
GREGORY-PORTLAND INDEPENDENT SCHOOL DISTRICT 
JOB DESCRIPTION 

 
 

 
Job Title: HVAC and MEP Coordinator Wage/Hour Status:         Nonexempt 

Reports to: Director of Maintenance                     Administrative Pay Grade:   104 

Dept./School: Maintenance                                                       Date Revised:          01/31/25 

 

Primary Purpose: 

Organize and supervise maintenance, repair, and installation of HVAC systems and equipment, 
electrical and plumbing systems, services, and equipment for the district.  Maintain and provide for 
the safe condition and operation of all HVAC, electrical and plumbing fixtures and systems in district 
facilities.  Review HVAC Building Automation Systems on a regular basis to for the purpose of energy 
efficiency and to create work orders for systems that are not functioning properly. 
 

Qualifications: 

Education/Certification: 
High school diploma or GED 
Bachelor’s Degree, preferred 
Valid Texas driver’s license 
Environmental Protection Agency (EPA) Refrigerant Transition and Recovery/Certification, preferred 
Texas Department of Licensing and Regulation (TDLR) Air Conditioning and Refrigeration (ACR) 
Class A Mechanical Contractor License, preferred 
Texas Department of Licensing and Regulation (TDLR) Electrical License, preferred 
 
Special Knowledge/Skills: 
Specific knowledge of building repair and maintenance including electrical repair; heating, 
ventilation, and air conditioning 
Specific knowledge of electrical circuits and wiring and operating principles of motors 
Specific knowledge of National Electrical Code and local ordinances. 
Ability to independently operate and troubleshoot building automation systems “BAS” and HVAC 
controls.  The district currently utilizes BAS from Schneider Electric 
General knowledge of other crafts used in building repair and maintenance 
Ability to manage personnel 
Ability to read blueprints, schematics, and written reference material 
Preventative maintenance as needed to prevent major repairs in an emergency or downtime.  
Resource Management: Conservation of electricity and water. 
Effective planning and organizational skills 
 
Experience: 
8 years commercial maintenance or energy management, mechanical systems design, construction 
and/or maintenance experience, or closely related field 
Two years supervisory experience, preferred 
 



GPISD Job Description 
HVAC and MEP Coordinator 
 
Major Responsibilities and Duties: 

HVAC, Electrical and Plumbing Systems Maintenance and Repair  

1. Assign priority to work orders and process them. 

2. Estimate cost of repair projects including labor, materials, and other related costs. 

3. Assign all repairs to personnel and oversee completion. 

4. Initiate contract repair when work cannot be performed by district staff. 

5. Perform repairs and assist skilled workers to complete repairs as needed. 

6. Work cooperatively with principals and facilities managers to schedule and complete repairs. 

7. Schedule and ensure completion of preventive maintenance procedures for all HVAC equipment, 
including changing of filters and cleaning condensers and coils. 

Energy Management 

8. Analyze energy usage and conduct needs assessment for improvement of energy management 
procedures, equipment, and systems. Make recommendations for changes based on findings.  

9. Develop and implement control strategies in building automation software to increase energy 
efficiency of the HVAC and lighting systems.  

10. Work cooperatively with building principals and facilities directors to support use of school facilities 
for extracurricular activities in a manner consistent with energy management guidelines.  

11. Oversee the installation, repair, and modification of energy management equipment.   

Inspection 

12. Inspect all district buildings and facilities and initiate repairs as needed. The focus shall be on 
preventative maintenance. 

13. Conduct on-site inspection of repair projects. 

14. Monitor and inspect contract work. 

Safety 

15. Provide training and orientation to all skilled workers in safety procedures and proper use of tools and 
equipment. 

16. Operate tools and equipment according to established safety procedures. 

17. Ensure that equipment is in safe operating condition. 

18. Follow established safety procedures and techniques to perform job duties, including lifting, 
climbing, etc. 



GPISD Job Description 
HVAC and MEP Coordinator 
 
Inventory and Equipment 

19. Order tools, equipment, and supplies and maintain accurate records. 

20. Recommend replacement of existing equipment. 

21. Conduct annual inventory of physical equipment and supplies. 

Other 

22. Work irregular hours and respond to after-hours emergency calls as needed. 

23. Assist in the preparation of department budget. 

24. Assist in recruiting, screening, selection, training, and evaluation of maintenance employees. 

25. Follow District safety protocols and emergency procedures. 

26. Has regular in person attendance and complies with notification procedures for absences. 

27. Perform other duties as assigned. 

Supervisory Responsibilities: 

Supervise and evaluate the work of skilled maintenance workers, including plumber, electrician and 
HVAC technicians. 

Equipment Used: 

Hand and power tools, measuring devices, propane torch, forklift, trencher, backhoe. Light truck or 
van. 

Working Conditions: 

Mental Demands/Physical Demands/Environmental Factors: 
Frequent walking, standing, climbing, stooping, bending, kneeling, and reaching, heavy lifting and 
carrying. Ability to operate hand, power, and bench tools. Work in tiring and uncomfortable 
positions; outside and inside; on slippery or uneven walking surfaces; on ladders, and scaffolding; and 
around machinery with moving parts. Exposure to hot and cold temperatures, and excessive noises. 
Frequent districtwide travel. 
 

 
 
The foregoing statements describe the general purpose and responsibilities assigned to this job and are not an 
exhaustive list of all responsibilities and duties that may be assigned or skills that may be required.  
 
 
Received by: Date:  
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