
                 

 
JOB ANNOUNCEMENT 

 
IT and Facilities Coordinator 

 
Bresee’s mission is to battle poverty by empowering youth and families in Los Angeles with the skills, 
resources, and relationships to thrive. We serve a densely populated, mostly immigrant Los Angeles 
neighborhood where youth and their families face multiple systemic and individual barriers to achieving 
success. Bresee strives to create an exciting, challenging, and rewarding work environment that allows 
our employees to flourish. We value integrity, community, resilience, life-long learning, and compassion.  
 
SUMMARY: Reporting to the Director of Finance and Operations, the IT and Facilities Coordinator ensures 
the consistent and dependable coordination of Bresee’s technology, equipment, facilities, safety protocols, 
and fleet. This hands-on, on-site position serves as the primary point of contact for staff technology needs, 
troubleshooting routine issues and managing escalations to our external IT service provider. Additionally, 
the Coordinator oversees building maintenance, supports safety and emergency readiness, and maintains 
compliance with organizational vehicle policies. The ideal candidate is a proactive, detail-oriented 
professional capable of managing diverse operational requests from intake to completion with high integrity 
and effective follow-through. 
 
 
ESSENTIAL JOB ACTIVITIES AND RESPONSIBILITIES: 
 

Technology Support and Administration 

• Serve as the first point of contact for all employee technology requests and manage requests through 
Bresee’s ticketing process from intake through resolution. 

• Troubleshoot and resolve routine and intermediate issues involving computers, phones, printers, copiers, 
software, connectivity, user access, and audiovisual equipment. 

• Escalate advanced network, cybersecurity, infrastructure, or other complex issues to the managed IT 
service provider; coordinate access, communicate priorities, and track issues through completion. 

• Administer routine user accounts, permissions, devices, phones, printers/copiers, software, Wi-Fi 
access, and related operational systems in accordance with approved procedures. 

• Coordinate technology onboarding and offboarding with Human Resources, including account setup or 
removal, computer and phone preparation, access changes, and timely collection of Bresee equipment. 

• Maintain accurate inventories of computers, phones, audiovisual equipment, accessories, software 
licenses, warranties, assignments, repairs, replacements, and equipment disposal. 

• Research equipment and service options, obtain quotes, make recommendations, and place routine 
approved orders within established budgets and purchasing procedures. 

• Set up and support audiovisual and other technology equipment for staff meetings, trainings, programs, 
and organizational events; train staff on basic equipment use when appropriate. 

• Maintain clear technology procedures, checklists, vendor information, equipment records, and user-
facing instructions. 

 

Facilities Operations 

• Manage the intake and resolution of facilities maintenance, repairs, and service requests, ensuring 
consistent tracking of preventive tasks and routine building inspections. 

• Liaise with custodial staff and external vendors to coordinate scheduling, facility access, and service 
estimates while monitoring project progress through completion. 



• Oversee organizational access controls, including keys and alarm systems, while managing facilities 
inventory, furniture arrangements, and logistical setup for events. 

• Perform regular walk-throughs to inspect equipment and the facility, addressing minor maintenance 
needs directly and escalating complex issues to specialized service providers. 

• Assist with the coordination of facility improvements and capital projects by managing vendor relations 
and on-site documentation under the guidance of leadership. 

 

Safety and Emergency Preparedness 

• In partnership with Human Resources and the Director of Finance and Operations, manage daily 
workplace safety protocols and emergency readiness initiatives. 

• Oversee the scheduling and documentation of emergency drills, first-aid inventory, AED inspections, fire 
extinguisher maintenance, safety signage, and related regulatory vendor services. 

• Facilitate the resolution of security concerns and incident follow-ups while supporting employee safety 
orientations, training programs, and the implementation of corrective actions. 

 

Vehicle and Fleet Operations 

• Oversee the daily operational readiness, maintenance schedules, repairs, and cleanliness of the 
organizational fleet while ensuring comprehensive documentation. 

• Administer detailed vehicle files, including mileage logs, maintenance history, registration, insurance, 
inspection timelines, and all necessary operational paperwork. 

• Facilitate routine service, inspections, and renewals while managing driver records, training 
documentation, and incident responses per the Vehicle and Passenger Program Manual. 

• Operate organizational vehicles to support programmatic needs and operational requirements as 
directed. 

 

Operational Coordination and Service 

• Deliver professional, attentive assistance to the team while maintaining transparent communication 
regarding project status, potential setbacks, and the successful resolution of tasks. 

• Administer comprehensive documentation, including operational schedules, service provider details, 
agreements, and technical guidelines across all functional responsibilities. 

• Analyze systemic challenges to propose effective solutions that enhance organizational consistency and 
workplace safety; provide logistical support for programmatic functions as directed. 

• Perform other related duties as assigned to support organizational operations. 

 
 
EDUCATION/EXPERIENCE/QUALIFICATIONS: 
• Possession of a postsecondary degree, vocational diploma, technical certification, or a comparable 

background of professional work history is necessary for this role. 

• Three to five years of relevant experience in technology support, facilities operations, office operations, 
equipment coordination, vendor management, or a related function is preferred. An equivalent 
combination of transferable experience and demonstrated ability will be considered. 

• Demonstrated technical aptitude and ability to troubleshoot computers, phones, printers/copiers, 
software, connectivity, and audiovisual equipment. Experience supporting Mac computers and Google 
Workspace is strongly preferred. 

• Experience with ticketing, work-order, inventory, or asset-management systems and coordinating facility 
maintenance, vendors, repairs, inspections, safety, or vehicle operations is preferred. 

• Must hold a valid California Class C driver’s license, maintain an acceptable driving record, and hold or 
obtain the required Passenger Endorsement within six months of hire. 

• Must be willing and able to complete required driver, safety, CPR/First Aid, and other job-related training 
and certifications. 

• Strong customer service, problem-solving, organization, prioritization, documentation, communication, 
and follow-through skills. 



• Ability to manage multiple requests, learn new systems, follow established procedures, protect 
confidential information, work independently, and exercise sound judgment while collaborating 
effectively with staff, vendors, and service providers. 

• Clear verbal and written communication skills and the ability to explain technical or operational 
information in practical, accessible terms. 

• Experience in a nonprofit, school, community center, or youth-serving environment is preferred. Bilingual 
English/Spanish skills are also preferred. 

• Must demonstrate a deep commitment to Bresee’s mission and core values while adhering to all 
organizational procedures and policies. Professional employment is subject to the satisfactory results of 
required post-offer background checks and related employment screenings. 

 

PHYSICAL AND WORK REQUIREMENTS: 

• Regular, full-time, fully onsite position with sustained movement throughout the facility and regular 
computer and equipment use. 

• Ability, with or without reasonable accommodation, to lift and move equipment and supplies weighing up 
to approximately 50 pounds; bend, reach, stand, walk, climb stairs, and safely use basic tools or a step 
ladder as required. 

• Ability to drive organizational vehicles and travel locally for equipment, vendor, inspection, maintenance, 
or organizational needs. 

• Although this role does not involve a standard on-call rotation, occasional evening or weekend hours 
may be necessary to support organizational events or address critical operational emergencies outside 
of regular business hours. 

 

FLSA STATUS: Non-Exempt, Regular Full-Time. This position is eligible for overtime in accordance with 
applicable law. 

 

COMPENSATION: $28.85–$34.13 per hour ($60,000–$71,000 annualized), depending on relevant 
experience, qualifications, demonstrated capabilities, and internal equity. 

 

BENEFITS: Bresee offers competitive employee benefits to Regular Full-Time Employees. We provide 
health insurance, dental insurance, a voluntary vision plan, employer-sponsored life insurance, an 
Employee Assistance Program, and a Travel Assistance Program. We also provide generous paid time 
off, including paid holidays, vacation, sick leave, a paid birthday holiday, a potential 401(k) plan with 
potential employer match, and more. 

 

TO APPLY: Submit a resume to jobs@bresee.org with the subject line “IT and Facilities Coordinator,” or 
apply online at bresee.org. Cover letter optional. Deadline to apply is August 21st. 

 
 


