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Facilities Manager 

CIEE Germany gGmbH 

CIEE: 

A nonprofit, non-governmental organization, CIEE is the world leader in international 
education and exchange. For over 70 years CIEE has helped thousands of people gain 
the knowledge and skills necessary to live and work in a globally interdependent and 
culturally diverse world by offering the most comprehensive, relevant, and valuable 
exchange programs available. Serving over 300 U.S. College and University consortium 
members, CIEE operates sixty study centers in over forty countries that support study 
abroad programs for over 6,000 students annually. 

Summary of Position: 

The Facilities Manager manages the on-site housing facilities, public and educational 
spaces of the Global Institute Berlin in order to ensure that all students, faculty, and 
visitors receive a highly personalized and service-oriented experience. S/he is an 
excellent communicator in both German and English, serves as the main point of 
contact at the front desk, and is dedicated to creating and maintaining a welcoming, 
functional, and well-coordinated atmosphere. S/he is responsible for coordinating the 
work of housekeeping and maintenance personnel to maintain the building and grounds 
consistently at high quality and pre-defined standards at all times. 

Core tasks and responsibilities: 

 Manages the superintendent (Haustechniker) as well as subcontracted housekeeping, 
contractors and maintenance staff 

 Ensures that education facilities are set-up according to pre-defined standards on a daily 
basis 



 
 

 

Council on International Education Exchange  

CIEE Germany gGmbH |  Gneisenaustr. 27  |  10961 Berlin, Germany  
 

 

CIEE Germany gGmbH 

 

Steuernummer: 27/601/56077 

 

Tel. +49 (0) 30 6980788 0                       

 

 

 

 

 

 

 

 

           ciee.org 
  
 

 Ensures that classrooms, public spaces, kitchen, lounges and courtyard are kept tidy and 
clean at all times 

 Provides a monthly list of maintenance issues to the director and manages its budget 
 Creates and oversees an annual budget for facilities maintenance work 
 Develops and implements a multi-year plan for facilities refurbishment and maintenance 

(Instandhaltung) 

 Manages service provider contracts, termination deadlines, contact database in case of 
emergencies and ensures timely re-negotiations or terminations as well as competitive 
quotes of such in coordination with the director 

 Serves as the main contact for students, faculty, and visitors at the reception area, provides 
answers and orientation to all constituents 

 Manages check-in/check-out processes for new residents in coordination with Assistant 
Director of Housing 

 Demonstrates broad familiarity with all programs on site (long-term and short-term) and is 
able to readily address students and faculty by name, inquire about their experience, and 
make recommendations to better engage with CIEE and the community. 

 Acts as the main contact for students with housing/facilities issues 
 Monitors maintenance request forms, communicates issues to Haustechniker, and responds 

with status updates in a timely fashion 
 Advises Haustechniker on equipment/repair work needed 
 Coordinates the use/allocation of space for internal and external events (such as lectures, 

Indiana University workshops, catering for orientations, student mixers, etc.) 
 Substitutes for Assistant Director of Housing in his absence 
 Provides basic classroom technology support for instructors 
 Coordinates classroom set-up in cooperation with Academics staff 
 Ensures proper functioning of student workspaces, printers, etc. 
 Collaborates with Cuccuma (Café operator) management and staff in order to ensure a 

welcoming and well-coordinated environment in the lobby 
 Helps to ensure adherence to brand identity and communication standards with posters and 

signage displayed at G.27 

General Qualifications: 

 A minimum of 3 years’ supervisory-level experience in facilities management or comparable 
field 
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 Strong attention to detail, tidiness and cleanliness as well as project management skills 
 A keen sense of/eye for space, both functionally and aesthetically 
 Excellent communication skills, including intercultural communication skills and ability to 

work with diverse communities 
 Proficiency in information technology tools including data management and analytics 
 Excellent English and German language skills, both written and oral 

Interested candidates, please email a cover letter including salary expectations and 
CV to aroesler(at)ciee.org. We will contact those candidates we would like to meet with 
to further discuss this exciting opportunity. Due to high volume we are unable to 
respond personally to each candidate. No phone calls, please. Applications will be 
taken until the position is filled. 

Job Type: Full-time 

Experience: 

 Facilities Management: 3 years (Preferred) 

 


