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Facility Maintenance Coordinator 

Date: January 11, 2024 

Location: City of Weyburn – Administration 

The City of Weyburn is a dynamic and progressive community located in the heart of Southeast Saskatchewan with 

a population of over 12,000 residents, and a solid economic and community foundation upon which new 

opportunities are continuously built. 

Reporting to the Facilities Manager, the Facility Maintenance Coordinator is responsible to safely carry out or 

coordinate maintenance activities for all City facilities the City of Weyburn owns and operates.  This role requires 

good decision making and problem-solving skills as it is responsible for analyzing all mechanical equipment 

functions and determining the most appropriate course of action. The Facility Maintenance Coordinator is the 

liaison with external contractors in the event that work cannot be carried out internally, so communication skills are 

integral to this role’s success. 

 

Operations: Boilers, Plumbing, HVAC, Electrical 

• Perform routine inspections, maintenance and repairs to building mechanical systems i.e. pumps, valves, 
piping, etc. 

• Perform routine inspections and tests on building Life Support System i.e. Fire protection system, UPS, 
emergency generators, etc. 

• Perform routine inspections, maintenance and repairs to HVAC systems and related equipment i.e. air 
handling units, filters, AC split units, cooling towers, etc. 

• Perform routine inspections, maintenance and repairs to door systems i.e. automatic overhead door systems, 
automatic door operators, push button operators, actuators, manual entry doors, etc. 

• Reset overhead fire doors and trouble-shoot if/as required 

• Complete general inspections and assessment of roofing materials/condition 

• Provide guidance, support, access, and site escort services to sub-trades 

• Maintain comfort levels to building environment through the computerized building automation system 

• Perform building tours. Inspect, record, and log equipment status, function, operating parameters, etc. 

• Start-up/shut-down building equipment i.e. chillers, pumps, cooling towers, roof-top units, make-up air units, 
exhaust fans, distribution/supply fans, etc. 

• Carryout water treatment duties on hydronic systems 

• Minor plumbing and general building maintenance duties i.e. replace washers, faucets, sinks, clear toilets and 
drains, sump pits and replace burnt fluorescent tubes and incandescent lamps 

• Perform all types of general building maintenance and repairs as required 

• Additional duties as assigned 

Operations: Administration 

• Administers and operates Building Management Software systems 

• Assist Facilities Manager with developing RFP’s, RFQ’s, RFT’s, etc. as requested 

• Assist Facilities Manager with facility asset management program 

• Assist Facilities Manager in the development and implementation of preventative maintenance programs 

• Coordinates contractors and service agreements 
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Financial  

• Operate and implement work plans while following the guidelines of the annual budget. 

• Conduct facility walkthroughs to evaluate mechanical systems and identifies major repairs.  

• Recommends capital repairs to Facilities Manager during annual budget process.  

 

EDUCATION  

• One (1) year college or technical/trade certificate program in HVAC or Plumbing, or an accreditation as a 
Journeymen in the trades of plumbing, HVAC, or electrical is considered an asset 

• Power Engineering 5th Class, Maintenance Coordinator Levels 1 and 2, Transportation of Dangerous Goods 
(TDG) pool operator certifications are considered assets 

• Valid Refrigeration Engineer Certificate 

• Class 5 Drivers License and clean driving record 

• Clean criminal record and vulnerable sector check 
 
EXPERIENCE 

• Minimum two (2) or more years as Maintenance Coordinator and/or maintenance personnel. 

• Able to use and understand when to use Power tools – daily usage. 
Working knowledge of Microsoft Office (Excel) and HVAC software. 
 

To Apply: 

Please submit your resumes and cover letters directly to Richard Henning, Facilities Mangaer at 

careers@weyburn.ca. The City of Weyburn thanks all applicants for their interest in this employment opportunity 

but only those applicants invited for an interview will be contacted. 

mailto:careers@weyburn.ca

