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JOB TITLE:                         MAINTENANCE CONTRACT COORDINATOR 
 
             
JOB DESCRIPTION: 
 
 
This employee is responsible for the coordination of maintenance contracts for School Board facilities. This 
includes but is not limited to the preparation, administration, and coordination of contracts for outside 
contractors and vendors.  
 
Duties of this position include but are not limited to: 
 

1. Develops, prepares and administers contracts for maintenance projects at School Board facilities.  
2. Estimates maintenance projects and complex renovation projects. 
3. Organizes leads and controls contractors to maintain satisfactory facility operations.  
4. Evaluates contract bids and makes recommendations.  
5. Assists in the coordination of maintenance contractors, vendors, and in-house personnel on 

special or assigned projects.  
6. Assists in the department’s long-term planning and budget preparation.  
7. Performs other duties as assigned.  

 
REQUIRED QUALIFICATIONS: 
 

1. Knowledge of building systems (mechanical, electrical, structural, and site work), plans and 
specifications, contract and specification preparation, building trades, construction schedules, 
and construction/renovation estimating.  

2. At least 6 years experience in coordinating projects. 
3. Ability to provide clear, verbal and written instructions and reports.  
4. Ability to establish effective working relations with contractors, vendors, School Board 

employees, and the public.  
5. Proficient in computer skills using word processing and spreadsheet programs. Microsoft Word 

and Excel preferred.  
6. Ability to communicate effectively using speaking, hearing, writing, and vision skills.  
7. Ability to climb ladders and access all site and building areas.  
8. Two years experience in the preparation and administration of facility maintenance contracts and 

specifications.  
9. Must possess a valid driver’s license.  
10. Two year college degree or builders license or equivalent leadership experience in multiple trade 

project coordination. 
11. NICET Certification or completion of certification within one year of hiring 

DESIRED QUALIFICATIONS:  
 
1.   NICET Certified Level 3 (Electronics position) 

 2.   Bachelors degree from accredited university in engineering. 
3.   Verified experience may be substituted for education requirements.  

 
 


