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TITLE: W/R FACILITY MAINTENANCE COORDINATOR                                                                    GRADE:  406 

 

TITLE ABBREVIATION: W/R FAC MAINT COORD           EEO CODE:  7   CODE: W6871  
 

FLSA CODE:  HR   REVIEWED DIR HUMAN RESOURCES:                   DATE: 

                          

DIVISION:  WATER RESOURCES               DEPARTMENT:  WR FACILITIES MAINTENANCE 

 

SUPVR’S TITLE: W/R FAC MAINT SUPV   APPRVD CEO/GM:             DATE: 

 
 

SUMMARY OF RESPONSIBILITIES:  

 

Primary Duties: 

This class is responsible for coordinating and overseeing the maintenance activities associated with a Water/Wastewater 

Facility. Responsibilities include, but are not limited to, coordinating/planning/scheduling/directing/following up 

maintenance activities; prioritizing/researching/auditing/evaluating/making recommendations related to the 

preventive/predictive/reactive maintenance activities and programs; communicates daily with plant personnel to determine 

maintenance needs and provide information on planned projects; Co-ordinates with central maintenance to schedule routine 

and unplanned maintenance activities; works with central maintenance personnel to complete planned maintenance activities; 

evaluates plant equipment/systems related to preventative/predictive maintenance requirements; immediately responds to 

equipment/system failures in order to maintain the plant operations; participates in facility expansion planning and 

scheduling; co-ordinates on-site maintenance contracts including documentation of work and work performance; providing 

budget research and recommendations. 

 

Secondary Duties: 

This class is also responsible for performing administrative and maintenance activities independently or working in a team; 

performs complex mechanical and electrical repairs, including troubleshooting equipment such as: electrical 

switchgear/stand-by generators/pumps/motors/aerators/mixers/screens/clarification and other equipment; Maintains facility 

maintenance records including files, drawings, accounting records, etc.; oversees and documents the work being performed 

by the plant facility worker; planning/coordinating the purchasing of parts and equipment. 

 

Other Duties: 

Operates under general supervision of the W/R Maintenance Supervisor, leeway is allowed for the exercise of independent 

judgment in carrying out details of the work. Extended hours, on-call/call-back and weekend work may be required.  Work 

hours subject to change.  Driving/operating vehicles/equipment to perform work assignments/responsibilities. Performs 

related work as required. 
 

 

ESSENTIAL FUNCTIONS: 

 

1. Adheres to safety rules; operates and maintains assigned equipment safely/efficiently; no lost time accidents occur; 

 

2. Responds to customer’s (internal and/or external) concerns and complaints in a professional/timely manner; refers 

concerns/complaints to supervisor, when appropriate; maintains composure at all times; 

 

3. Assumes responsibility for personal productivity and quality of work; recognizes/communicates problems and 

suggests solutions to supervisor; 

 

4. Maintains 98%,or greater, attendance percentage average for four (4) quarters of performance review period; 

 
 



 

W/R FACILITY MAINTENANCE COORDINATOR: cont’d 

 

5. Carries out directions; follows through and completes assignments in acceptable time frames; applies technical and 

procedural know-how to get the job done in an acceptable manner; adjusts behavior for the effective use of time and 

resources; 

 

6. Effectively supports co-workers in establishing and achieving objectives while showing courtesy and respect 

towards others; 

 

7. Assumes responsibility for managing personal time/schedules/deadlines; advises supervisor of any conflict which 

may inhibit departmental/unit/section obligations; observes established rules/policies; 

 

8. Communicates ideas/information for improving production/procedures/cost control; 

 

9. Coordinates time off/time away from work site with immediate supervisor to minimize disruptions to the 

unit/crew/section/department; 

 

10. Takes initiative to accomplish goals; demonstrates ability to learn on the job; maintains appropriate skills for the 

position. 

 

EQUIPMENT OPERATED:  Generators, pumps, motors, aerators, computer, water/wastewater treatment instruments, 

complex electrical testing equipment, gauges/valves, micrometers, communication, and other equipment as required. 

 

FULL PERFORMANCE KNOWLEDGE, SKILLS, AND ABILITIES: Thorough knowledge of safety rules, regulations, 

and procedures; thorough knowledge of the equipment used in pumping/filtering/treating water/wastewater, and processing/ 

treatment/disposal of wastewater; thorough knowledge of supervisory concepts and practices; thorough knowledge of 

electrical and mechanical devices/equipment; thorough knowledge of methods/procedures/tools used in the 

maintenance/repair/calibration of equipment common to water/wastewater plants facilities; skill in troubleshooting and 

correcting/repairing equipment malfunctions; skill in the use/maintenance of hand/bench tools of the trade; ability to 

read/interpret schematics/drawings/blueprints/maps; ability to operate computers and applicable programs; ability to perform 

mathematical calculations; ability to research/plan/coordinate/schedule/project/prioritize work; ability to prepare/maintain 

accurate/detailed records; ability to follow oral/written instructions, and communicate both orally/writing; ability to develop 

and maintain effective working relationships with  all levels of employees. 

 

MINIMUM QUALIFICATIONS: (either) 

 

(A) Graduation from a two (2) year accredited university/college or technical institute with a degree/certification in 

engineering/electronic/electrical/mechanical technology or related field and a minimum of three (3) years of 

progressively responsible experience; OR 

(B) Graduation from high school or possession of a high school equivalency diploma and a minimum of seven (7) years 

of progressively responsible experience as defined in “A” above OR. 

(C) An equivalent combination of education, training, and experience as defined in “A” or “B above. 

 

SPECIAL REQUIREMENTS: Must possess/maintain a valid North Carolina Driver’s License.   

 

PHYSICAL REQUIREMENTS: Must be able to perform the essential functions of the position. 

 

SAFETY HAZARDS: Working in confined spaces, exposure to water borne pathogens, electric current, chemicals, dust, 

fumes, gases, loud noises, odors, and other hazards associated with working around water and raw wastewater. 

 

PROTECTIVE EQUIPMENT: As required in the Public Works Commission’s Safety Manual. 

 

 

 

 

 

 

 

 

 

EMPLOYER’S RIGHTS:  This job description is general and illustrative of the kind of duties required of this position.  It is not exhaustive and does not contain a detailed description of all the 

duties that may be assigned to the incumbent occupying this position. 
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