
Position Description: Heating, Ventilation and Air 

Conditioning (HVAC) Technician 

 

 Basic Function of Position: 

The position reports directly to the Building Engineer Supervisor.  The position holder is 

employed as a Heating, Ventilation, and Air Conditioning (HVAC) Technician to accomplish 

skilled maintenance and repair work at the journeyman HVAC technician level, to International 

Building Code (IBC) standards, throughout all facilities on the New Embassy Compound to 

include office buildings, out buildings, ancillary structures, and residential owned/leased 

properties. 

 Major Duties and Responsibilities: 

Employed as an HVAC Technician to carry out skilled maintenance and repair work at the 

journeyman level, to IBC standards, throughout the NEC to include office buildings, out 

buildings, ancillary structures, and residential owned/leased properties. 

A. Operations Support - 50% 

1. Performs hands-on installation and repairs to the HVAC and other building mechanical 

systems.  Work includes, but is not limited to, chillers, large central air handling units, 

packaged A/C units, filtration cabinets and compartments, fan coil units, variable air volume 

(VAV) units, supply and return HVAC ductwork, fresh air intake systems, evaporator coils, 

reheat coils,   condensing units, humidifiers, manual and motorized valves, chilled water 

piping, circulation pumps, condensate pumps, damper motors, gravity and motorized dampers, 

variable frequency drive (VFD) and other controllers, actuators, and HVAC water treatment 

systems and other HVAC components and control devices. Ensures that all assigned repairs 

are accomplished promptly and completely, using the manufacturers recommended repair or 

replacement requirements parts, and meeting International Building Code 

standards/requirements for installation methods and serviceability.   

2. Performs preventive maintenance on the HVAC system and all related components to maintain 

system operation and reliability within the designed parameters, and to ensure uninterrupted 

and continuous air supply to critical facilities, equipment and systems.  Uses Reliability 

Centered Maintenance (RCM) techniques to determine system reliability, schedule equipment 

shut downs for preventive maintenance, and to predict when equipment and/or systems will 

need to be replaced.  Responds to scheduled, unscheduled and preventive maintenance work 

orders generated by the Computerized Maintenance Management System (CMMS) and 

completes assigned work orders within the time standards set by the Collaborative 

Management Initiative (CMI). 

3. Inspects, tests, evaluates, calibrates and updates HVAC System components to improve 

reliability and to assure dependability, safe operation, and ASHRAE and OBO compliance.  

Inspects facilities (including houses, temporary trailers, office buildings, etc.); equipment (e.g. 

AHU’s, packaged A/C units, fan coil units, condensing units, and exhaust fans etc.); systems 



(e.g. mechanical and plumbing as it relates to HVAC, etc.); and work of vendors to determine 

condition of facilities, safe operation of equipment, quality and safety of work being performed 

and/or recently completed, and scheduled maintenance.  Provides routine inspections on all 

systems, as specified by manufacturer requirements, and equipment operations and 

maintenance (O&M) manuals, and advises the Senior Facility Manager and Supervising 

Engineer in writing of the system or equipment’s condition, and existing or potential problems 

that need to be addressed, and recommendations to bring systems or equipment back to the 

manufacturers recommended operating parameters. 

4. Removes, relocates, repairs, installs and tests HVAC equipment and components (e.g. VAV 

mixing boxes, filters, ductwork, dampers and damper motors, conveyance systems, etc.) to 

maintain occupant comfort and equipment functionality in buildings and structures.  Restores 

the operation of non-functioning equipment to the manufacturers recommended operating 

parameters.   

5. Orders and stocks  HVAC supplies, materials, and replacement parts (e.g. motors, wiring, 

controllers and mounting hardware, tools, other mechanical parts, and cooling tower chemicals 

etc.) to replace materials consumed and to assure their availability for future assigned projects, 

scheduled maintenance, and emergency responses. 

6. Ensures proper use of time, tools, materials and parts and provides labor and material data on 

all completed scheduled and unscheduled work orders and maintenance task so the Work 

Control Clerk can perform accurate data entry and close the work order in the CMMS program. 

7. Responds to 24-hour emergency calls during off-duty hours when critical systems have 

stopped functioning, or there is an imminent threat to the life safety of personnel, or structure 

integrity. 

B. Maintenance and Project Support - 40% 

1. Maintains all HVAC systems and components; drafts and submits reports to the Facility 

Manager (FM) and/or Mechanical Engineer detailing operational efficiency of systems, 

equipment, and critical components.   Reports consist of  supply and return air temperature, 

chilled water supply and return temperatures, building pressurization, key performance 

indicators (KPI) such as vibration analysis and bearing temperature,  historical data vs current 

conditions, and  system performance vs the manufacturer’s requirements and operating 

parameters.  Receives reports and maintenance logs generated by the BASET and HVAC 

Controls Technician to act upon and enhance each systems performance.  Provides contractor’s 

with design information for proposed renovation or new construction work and assists Facility 

Management Locally Employed (LE) Staff in the performance of in-house projects. 

2. Assists in the preparation of Statements of Work (SOW) and other construction documents for 

repairs, new construction and renovation work.  Assistance includes obtaining 

telephone/written estimates and quotes for materials and equipment needed to facilitate repairs 

and the completion of assigned job/tasks.  Monitors the contractors work to ensure they are 

providing products and services per the terms and conditions of the contract.  Assists in 

developing punch lists, testing, and inspections as required to ensure acceptable quality in both 

services and construction work, and assists Facility Management LE staff in the performance 

of in-house projects. 



3. Assists in providing guidance and training to other Facility Management LE Staff and 

vendors/contractors in the correct operation of equipment, proper use of diagnostic devices to 

inspect and test materials used to complete required maintenance activities, general operations, 

and future expansion projects. 

4. Assists in the development and implementation of a comprehensive preventive maintenance 

program for HVAC building systems, equipment and associated components and controllers 

when new structures or equipment are brought on line, or re-commissioned after being 

overhauled.   

C.  Logistic Support - 10% 

1. Contributes to the safety program managed by the POSHO.    Ensures work does not present a 

safety or health problem or risk of injury to workers, other employees, or visitors.  Is vigilant 

in addressing workplace safety issues. 

2. Remains current on job specific expertise through various sources (e.g. on line distance 

learning courses, trade publications, trade shows, vendor communication, etc.) to keep abreast 

of the latest technological developments and products to improve system and equipment 

reliability. 

3. Collateral duty assignments will be at the discretion of the Building Engineer Supervisor or 

the Facility Manager.  Tasks could include the following: Additional mechanic duties, 

Assistant POSHO, assist Government Technical Monitor (GTM) on Post managed projects, 

and/or vendor/contractor escort.  Participates in Facility Management LE Staff training 

programs sponsored by DOS, manufacturers, and private vendors. 


