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Job Description

Job Title:  HVAC/R Lab Instructional Coordinator	
Department: Trades & Industry
Division: Instruction	
Location: Parker Technical Education Center	
Reports To: Division Chair, Trades and Industry	
Pay Grade: P04	
FLSA Status: Exempt

SUMMARY
Under the direction of a tenured/tenure track instructor or assigned supervisor, performs instructional, technical, and clerical duties within the HVAC/R lab setting to support student learning and program operations. This position is at least 50% instructional.

Essential Duties and Responsibilities
This list includes but is not limited to the following:

· Instructs students as needed on installation and operation of heating, ventilation, and cooling equipment and processes.
· Assists students in developing troubleshooting procedures used in the HVAC/R industry.
· Tutors students individually or in small groups, reinforcing technique and instruction provided in lecture and lab sessions.
· Assists in preparing, administering, scoring, and recording student grades in a timely manner to the registrar or instructor.
· Organizes, categorizes, and orders all necessary supplies for lab instruction.
· Coordinates with faculty and staff to ensure that instructional materials and equipment are prepared and available.
· Supports faculty in the use of lab equipment for instructional purposes, ensuring effective student learning outcomes.
· Works with faculty to generate cost studies on a per student basis.
· [bookmark: _Hlk244508725]Coordinates with faculty, staff, and other campus entities to maintain schedules and optimize lab usage. 
· Serves as a liaison between the Workforce Training Center (WFTC), Kootenai Technical Education Campus (KTEC), and NIC credit programs to facilitate collaboration, shared lab usage, instructional activities, scheduling, and related communication.
· Coordinates with faculty to provide learning lab hands-on experiences to external groups.
· Trains and supervises lab assistants and work-study students as needed.
· Manages manuals and assists with troubleshooting and repairing equipment as needed.
· Maintains all equipment and makes recommendations for repair, replacement and/or purchase.
· Attends and participates in departmental meetings, advisory committee meetings, and other meetings with internal and external stakeholders, as appropriate. 
· Provides input for developing and maintaining policies and procedures for lab use and functionality.
· Oversees operation of the tool rooms and researches necessary parts and tools.
· Assists and guides students regarding safety and use of shop equipment.
· Engages with business and industry partners and vendors.
· Maintains a positive, helpful, and constructive attitude, fostering effective working relationships with supervisors, college staff, students, and the community.
· Depending on experience and ability, may be assigned additional instructional duties.

REQUIRED MINIMUM QUALIFICATIONS 
The following requirements represent the minimum qualifications necessary for an individual to satisfactorily perform each essential duty and be successful in the position. Reasonable accommodations may be made to enable individuals with disabilities to perform the duties. 

Education and Experience
[bookmark: _Hlk193371485]High school diploma or general education degree (GED) and four years of full-time equivalent HVAC/R industry experience. Prior teaching experience preferred.

Certificates, Licenses, Registrations
· A valid driver’s license is required
· A valid state journeyman’s certificate or the ability to obtain within two years of hire.

Knowledge, Skills and Abilities
· Knowledge of safety standards commonly used in the HVAC/R industry
· Ability to supervise students with an emphasis on safety
· Knowledge of personal computer and Microsoft Windows and office applications    
· Excellent oral and written communication skills
· Ability to create lessons related to HVAC content and conduct effective presentations for student learning        
· Ability to interpret documents and manuals
· Ability to apply basic mathematical skills                                                                                                                                                                                                                                                                                                                  

Physical Demands and Work Environment
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is frequently required to stand; walk; sit; use fingers and hands to keyboard or type, and to handle materials; reach with hands and/or arms and taste or smell. The employee is occasionally required to climb or balance and stoop, kneel, crouch, or crawl. The employee must occasionally lift and/or move up to 60 pounds. 

While performing the duties of this job, the employee is frequently exposed to fumes or airborne particles and outside weather conditions. The employee is occasionally exposed to wet and/or humid conditions; moving mechanical parts; toxic or caustic chemicals and risk of electrical shock and works with vibration causing tools or equipment. The noise level in the work environment is usually moderate and occasionally loud.
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