
Job Description 
 
About Olympia Hotel Management: 
The Olympia Companies home office is situated in the heart of downtown Portland, Maine along the 
bustling working waterfront. Portland ongoingly tops several "best of" lists including "Most Livable 
City" by Forbes.com, one of the "Coolest Small Cities in America" by GQ, and Forbes "Best Cities for 
Young Professionals". 

The team at the Olympia Home Office supports our growing portfolio of owned and third-party 
managed hotels by living our values every day of FUN, Concern for Others, Trust, Accountability, 
and Continuous Improvement. Our values are at the center of everything we do and we use them as 
guides to make decisions and chart our course on a daily basis. We expect excellence from 
ourselves, from management, and hotel staff in every property we manage. We continuously seek 
out ways to improve ourselves and the services we deliver. 

Perks for working in the Home Office include travel discounts at our managed hotels, medical, 
dental, and vision benefits available, paid time off, and 401k plans, as well as free parking within 
walking distance. 

Facilities Manager Overview: 

The Facilities Manager’s primary duty is to oversee the safe and efficient operation of company 
assets, ensuring that all areas are well maintained to maximize guest satisfaction and ownership 
investment returns. This employee must display effective listening and communication skills, 
initiative, ability to work independently and in teams, and lead by example. He/she must be able to 
exercise good judgment and discretion, display effective problem-solving skills, and provide 
excellent customer service. Additionally, he/she must have the ability to multi-task, maintain 
composure under pressure, and display a high level of professionalism, integrity, and follow through. 

Skills Required: 

• Excellent verbal and written communication skills. 
• Excellent computer skills, including Microsoft Word, Excel, and Outlook. 
• Excellent organization skills. 
• Experience with Facilities Management software. 
• Experience with contract execution and vendor insurance certification. 
• Experience in managing swimming pool and spa facilities is preferred. 
• Demonstrated knowledge of building systems including: fire alarm, sprinkler systems, 

electrical, mechanical, and plumbing systems along with their proper maintenance. 
• Knowledge of HVAC and plumbing systems. 
• Ability to collaborate effectively with diverse teams. 
• Ability to remain calm under pressure and adapt quickly to changing priorities. 
• Ability to engage, inspire and lead colleagues in a collaborative manner. 
• Ability to deliver effective presentations and training. 
• Ability to work in manner consistent with the company’s values: Fun, Concern for 

Others, Trust, Accountability and Continuous Improvement. 
 
Experience: 

• Minimum 4 years’ experience as facilities manager, hotel chief engineer or similar role 
• Hospitality industry experience preferred 
• Minimum 2 years of supervisory experience preferred 



 
Performance Measurement: 

90 Day performance review, on-going feedback from supervisor, attendance, productivity, feedback 
from others. 

Physical Demands: 

This position is physically demanding and requires extended periods of walking, standing, bending, 
kneeling, climbing ladders and lifting up to 65 pounds. Requires flexible working hours including 
nights and weekends; Extended workdays may be required to accomplish tasks and meet workload 
demands during peak periods. Reasonable accommodations may be made to enable individuals 
with disabilities to perform the essential functions. 

Job Type: Full-time 
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