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	Job Description


	Job Title:
	HVAC Lead Instructor
	Location:
	Workforce Training Center

	Department:
	Workforce Training
	Reports To: 
	Apprenticeship Manager

	Division: 
	Instruction 
	Pay Grade: 
	P5

	FLSA Status: 
	Exempt
	
	



SUMMARY
The HVAC Lead Instructor coordinates with the Apprenticeship Manager to lead the training activities for several sections of HVAC Apprenticeship courses, preparing students for the Journeyman examination. This position serves as a key team member to the Apprenticeship Manager in ensuring quality instruction, curriculum development, and classroom operations.

Essential Duties and Responsibilities
This list includes, but is not limited to the following: 
· Provides instruction and coordinates daily activities of the HVAC Apprenticeship program and related Continuing Education for the HVAC profession, delivering instruction that integrates both theory and practical application at industry standards. 
· Aligns curriculum and instructional activities with Journeyman testing requirements set by the Idaho Division of Occupational and Professional Licenses (DOPL).
· Follows and complies with state and national credentialing standards in preparing students for the Journeyman examination.
· Develops class schedules, syllabi, curriculum, teaching resources and related activities, including guest speakers, field trips and lab instruction.
· Supervises apprenticeship students in the lab. Identifies student needs and/or problems to the extent feasible and provides the necessary connection to appropriate resources for resolution. 
· Develops, prepares, and supervises the online instructional delivery method for the HVAC correspondence sections.
· Participates in student recruitment and serves on college committees as appropriate.
· Assists Apprenticeship Manager in cultivating effective public relations with various community and educational partners related to HVAC professions.
· Collaborates with the Apprenticeship Manager to design and implement new certifications based on HVAC specialties, test preparation courses, Continuing Education Units (CEUs), and other areas of program expansion.  
· Maintains and monitors the HVAC lab and ensures equipment and supplies are adequate for quality instruction.
· Coordinates with the Sr. Administrative Assistant on operational activities such as scheduling, coordinating, and facilitating apprenticeship activities which could include Canvas development and maintenance, and result reporting.
· Participates and assists in HVAC advisory board and instructor meetings. 
· Assists the Apprenticeship Manager in hiring instructors and performing instructor annual reviews.
· Participates in professional development activities and supports the apprenticeship adjunct instructor pool, including with orientation and mentorship as needed.
· Remains current of laws governing the HVAC trade in Idaho, Washington, Montana, and Oregon.
· Participates in recruitment, pre-apprenticeship, and ID CTE needs to advance HVAC apprenticeship in the state of Idaho.
· Maintains a positive, helpful, constructive attitude and work relationship with supervisor, college staff, students, and the community.

Marginal Duties 
· Available to work some evenings and weekends, as needed.
· Performs other duties as assigned.

REQUIRED MINIMUM QUALIFICATIONS 
The requirements listed below are representative of 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
Three years full-time equivalent experience as an HVAC Journeyman. Experience teaching live and/or online courses is preferred.

Certificates, Licenses, Registrations
Active Journeyman HVAC license in the State of Idaho required.
Ability to attain Quality Matters (APPQMR) certificate within six months of hire.

Knowledge, Skills and Abilities 
· Demonstrated knowledge of laws governing trades in Idaho and bordering states  
· Ability to conduct effective training and presentations
· Strong verbal and written communication skills
· Proficient skills using Microsoft Office applications 
· Ability to operate standard office equipment including phone, fax, copier

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

Physical requirements and environment are typical of those in a general office and classroom setting, but with extensive requirements to stand or otherwise engage in physical activity in an indoor setting.  Typically involves regular sitting, standing, walking, typing, moving, lifting objects up to 50 pounds and exposure to office lighting and, regular typing, etc.  Occasional exposure to chemicals and fumes.  A wide variety of standard office equipment is continually used, including phone, fax, copier, printer and computer. 
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