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FILTER TECHNICIAN 
Job Overview 
 
The job the Filter Technician was established for the purpose(s) of providing routine HVAC maintenance 
services with specific responsibility for cleaning, greasing, replacing belts and filters, etc.; assisting other 
maintenance workers; and ensuring that tools and materials are available at job site. 
 
This job reports to the HAVC Trades Foreman.  
 
Essential Functions 
 

• Maintains the highest quality of indoor air quality (IAQ) in District facilities. Evaluates and implements 
changes to the air filter maintenance program to accommodate students and staff with IAQ 
sensitivities. 

• Cleans air conditioning and heating units (e.g. coils; condensation pans; drain lines; cooling towers; 
etc.) for the purpose of ensuring units are operating correctly and within safety guidelines. 

• Coordinates with assigned foreman and/or other maintenance staff for the purpose of completing 
projects and work orders efficiently. 

• Diagnose causes of minor problems in heating/air conditioning systems for the purpose of identifying 
equipment and/or systems repair and/or replacement needs. 

• Inform personnel regarding procedures and/or status of work orders to provide information for the 
purpose of making decisions, taking appropriate action and/or complying with building and safety 
regulations. 

• Maintains vehicles, tools and equipment for the purpose of ensuring availability in safe operating 
conditions. 

• Monitors HVAC systems and their components (e.g. heating units; building exhaust fans; ventilation 
units; etc.) for the purpose of evaluating condition, identifying necessary repairs and recommending 
preventative maintenance. 

• Participates in meetings, workshops, training, and seminars, as assigned for the purpose of conveying 
and/or gathering information required to perform job functions. 

• Perform routine and preventative maintenance for the purpose of ensuring the ongoing functioning of 
HVAC system and changing air filters in all facilities quarterly. 

• Prepare written materials (e.g. maintenance reports; activity logs; etc.) for the purpose of documenting 
activities and/or conveying information. 

• Replaces filters, belts, etc. for the purpose of ensuring that HVAC equipment is maintained and in 
proper working order. 

• Requests filters and other related supplies to maintain inventory and updates air filter inventory with 
the required air filters for the purpose of ensuring availability of items required to complete the 
necessary preventative maintenance. 

• Responds to emergency situations during or after hours for the purpose of resolving immediate safety 
concerns. 

• Transports a variety of tools, equipment and supplies for the purpose of ensuring the availability of 
materials required at the job site. 

 
 
Other Functions 
Performs other related duties as assigned for the purpose of ensuring the efficient and effective functioning of 
the work unit. 
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Working Environment 
 
The usual and customary methods of performing the job's functions require the following physical demands: 
some lifting, carrying, pushing, and/or pulling; some stooping, kneeling, crouching, and/or crawling; and 
significant fine  finger dexterity. Generally, the job requires 10% sitting, 60% walking, and 30% standing. 
 
 
 
Qualifications 
 
Minimum experience: Job related experience is desired. 
 
Minimum education: High School Diploma or equivalent. 
 
 
 

Required Testing:  Required Certificates and/or Licenses:  FLSA Status: 
Pre-Employment Drug & Alcohol 

Screening  
 

 None Specified 
 

 Non-Exempt 

Continuing Education/Training:  Clearances:  Employee Type: 
None Specified  Criminal Justice Fingerprint/Background 

Clearance 
 Classified 

 
 

 
Pursuant to the Williamson County Board of Education’s policy of non-discrimination, Williamson County Schools does not 
discriminate on the basis of race, color, religion, age, sex, national origin, disability status, genetic information, protected 
veteran status, or any other characteristic protected by federal, state or local laws in its policies, or in the admission of, 

access to, treatment, or employment in its programs, services, or activities. 


