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Definition of Occupation:

Although the specific tasks assigned to facility managers vary substantially depending on the organization, the duties fall into several categories, relating to operations and maintenance, real estate, project planning and management, leadership and communication, finance, quality assessment, facility function, technology integration, and management of human and environmental factors. Tasks within these broad categories may include space and workplace planning, budgeting, purchase and sale of real estate, lease management, renovations, or architectural planning and design. Facility managers may suggest and oversee renovation projects for a variety of reasons, ranging from improving efficiency to ensuring that facilities meet government regulations and environmental, health, and security standards. For example, they may influence a building renovation project toward a greater use of “green” energy–electricity generated from alternative and cost efficient energy sources, such as solar panels or fuel cells. Additionally, facility managers continually monitor the facility to ensure that it remains safe, secure, and well-maintained. Often, the facility manager is responsible for directing staff, including maintenance, grounds, and custodial workers.
Work Environment
Administrative services managers generally work in comfortable offices. Managers involved in contract administration and personal property procurement, use, and disposal may travel between their home office, branch offices, vendors’ offices, and property sales sites. Also, facility managers who are responsible for the design of workspaces may spend time at construction sites and may travel between different facilities while monitoring the work of maintenance and custodial staffs. However, new technology has increased the number of managers who telecommute from home or other offices, and teleconferencing has reduced the need for travel. Facility managers also may spend time outdoors, supervising and handling a variety of issues related to grounds keeping, landscaping, construction, security, and parking. 

Most administrative services managers work a standard 40-hour week. However, uncompensated overtime frequently is required to resolve problems and meet deadlines. Facility managers often are “on call” to address a variety of problems that can arise in a facility during nonworking hours.

Description of typical work activities/transferable skills:

· Plan interior spaces and coordinate architectural design projects.
· Organize work spaces for comfort and productivity.
· Spearhead security functions, disaster planning and recovery.
· Keep up with government, environmental, health and safety requirements.
· Build out space and arrange employee moves.

· Continually monitor the facility so it is safe, secure and well maintained.

· Prepare budgets, manage accounts and forecast expenses.

· Oversee renovation projects to expand facilities or improve efficiency.

Levels of Education:

Certificate:  None
Associate:  Associate of Applied Science Degree in Facilities Management
PLEASE NOTE:  Transferability of degree or certificate to other institutions will vary depending on the institution and the department.  Speak to a counselor or advisor for options.

Special Admissions/Prerequisite Courses:

The Facilities Management Associate of Applied Science degree does not have special admissions criteria.  Students must follow the prerequisites listed in the catalog to take specific classes.
Method of Delivery:  

 FORMCHECKBOX 
  Traditional/On-Campus

 FORMCHECKBOX 
  Distance Learning

 FORMCHECKBOX 
  Distance Learning and Traditional

 FORMCHECKBOX 
  Fast - Track

Some typical job titles for Facilities Management:
Certificates:  None
Associate Degree:
· Facility Manager

· Administrative Services Manager

Types of Companies that typically hire graduates:

Facility managers held about 268,000 jobs in 2004. About 80 percent worked in service-providing industries, including Federal, State, and local government; health care; financial services; professional, scientific, and technical services; administrative and support services; and education. Most of the remaining managers worked in wholesale and retail trade, in management of companies and enterprises, or in manufacturing.

Workplace Skills:

Persons interested in becoming administrative services managers should have good communication skills and be able to establish effective working relationships with many different people, ranging from managers, supervisors, and professionals, to clerks and blue-collar workers. They should be analytical, detail-oriented, flexible, and decisive. They must be able to coordinate several activities at once, quickly analyze and resolve specific problems, and cope with deadlines.

The following information is provided for individuals seeking career counseling.  The MBTI provides information regarding an individual’s personality preferences and the Holland code provides information regarding an individual’s interest.  If you are interested in learning more about how your interests and personality fit in with this and other career options, please see a career counselor at any of the NHMCCD campuses

Myers-Briggs Type (MBTI):
· INFJ

· INTJ
· ENTJ
· ENFJ
     
Holland Interest Code:

· Enterprising

· Conventional

· Social

Working Condition Requirements:

Facility managers generally work in comfortable offices. Managers involved in contract administration and personal property procurement, use, and disposal may travel between their home office, branch offices, vendors’ offices, and property sales sites. Also, facility managers who are responsible for the design of workspaces may spend time at construction sites and may travel between different facilities while monitoring the work of maintenance, grounds, and custodial staffs. However, new technology has increased the number of managers who telecommute from home or other offices, and teleconferencing has reduced the need for travel.

Most facility managers work a standard 40-hour week. However, uncompensated overtime frequently is required to resolve problems and meet deadlines. Facility managers often are “on call” to address a variety of problems that can arise in a facility during nonworking hours.

Source:  Bureau of Labor Statistics; www.bls.gov;2008/09

Industry Certification/Licenses:

Completion of the competency-based professional certification program offered by the International Facility Management Association can give prospective candidates an advantage. In order to qualify for this Certified Facility Manager (CFM) designation, applicants must meet certain educational and experience requirements. People entering the profession also may obtain the Facility Management Professional (FMP) credential, a stepping stone to the CFM.

Earnings:

Earnings of administrative services managers vary greatly depending on the employer, the specialty, and the geographic area. In general, however, median annual earnings of wage and salary administrative services managers in May 2006 were $67,690. The middle 50 percent earned between $48,200 and $90,350. The lowest 10 percent earned less than $34,970, and the highest 10 percent earned more than $117,610. Median annual earnings in the industries employing the largest numbers of these managers were:
	Management of companies and enterprises
	$77,040

	General medical and surgical hospitals
	  72,210

	State government
	  68,410

	Local government
	  67,050

	Colleges, universities, and professional schools
	  64,810


In the Federal Government, industrial specialists averaged $74,042 a year in 2007. Corresponding averages were $73,455 for facility operations services managers, $72,730 for industrial property managers, $65,351 for property disposal specialists, $71,948 for administrative officers, and $63,756 for support services administrators.

Source:  Bureau of Labor Statistics; www.bls.gov;2008/09

PLEASE NOTE:  Earnings and salaries will vary with industry, region and experience of employee.

Employment Outlook:

The number of jobs is projected to grow as fast as average for all occupations. Applicants will face keen competition for the limited number of top-level management jobs through 2016. Better opportunities are expected for lower-level management jobs. Demand should be strong for facility managers.

Employment of administrative services managers is projected to grow 12 percent over the 2006-16 decade, about as fast as the average for all occupations. Demand should be strong for facility managers because businesses increasingly realize the importance of maintaining, securing, and efficiently operating their facilities, which are very large investments for most organizations. Cost-cutting measures to improve profitability, streamline operations, and compete globally will continue to be addressed by many public and private organizations, resulting in more firms outsourcing facility management services or hiring qualified facility managers who are capable achieving these goals in-house. 

Administrative services managers employed in management services and management consulting should be in demand. The proliferation of facility management outsourcing should result in employment growth in facilities management firms as companies increasingly look to outside specialists to handle the myriad of tasks that have become increasingly complex and expensive. Some of the services outsourced include food service, space planning and design, janitorial, power plant, grounds, office, safety, property, video surveillance, maintenance and repairs, and parking management. 
Specific requirements vary by job responsibility. For first-line administrative services managers of secretarial, mailroom, and related support activities, many employers prefer to hire people who have an associate degree in business or management.
Source:  Bureau of Labor Statistics; www.bls.gov;2008/09
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