, color vision, depth perception, and ability to adjust focus. Ability to lift materials 
and equipment weighing 40 pounds or more, alone or with assistance. Strong written command of the 
English language with the ability to be understood, and the ability to work in an open office environment.  
 
Work environment includes a variety of environments typical in a theatrical facility, including administrative 
office spaces, theatrical spaces, scenic, paint and costume shops, dressing rooms, backstage, break areas, 
mechanical and electrical rooms, roof top areas, and public spaces. 

About ACT 
ACT strives to be a meaningful place to work. We take pride in our accomplishments and recognize our work 
is dependent upon our highly skilled colleagues and dynamic work teams. We want our art to be joyful and 
our work to have a spirit of adventure. It is our belief that thoughtful guardrails bolster an environment 
where we can all be brave and buoyant together. We work hard at building strong and productive 
relationships and use respectful communication and feedback to maintain them at the highest level. Taking 
great care to ensure and promote the safety and the wellbeing of our employees, our community, and the 
environment, we strive to always bring your best self, and to honor the best in others. 



Equity and Inclusion  
ACT is an equity opportunity employer and does not discriminate against employees or job applicants on the 
basis of race, color, religion, creed, sex, age, national origin, military and/or veteran status, disability, sexual 
orientation, gender identity or expression, neurodiversity, education, socio-economic status, cultural 
affiliation, language, marital or family status, genetic information, political ideology, actual or perceived 
status as a victim of domestic violence, sexual assault, or stalking or any other status or condition protected 
by the applicable federal, state, or local laws or other characteristics prohibited by law.  
 
ACT strives to be an anti-racist, fully accessible, multicultural theatre that is truly welcoming to all. Employees 
will:  

• Demonstrate the initiative to learn and enhance skills that promote anti-racism, cultural competency, 
and an understanding of oppression and its impact  

• Participate in intentional learning efforts, including events relating to understanding institutional 
racism, and building cultural competency and exhibit a commitment to Equity, Diversity, Inclusion, 
Accessibility, and Belonging 

 
Our Values 
Forward Thinking * Quality & Integrity * Learning & Development * Inclusive * Transformative * Civic Minded 

* Healthy Relationships & Mutual Respect * Well-being 
 
To Apply 
Submit your resume to “Facilities Manager” in the subject line to work@acttheatre.org 


