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JOB DESCRIPTION




Date Revised: October 2018
	Job Title: HVAC Mechanic 
	Classification Level: 6

	Department:  Facilities

	Reports to:  Facilities Operations Manager

	Directly Supervises: none
	FLSA Status:  Non-exempt, Full-Time, 12 Months


PRIMARY PURPOSE OF THIS JOB:
The position will provide the expertise and working knowledge required to operate and maintain the commercial campus HVAC systems to ensure a suitable living, learning, and working environment in all University facilities.  Under direct supervision, this position will operate, maintain, troubleshoot, and repair the heating, ventilating, and air conditioning equipment necessary for each building’s operation.
ESSENTIAL FUNCTIONS: (other duties may be assigned)
1. Operate, maintain, troubleshoot and perform repairs, modifications, replacements and installations on HVAC systems, heating systems, plumbing systems, and electrical systems and related equipment.  Adjust and calibrate equipment when necessary.  
2. Perform routine maintenance to ensure the ongoing functioning of large and small HVAC systems.  Maintain accurate documentation.  Inspect systems and their components for the purpose of evaluating condition, identifying necessary repairs and recommending preventative maintenance and/or upgrades.

3. Maintain and repair steam and hydronic boilers – both daily operations/repairs and preventative maintenance.  Make daily inspections of boilers and related equipment.  These duties include, but are not limited to, maintaining chemical pumps, ordering solar salt, ordering chemicals, collecting water samples, ordering repair parts.

4. Analyze, install, and maintain new or replacement HVAC control equipment and control logic for large HVAC systems. Troubleshoot pneumatic, electrical, and digital controls.

5. Utilize HVAC computerized control systems for troubleshooting and repair work.  
6. Routinely troubleshoot chillers, split units, roof top units, and refrigeration systems.

7. Provide technical expertise to agency inspectors and outside contractors to assist them in inspections and in understanding the operations of systems. Provide information by answering questions and requests and conveying knowledge of systems.
8. Fabricate equipment parts for the purpose of meeting specialty needs and/or replacing unavailable parts.

9. Estimate work materials necessary to maintains systems.  Maintain adequate supplies related to work orders, preventive maintenance, tools and equipment.
10. Maintain company vehicle, tools, and equipment.  Transport materials, tools, and equipment necessary for completion of duties.
11. Respond to emergency situations during or after hours.

12. Assist other trades and departments in the performance of day-to-day duties and responsibilities.

13. Follow safety policies and procedures.
RELATED DUTIES:
· Assist with water treatment of domestic, boiler, and closed loop systems when necessary.
· Confer with customers as necessary in performing assigned responsibilities.
· Help with snow removal on campus grounds.  Shovel snow from walks and driveways.  Use chemical ice melters, shovels, ice scrapers, etc.  Spread de-icing on passage ways to prevent ice buildup.

· Hours are flexible to accommodate needs. On-call procedure, evenings, and weekends as needed.

· Uphold and promote the Mission Philosophy of the University and the Sisters of Mercy.

· Preserve honesty and integrity in the professional affairs of the University; adhere to high standards of ethical practices and conduct.

REQUIREMENTS: (Equivalent combinations of education, licenses, certifications and/or experience may be considered)
Education

· Associate's degree/Vocational Diploma in HVAC Technology from an industry leader such as Trane, Carrier, York (minimum 500 hours) 
Experience

· Five years related experience and/or training in a mechanical or electrical trade 
· A minimum of 7 years of experience in HVAC maintenance and related equipment
· Experience in chiller maintenance/cooling towers up to 500-ton units (screw, centrifugal, and reciprocating types) preferred. 
· A minimum of 2 years’ experience working with Siemens and Tritium Building Automation Control Systems. 
Licenses/Certifications

· A current and valid PA driver’s license.
· Universal EPA Refrigerant Handling certification. This license number may be used for purchasing refrigerant on behalf of the University for on campus equipment.
Work-Related Knowledge

· General knowledge of electrical systems and electrical control circuits. 
· Working knowledge of practical application of basic electronics, pneumatics, and mechanics. 
· Familiarity of national and state building codes.

· Familiarity with refrigerant recovery and tracking/recordkeeping.
· Knowledge of web based building controls such as Siemens, NRG Systems, Johnson Controls.
· Ability to use computer-based monitoring and control devices in maintaining and troubleshooting HVAC systems.
· Ability to install, maintain and troubleshoot Frequency Drives and other PLC’s.
· Knowledge of Lock Out/Tag Out procedures and practices required by state and federal law.
· Ability to read work plans, blue prints and instruction/operation manuals.
· Ability to repair and/or replace building mechanical systems components, including programmable logic controls. 
· Knowledge of and proficiency in the use of all types of power tools and equipment.
KNOWLEDGE, SKILLS, AND ABILITIES typically required to perform the essential functions of this position.
Problem-Solving/Decision-Making Skills
· Identify problems, inform others, and provide information to assist with solving the problem.

· Identify problems, investigate the root-cause and make recommendations.
· Offer highest level of innovation and problem solving skills to influence overall efficiency, avoidance of lawsuits, improvements in productivity, outcomes, etc.
Verbal Communication Skills

· Use verbal skills to communicate with co-workers or customers.

Written Communication Skills

· Complete and maintain documentation/records to effectively convey ideas and information both in written and oral form.

· Create and maintain refrigerant documentation and uses and storage of refrigerants.
Math Skills
· Addition, subtraction, multiplication, division, percentages, ratios.  
Computer Skills: Required to successfully complete essential functions of the job.
· Web based building automation and controls such as Siemens, NRG Systems, Johnson Controls.
· Internet and email
· Microsoft Office
Tools & Equipment (Other than general office equipment):

· Hand tools (hammer, measuring devices, wrench, level, etc.)

· Power tools

· Motorized equipment

· Refrigerant recovery machines, vacuum pumps, torches, etc.
CONTACTS typically incurred while performing the essential functions of this position.
· Coworkers within the same department
· Coworkers in other departments

· Mid-management level employees

· Executive management level employees

· Board of Trustees

· Customers of the organization

· Members of the general public

· Employees of peer organizations

· Vendors/suppliers/service providers

· Government agency officials

MENTAL DEMANDS typically required to perform the essential functions of this position.
· Respond to Unpredictability – Appropriately adapt to a work schedule or job requirements that regularly change without notice or do not follow a set schedule.  Requires judgment to act in crisis situation.

· High Level of Record Keeping – Enter, transcribe, record, store or maintain information in written or electronic/magnetic form.  

· High Pressure for Results – Complete job duties in a timely and efficient manner under demanding working conditions.  Appropriate use of emotions; level-headed under pressure.

· Independent Judgment and Discretion - Accountable for comparing and evaluating possible course of conduct and acting/making a decision (without immediate director or supervision) after various solutions have been considered.  More than use of skill in applying well-established techniques, procedures or specific standards described in manuals or other sources.

· Organize and Prioritize – Organize information, processes and/or prioritize work to meet demands/deadlines.
· Manage Multiple Projects/Tasks – Work on multiple projects/tasks concurrently, in order to meet varied deadlines.  May work for multiple bosses.

· Respond to Angry/Upset Individuals – Appropriate respond to unpleasant, angry or anxious individuals as part of the job requirements.
· Read, Comprehend and Follow Instructions/Work Orders – Listen to and understand information and ideas presented through spoken or written form.
· Relate to Others – Regular day-to-day contact with internal/external customers.

PHYSICAL DEMANDS typically required to perform the essential functions of this position.
	CONSTANTLY

(more than 75% time on job)
	FREQUENTLY

(25 – 75% time on job)
	OCCASIONALLY

(up to 25% time on job)

	
	· Ability to stand

· Ability to walk

· Ability to sit

· Ability to lift up to 100 lbs.

· Ability to use both legs

· Ability to communicate orally

· Ability to hear conversation

· Ability to pull hand over hand

· Ability to climb stairs

· Ability to use legs/arms to climb

· Ability to balance

· Ability to stoop

· Ability to push 100 lbs.

· Ability to pull 100 lbs.

· Ability to kneel

· Ability to crawl

· Reaching at high or low level

· Repetitive finger movement

· Ability to use both hands

· Repetitive twisting or pressure involving the wrists or hands

· Ability to repeatedly bend

· Specific visual requirements

· Use of depth perception

· Use of color vision

· Ability to operate truck/motor vehicle

· Ability for rapid mental/muscular coordination simultaneously
	


WORKING CONDITIONS under which the essential functions of this position are typically performed.
	CONSTANTLY

(more than 75% time on job)
	FREQUENTLY

(25 – 75% time on job)
	OCCASIONALLY

(up to 25% time on job)

	
	· Requires work in a typical office setting

· Work outside

· Work outside and inside

· Work in heat between 90° - 100°

· Work in heat over 100°

· Work in cold below 55°

· Work in excessive or frequent temperature changes

· Work in wetness

· Work in dry atmospheric conditions

· Work in confined spaces

· Work at excessive heights

· Exposure to constant noise above 85dB

· Exposure to intermittent noise above 85dB

· Exposure to vibration

· Exposure to irritant or toxic fumes

· Exposure to dust (more than nuisance)

· Exposure to gases: refrigerants

· Exposure to chemicals

· Exposure to grease/oils

· Work with machinery with moving parts
· Work with moving vehicles
· Work with ladders/scaffolding

· Work below ground

· Work with hands in water

· Work alone

· Work weekly more than 40 hours

· Exposure to blood and bodily fluids
	· Exposure to lead

· Exposure to silica – asbestos

· Exposure to blood or bodily fluids

· Travel and/or overnight stays


PERSONAL PROTECTIVE EQUIPMENT typically required to perform the essential functions of this position.
	CONSTANTLY

(more than 75% time on job)
	FREQUENTLY

(25 – 75% time on job)
	OCCASIONALLY

(up to 25% time on job)

	· Appropriate clothing 
	· Safety footwear

· Body Protection

· Hearing Protection
	· Hard Hat





To perform this job successfully, an individual must be able to perform each essential function satisfactorily, with or without reasonable accommodation.  The list of requirements, duties, and responsibilities is not exhaustive but is representative of the current job.  The knowledge, skills and/or abilities listed are typically required to perform this job successfully.  Reasonable accommodations may be made to enable otherwise qualified individuals with disabilities to satisfactorily perform the essential functions.  Management reserves the right to revise the job description and to require that other tasks be performed when the circumstances of the job change (for example: emergencies, changes in personnel, workload, or technical development). 
I have read the above position description and understand the requirements set forth therein.  I acknowledge that I can perform the essential functions of this position with or without reasonable accommodation.

Employee’s Signature:






Date:


Supervisor’s Signature:






Date:


Human Resources Review 

Signature:






Date:
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