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Operations and Facilities Manager  
ECOLE BILINGUE DE LA NOUVELLE-ORLÉANS --- founded in 1998 --- provides a private, friendly 
and language-enriched environment for every student. We are Louisiana’s first and only private 
French school accredited by the French government and the State of Louisiana providing 
multilingual education from 18-months-old through the 8th grade. Since the formation of our 
elementary school, it has been the mission of Ecole Bilingue to provide a strong and distinctive 
bilingual education for children in New Orleans by combining the best of French and American 
academics. 

Duties and Responsibilities 

The Operations and Facilities Manager (OFM) is responsible for managing, planning, and 
directing the day-to-day operations of school facilities. The OFM will work under the direct 
supervision of the Head of School, while coordinating with IT and the Administrative Assistants 
on technical issues. She or he will manage buildings and grounds, oversee daily operations, and 
coordinate repairs and safety policies with the Head of School. The OFM will develop work 
practices for improved efficiency, work to reduce operating costs, all while contributing to the 
increased security, safety and beautification of school buildings.  

The OFM will ensure the safety of all school buildings from fire, flood and other hazards, and 
oversee equipment and facilities upkeep. She or he will continually assess electrical conditions, 
plumbing, air conditioning, and other essential utilities and equipment. The OFM will be 
responsible for scheduling regular facility inspections, and aiding in the establishment of the 
annual budget, in order to guarantee adequate funds for maintenance and repairs.  

Education and Qualifications 

 A bachelor’s degree or higher in facilities management or other relevant field, including 
but not limited to logistics management, business administration, finance, engineering or 
mathematics. 

 Minimum 2 years of relevant work experience in nonprofit management, facilities 
management or school operations management. 

 Advanced knowledge and understanding of building operations and support, accounting, 
human resources, business law and/or financial analysis preferred. 
 

Applicants must: 
 

 Possess the ability to establish and maintain effective working relationships with people 
of varying skills and competencies. 
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 Be a team-player, an analytical decision-maker, a multi-tasker, and a problem-solver. 

 Possess good communication skills, attention to detail, versatility, and the ability to 
adhere to deadlines.  

Occupant and Visitor Safety 

The OFM is responsible for ensuring the safety of the buildings' occupants and visitors; duties 
include staying abreast of disability access requirements, as well as ensuring emergency exits are 
visible and exit signs are lit. The OFM must verify that posted maps and signs display the 
appropriate emergency information and evacuation procedures in all buildings.  

Security and Fire 

The OFM oversees the security system, security procedures and fire-prevention systems in all 
buildings. The OFM must keep all security and fire system equipment operational, by working 
directly with the company in charge of annual inspections. Inspections are required on fire 
alarms, sprinkler system and fire extinguishers. The OFM should recommend changes or 
improvements to the Head of School, and contract with an outside firm to make necessary 
upgrades. 

Maintenance and Repair 

The OFM is in charge of taking care of any small electrical, plumbing and HVAC repairs as 
needed; this includes getting quotes and supervising work done by contractors and/or 
technicians for all repairs, maintenance or construction projects. 

Janitorial and Landscape 

The OFM is responsible for supervising janitorial and grounds keeping staff in the provision of 
daily services. 

Salary and Compensation 

Salary is competitive and commensurate with education and experience. Ecole Bilingue offers a 

comprehensive benefits package. Please send a resume and letter of interest by email to 
cv@ebnola.com.   

Ecole Bilingue is an equal opportunities employer, and does not and shall not discriminate on the 

basis of race, color, religion, gender, gender expression, age, national origin, disability, marital 

status, sexual orientation, and/or military status, in any of its activities or operations. 
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