
Building and Security Coordinator
The GreenMount School, Baltimore, MD

The GreenMount School seeks a Building and Security Coordinator who will be responsible for the
oversight of the physical plant, building maintenance, campus grounds, energy management, and
campus security. The Building and Security Coordinator will be a member of the Leadership Team and
report directly to the Head of School.

Who We Are Looking For:
We are looking for a team member who is smart, passionate, and entrepreneurial. The best candidates
are those individuals who believe that shared leadership amongst staff, parents, and students is essential
to creating a meaningful community. We want a team member who is a creative problem solver, a
go-getter and takes initiative.

Essential Duties and Responsibilities:
The key responsibilities for the Building and Security Coordinator include overseeing the physical
operation of the entire school and its programs, maintenance, and use of building security alarm system
and fire protection system and inspiring and managing parent volunteers.

In addition, the Building and Security Coordinator will:
● Establish policies and protocols that meet all required environmental, health, and maintenance

standards as required by law and work with the administration to ensure compliance with all
regional, state, and federal regulations and laws as they impact the school

● Coordinate building needs with Baltimore City General Services Department
● Maintain public safety on campus and assist in the review and execution of the school’s crisis

management plan
● Manage the careful maintenance of buildings and grounds and cleaning programs
● Coordinate dissemination of key and codes to employees and manage rentals arrangements
● Manage CO-OP members working within the building and ground crew and security
● Create a task list of building maintenance and other building-related CO-OP jobs to be

completed on a regular (monthly, seasonal, etc.) basis and assist in the coordination and
management of monthly building CO-OP workdays with the administrative team

● Ensure facility readiness for day-to-day events as well as special events coordinating with
Admissions and Development as needed

● Serve on the Board Facilities Committee providing leadership and administrative support
● Communicating and responding clearly
● Performing other duties as assigned by the Head of School
● Supporting the school and its leadership.

Our Mission
Our mission is to provide a creative education for grades K through 8—emphasizing multicultural, cooperative, and
experiential learning and supported by strong family participation.



Required Qualifications:
The ideal candidate will be warm, energetic, and articulate, with an entrepreneurial work ethic.

● Basic carpentry and building maintenance skills
● Outstanding communication and organizational skills
● Project Management and Volunteer Management skills
● Willingness to work hard and as part of a team for a common goal
● Genuine interest in serving The GreenMount School to help it be the best it can be

Working Conditions:
Working conditions include sitting, standing for long periods of time, walking and light to moderate
lifting. Light to moderate construction as well as the ability to drive and pick up supplies needed for
repairs.

Hours and Salary:
This position is a 12-month position, however, the start date will be beginning June 1, 2021, for
onboarding purposes. Hours include opening the building by 7:30 am, some evenings and weekends
with construction projects taking place during summer hours. The salary range is comparable with small
independent schools and negotiable depending on experience.

Application Process:
1. Complete the Employment Application listed on the school website.
2. Send the completed Employment Applications along with a letter of interest, resume, and

references (letters of recommendation or contact information for references) by email. Please
email inquiries with the subject line, “Building & Security Coordinator Position” to:

Human Resources
The GreenMount School
hr@greenmountschool.org

Please visit our website at www.greenmountschool.org to learn more about our school and educational
program.

The GreenMount School is an Equal Opportunity Employer and welcomes applications from qualified candidates regardless of age, race,
color, sex/gender, national origin, citizenship status, religion, disability, sexual orientation, or any other protected status in accordance the
requirements of all federal, state, and local laws.

Our Mission
Our mission is to provide a creative education for grades K through 8—emphasizing multicultural, cooperative, and
experiential learning and supported by strong family participation.

https://www.greenmountschool.org/wp-content/uploads/2020/09/GreenMount_Employment_Application_2020.pdf
mailto:hr@greenmountschool.org
http://www.greenmountschool.org

