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The most important Essential Skills for Facilities Supervisors are: 
Document Use, Numeracy, Thinking Skills 

 
Facilities Supervisors oversee the staff responsible for routine maintenance and repairs in the Casino’s buildings 
and grounds. 
 

Typical Level & 
Most Complex 

How Facilities Supervisors use Essential Skills 

 
A. READING TEXT 

1-2 
3 
 

Facilities Supervisors read e-mails and memos and facilities technicians’ reports; study quotes 
from contractors; new equipment manuals; refer to Material Safety Data Sheets. 

B. USE OF DOCUMENTS  

1-2 
3 
 

Facilities Supervisors make staffing changes, verify payroll sheets, review the daily facilities 
checklist of routine tasks.  They maintain logs and/or binders on outside cleaning, snow clearing, 
salt and sanding.  They write Incident Reports, submit purchase requisitions; complete mileage 
reports; adjust schedule.   

C. WRITING  

1-2 
3 

Facilities Supervisors write e-mails and memos; write up plans for special projects; write 
employee evaluations; e-mails to other departments; compile a daily report summarizing all the 
daily events. 

D. NUMERACY  

1-3 Facilities Supervisors use numeracy skills often.  They refer to technicians for technical 
calculations.  The computer handles any routine formulas or equations. 

E. ORAL COMMUNICATION  

1-3 
 

Facilities Supervisors consult with facilities technicians, respond to calls from all departments, 
participate in meetings with staff and management; deal with complaints; meet daily with 
contractors. 

F. THINKING SKILLS  

1-3 
4 

Facilities Supervisors cover staffing needs; find fast solutions; decide on urgency and prioritize; 
decide appropriateness of overtime or contracted help.  They juggle routine work with special 
projects in a complex environment. 

G. WORKING WITH OTHERS 

1-3 Facilities Supervisors play a co-ordinating role.  They channel requests, distribute information, 
locate materials, and find the right person of the job.   

H. COMPUTER USE  

 Facilities Supervisors use e-mail; create spreadsheets; collect information, track functioning of air 
conditioning.  They may make use of some basic Computer Assisted Drawing functions. 

I. CONTINUOUS LEARNING 

 Facilities Supervisors learn to do their jobs by applying previous experience, during regular work 
activity, from co-workers, and through training offered in the workplace.  For example, through 
seminars offered by the organization. 

J. OTHER INFORMATION 

 Facilities Supervisors are strong, active, and agile.  They need good hand/eye co-ordination to 
operate tools and keyboards.  They are good listeners, open and approachable.    
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