LDS Facility Manager
	Group:
	LDS Core Management Team - Support Staff

	Reports to:
	LDS Supervisor

	

	Duties:
· Provides facility access. 
· Ensures building maintenance and housekeeping issues are addressed.
· Unlocks necessary doors for arriving LDS staff.
· Ensures a safe environment is maintained.
· Maintains all normal aspects of running the facility, such as lighting and ventilation.
· Maintains contact with the LDS Supervisor.
· Anticipates, identifies, and solves issues with facility operations.
· Starting alternate backup power if it does not automatically start on a loss of building outside power.
· Works with LDS Safety Coordinator for any facility safety issues.
· Document all important actions and decisions in the LDS Log.
· It is strongly suggested a LDS Facility Manager pass-on-book be used to record any pertinent information not documented in the LDS Log. 
Start-of-Shift Responsibilities:
· Complete LDS Registration process at the beginning of every shift. 
· Sign in
· Display issued LDS identification badge at all times.
· Attend LDS Supervisor general just-in-time training.
· Attend safety training given by Safety Coordinator.
· Reference posted LDS Process Sheet and LDS Command Structure Chart to help understand the LDS command structure and individuals filling the different positions.
·  Attend Core Management Team briefings and meetings as required.
· Walk down facility to identify any building issues.
· Meet with Safety Coordinator to determine if any facility safety issues exist.
· Meet with Security Coordinator to determine if any facility security issues exist.
[bookmark: _GoBack]End-of-Shift Responsibilities:
· Attend LDS general just-in-time training.
· At the end of shift, brief your replacement using any applicable records, LDS Log, and LDS Facility Manager pass-on-book.
· Inform your replacement of any major issues or other actions in progress.
· Turn in LDS issued identification Badge.
· Complete LDS Registration Form checkout.
· Return all LDS gear.
· Sign out



