
OPERATIONS AND MAINTENANCE COORDINATOR 
 
The primary responsibility of the Operations and Maintenance Coordinator shall be to provide 
continuous supervision and the necessary expertise for all aspects of the physical school 
facilities. 
 
The Operations and Maintenance Coordinator shall adhere to established School Board policies 
and administrative regulations and is directly responsible to the Business Administrator. 
 
Responsibilities: 

 Assist in the recruitment, employment, assignment, transfer, promotion, demotion, and 
dismissal of maintenance and operations personnel. 

 Organize and implement an in-service program on the proper operation and 
maintenance of school facilities for departmental personnel. 

 Schedule work routines for maintenance and operations personnel. 
 Develop and manage the maintenance and operations budget. 
 Prepare bid specifications for items relating to maintenance and operations of all school 

facilities. 
 Authorize the purchase of necessary equipment and supplies required for the 

maintenance and operations of school facilities. 
 Design, organize, and implement a preventive maintenance program. 
 Plan district custodial services and assist with the evaluation of the daily performance of 

these services. 
 Prepare work schedules for maintenance personnel and make daily work assignments. 
 Supervise the overall maintenance and operation of all buildings and grounds including 

mechanical and electrical operating systems. 
 Conduct periodic inspection of all school facilities to insure fire and operational safety. 
 Supervise and inspect work performed by outside contractors and verify that the contract 

terms have been fulfilled. 
 Provide construction management and supervision for all district building programs. 
 Establish appropriate maintenance, ground keeping, and custodial requirements for 

each building. 
 Develop and maintain files for all building. These files should contain blueprints, plans, 

specifications, contracts, bids, and other pertinent information relative to building 
construction, maintenance, and operation. 

 Participate in a process of developing architectural and mechanical plans for renovations 
and new construction. 

 Provide environmental management and maintain proper records on environmental 
issues. 

 Management of district-wide Energy Management Program. 
 Perform any other duties as assigned by the Business Administrator. 


