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TRADES FOREMAN 
Job Overview 
 
The job of the Maintenance Supply Coordinator was established for the purpose/s of providing support to the 
maintenance operations with specific responsibilities for placing orders (parts, equipment, supplies, vehicles) 
maintaining required inventory levels; ensuring that specifications, quantity and quality of received orders are 
correct; verifying stock and identifying losses; and maintaining an organized warehouse layout, ensuring that 
assignments are completed in a safe, proper and timely manner and directing assigned workers.  
 
This job reports to the Assistant Maintenance Director  
 
Essential Functions 

• Clean the warehouse for the purpose of maintaining a safe and sanitary work area.  
• Coordinates maintenance department vehicle preventative maintenance and repair activities for the 

purpose of ensuring that vehicles are maintained in a safe and effective working order and that they are 
available as needed.  

• Issues parts, equipment, tools, vehicle keys as assigned and/or requested for the purpose of meeting 
maintenance department staff needs and/or requirements in a timely manner.  

• Maintains a variety of manual and electronic files and records (e.g. loss, expenditures, history of 
utilization, budget expenditures, requisitions, vehicle repair logs, blueprints, etc.) for the purpose of 
documenting activities and/or providing reliable resource information.  

• Maintains and conducts physical inventories for the purpose of verifying stock and identifying losses.  
• Orders a wide variety of maintenance department parts, equipment, tools, supplies and vehicles for the 

purpose of maintaining inventory and ensuring availability of required items.  
• Performs minor and/or routine up keep and repair of maintenance department equipment and tools as 

needed for the purpose of ensuring that items are maintained in a safe and effective working order and 
are available to department staff when needed.  

• Processes order requests, documents, deliveries and/or materials logs for the purpose of disseminating 
information and/or ensuring that materials are accurately received by appropriate parties in a timely 
manner.  

• Receives stock and nonstock items for the purpose of ensuring specifications, quantity and quality of 
orders are correct.  

• Research discrepancies on orders and/or invoices (e.g. overages, shortages, duplicate deliveries, etc.) 
for the purpose of correcting errors and/or returning damaged/incorrect items to vendors.  

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

• Responds to inquiries from a variety of internal and external services for the purpose of providing 
information and/or direction regarding the invoices, billing, status of deliveries, etc. 

• Supports department administration and staff as needed and/or assigned for the purpose of maximizing 
the efficiency of the workforce and meeting department and District requirements. 

 
Other Functions 

• Performs other related duties as assigned for the purpose of ensuring the efficient and effective 
functioning of the work unit. 

 
Working Environment 
The usual  and  customary methods of performing the job's functions require the following physical demands: 
significant  lifting, carrying, pushing, and/or pulling; some climbing and balancing; frequent stooping, kneeling, 
crouching, and/or crawling;  and significant fine finger dexterity.  Generally, the job requires 15% sitting, 50% 
walking, and 35% standing. The job is performed  under minimal temperature variations and in a generally 
hazard free environment. 
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Qualifications 
Minimum experience: Job related experience is required. 
Minimum education: High School diploma or equivalent. 
 
 

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

Screening 
 Valid TN Driver’s license & evidence of 

insurability 
 

 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. 


