
 

  
 

 

  

Embassy of the Kingdom of Belgium 

in Washington 

1430 K Street NW 

Washington, DC 20005 

T +1 202 333 6900 

F +1 202 338 4960 

E-mail: washington@diplobel.fed.be 

unitedstates.diplomatie.belgium.be 

The Embassy of Belgium in Washington DC is recruiting  

a Building Manager for its properties 

 
Job Description :  
 

As a Building Manager, you will deliver a wide range of building-related services. You 

will be responsible for planning, coordinating and overseeing the maintenance, 

renovation, and upgrade of the existing buildings, and you will ensure the day-to-day 

management of the safe operation and preventive maintenance of the properties of the 

Belgian Embassy. The contract is for a full-time position, starting immediately. 

 

Responsibilities : 
 

 Manage and oversee the routine and non-routine maintenance and repair of 

multiple properties to include maintenance of the grounds, HVAC systems, security 

systems, plumbing, mechanical and electrical systems. 

 Review architectural and engineering drawings and designs, building codes, fire 

systems, and procedures applicable to facility management and renovation. 

 Develop strategic plans for short and long-term preventative and predictive 

maintenance. 

 Recognize maintenance and repair problems, develop options for action and 

recommend solutions to include preparing work orders, cost implications, 

sustainability awareness and energy savings. 

 Supervise engineers, tradesmen, maintenance and janitorial staff and contractors. 

 Install the audiovisual systems and provide logistical support for some events 

organized by the Embassy. 

 In cooperation with post financial management staff, monitor, manage and analyze 

projects as part of the budgets. 

 Manage financial elements of contracts for maintenance and repair services, 

renovation, equipment replacement.  

 Purchase supplies necessary for the operation and maintenance of the systems, and 

review vendor invoices for compliance. 

 Ensure that all work meets safety and operating standards and any applicable laws 

and regulations. 

 

Requirements :  
 

 Be in the possession of the appropriate work authorization for the US (green card or 

citizenship). 

 College degree, with preference for a technical background. 

 Minimum 3 years of professional experience in a facility/building manager 

environment. 

 Excellent written and verbal communication skills in English and Dutch or French  

 Working knowledge of electrical, mechanical and HVAC systems. 

 Administrative skills. 

 Knowledge of basic accounting and finance principles. 

 Strong analytical/critical thinking. 

 Project management experience. 

 Good computer knowledge and proficiency with Microsoft Office. 

 Must be able to work independently and handle emergency and pressure sensitive 

situations. 
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 Have a “can do” attitude. 

 

To Apply :  
 

Please send your Resume and a Letter of Motivation addressing the description 

above no later than June 19, 2020 in electronic format as a PDF-file to : 

Washington@diplobel.fed.be 

You are requested to add references of prior employers. 

Please write into the subject line, “Building manager vacancy + your name” 

 

Please do not contact the Embassy. Candidates who meet the requirements will be 

invited for an interview. 
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