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About the Waterfront Botanical Gardens   

The Waterfront Botanical Gardens (WBG) is a nonprofit organization working 
to create a botanical garden at Frankfort Avenue and River Road in Louisville, 
Kentucky. The organization has grown significantly in recent years, having 
raised over $10 million from public and private sources for the project. 

As our staff grows, it is important to our organization that the WBG becomes 
a great place to build a career. We work to foster a culture of respect and 
recognition for our employees and volunteers, and we offer compensation that 
enables our employees to live secure, stable lives. 

Role Overview 

This position is responsible for the maintenance and care of the Graeser Family 
Education Center and surrounding area to include the plaza, gardens, 
sidewalks, and adjacent parking areas. Job responsibilities will include set up 
and take down for events, performing and overseeing the cleaning and repair 
of the facilities and adjacent areas, maintenance and repair of equipment, and 
serving as the primary contact for outside vendors, equipment service 
companies, deliveries, and maintenance contracts. 

This position works closely with the horticulture team and the events team to 
ensure that the grounds and building are in the best condition and safe at all 
times. This role works under the supervision of the Director of Horticulture and 
Education, and the President. 
 
Responsibilities 

o Maintains furniture, physical space, and equipment in the Graeser Family 

Education Center 

o Handles building and equipment repairs and emergencies  

o Facilitates the snow removal and de-icing of sidewalks and patio areas, 

specifically in the care and maintenance of the building and surrounding 

areas. 

o Serves as contact for outside contractors  

o Manages building and equipment maintenance schedules 

o Monitors building security systems and handles emergencies properly 
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o Communicates daily with event vendors and deliveries for events 

o Schedules preventative maintenance 

o Responds to urgent maintenance calls 

o Participates in the creation of emergency preparedness plans 

o Moves furniture to and from storage as needed 

o Keeps all rooms neat and orderly at all times 

o Sets up furniture for events as directed. Takes down and store furniture 

immediately following events 

o Ensures that the building and grounds are cleaned immediately after 

events 

o Oversees outside cleaning company on a weekly schedule, and as 

needed after events, to include carpet cleaning, window cleaning, 

bathroom cleaning, and more 

o Brings the grounds back to best condition following events, which may 

include blowing off sidewalks, sweeping, hosing, power washing, and 

more 

o Reviews invoices for services and repairs and submits to Manager of 

Finance and Operations 

o Participates in budgeting process for building maintenance and 

equipment expenses 

o Makes recommendations for equipment and process improvement 

o Respects and enforces the rental contract parameters with all clientele 

 

Qualifications/Requirements 

o Minimum of an Associate’s degree, Bachelor's degree, and relevant work 

experience are a plus 

o Works with computers and required to be proficient with Microsoft 

Office programs 



Facilities Coordinator 

To apply, send resume and cover letter to: info@waterfrontgardens.org 
www.waterfrontgardens.org 

o 2-3 years of experience working in facilities, project management, or real 

estate  

o Requires effective writing, interpersonal, and oral communication skills  

o Successful experience working in a team setting 

o Ability to present a positive image of the organization to the community 

o Efficient and productive work style to allow maximum and efficient use 

of limited resources 

o Ability to work well with other staff, board, committee members, 

vendors, and volunteers 

o Typical work schedule will be Wednesday – Sunday and will include an 

early shift on certain days of the week. Must be willing to shift work 

hours, work on holidays, or on weekends as requested for special events 

o Will need to be able to lift 50 pounds or more, if required 

o Commitment to WGB’s mission and its core values 

 

Job Type: Full-time, salaried 

 

Benefits offered: Health insurance; simple IRA; paid time off for vacation, sick 

days and holidays; Flex spending account. 


