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JOB TITLE:      Apprentice Craftsman STATUS: Non-exempt

REPORTS TO:      MEP Supervisor TERMS: 261 days

DEPARTMENT:    Maintenance/Operations PAY GRADE:    303

PRIMARY PURPOSE:
Under the direct supervision of the MEP supervisor.  Provide assistance to the craftsman in the productive 
and effective daily operations of the department.

QUALIFICATIONS:
Education:
High school diploma/GED

Special knowledge/skills:
Ability to maintain valid Texas driver’s license
Knowledge of basic tools and equipment
Ability to communicate in English
Ability to work without direct supervision
Criminal history check

Experience:
Interest in maintenance trade
Must have mechanical aptitude

MAJOR RESPONSIBILITIES AND DUTIES:

1. Accept assigned instructions from craftsman he is assigned.

2. Install new filters as scheduled.

3. Inspect belts and adjust or replace as necessary.

4. Grease AHU motor bearings.

5. Clean and drain lines and pans.

6. Clean evaporated coils.

7. Comply with rules and procedures of the maintenance and operations department and the district.

8. Assist in organizing and maintaining shops, tools, equipment and vehicles.

9. Practice on-the-job safety.

10. Strive to develop quality skills for future use and promotion.

11. Accurate and consistent use of Time Clock Plus (TCP) and AESOP.

12. Perform other duties as assigned.
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MENTAL DEMANDS/PHYSICAL DEMANDS/ENVIRONMENTAL FACTORS:

Tools/Equipment Used: Small hand tools, power tools, and measuring tools; light truck or van
Posture: Small hand tools, power tools, and measuring tools; light truck or van
Motion: Frequent walking, climbing stairs/ladders/scaffolding, grasping/squeezing, wrist 
flexion/extension, and overhead reaching; frequent driving
Lifting: Heavy lifting and carrying (45 pounds and over) on a daily basis
Environment: Work outside and inside, on slippery or uneven walking surfaces; frequent exposure to 
extreme hot and cold temperatures, dust, toxic chemicals and materials, noise, vibration, and electrical 
hazards; work around machinery with moving parts; may work alone; regularly work irregular hours; 
occasional prolonged hours; frequent districtwide travel
Mental Demands: Maintain emotional control under stress

The foregoing statements describe the general purpose and responsibilities assigned to this job and are not an 
exhaustive list of all responsibilities, duties, and skills that may be required.

I have read and understand the responsibilities and duties required for this position as outlined above. I understand 
the duties and can perform all essential job functions listed above.

________________________________
Printed Name

________________________________
Signature

________________________________
Date


