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Position Summary 
Under the general direction of the Buildings and Grounds Superintendent, Bureau of Facilities 
Management, this position is primarily responsible for the operation, inspection, minor repairs, and 
preventive maintenance of HVAC/Refrigeration systems and their related electric, pneumatic, electronic 
and computerized direct digital temperature controls within the assigned facilities. 
 
This position will perform systems analysis, maintenance and minor repairs on HVAC/Refrigeration 
equipment including but not limited to air handlers, air and water filtration systems, steam condensate 
tanks/pumps and traps, exhaust fans, humidification systems, chillers, circulating pumps, pneumatic, 
electric and Direct Digital (DDC) temperature controls, temperature control air compressors and 
refrigerated air driers, air cooled or water cooled condensers and evaporative cooling towers. 
 
This position will provide other maintenance or minor repairs on emergency generators, plumbing 
equipment/systems and lighting systems as well as collaborating with building occupants and Facility 
Managers with recommending, implementing and maintaining energy savings initiatives. 

 

This HVAC/Refrigeration Specialist Advanced position will serve the Department of Administration 
Building and the Department of Health Services Building in downtown Madison. This position may also 
be assigned to work at other buildings in the Madison area. 

 

Goals and Worker Activities: 
 

55% Perform maintenance, troubleshoot and repair on HVAC equipment as well as the electric, 
electronic, pneumatic and Direct Digital Control (DDC) systems. 

 
A1 Evaluate HVAC systems for proper operations, including testing and monitoring various 

controls and components for maximum operating efficiency. 
 
A2 Inspect, repair and perform maintenance on steam, chilled water and hot water systems 

including traps, circulating pumps, condensate pumps, control valves and coils. 
 
A3 Observe temperatures, humidity levels, pressures and air flow quantities, noting system 

performance in or out of normal ranges and initiate appropriate remediation efforts. 
 
A4 Perform diagnostics and repairs on a variety of HVAC equipment and controls. 
 
A5 Perform repairs and maintenance to electric motors, pumps, fans and ventilating 

equipment including bearing repairs or replacements. 
 
A6 Perform appropriate testing, treatment and maintenance of all closed and open loop 

chilled water and hot water systems. 
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A7 Perform maintenance and repairs on various types of ventilation and exhaust fans direct 
drive or belt driven.  

 
A8 Perform basic diagnostics and repairs on constant flow and variable flow air or water 

HVAC systems including variable frequency drives. 
 
A9 Replace air or water filters as necessary or as scheduled on respective HVAC equipment 

including packaged computer room a/c units, standard and built-up air handlers to ensure 
adequate and acceptable indoor air quality. 

 
A10 Respond to Indoor Air Quality complaints by investigating respective 

HVAC/Refrigeration equipment performance.  Perform analysis and testing deemed 
necessary and make required repair and adjustments. 

 
A11 Access and interpret Direct Digital Control (DDC) system performances and initiate 

adjustments and program changes in response to customer complaints and system 
malfunctions. 

 
A12 Identify and initiate appropriate actions to address seasonal needs for indoor air quality, 

freeze coil protection, cooling towers, heating and cooling system change over 
requirements. 

 
A13 Maintain and implement changes to building HVAC equipment lists, operational records, 

building construction plans, and respective temperature control plans as equipment 
changes or temperature control strategies are modified. 

 
A14 Respond to Indoor Air Quality complaints by investigating respective 

HVAC/Refrigeration equipment performance.  Perform analysis and testing deemed 
necessary and make required repair and adjustments. 

 
25% (B) Perform preventative maintenance and repairs on HVAC equipment and other 

facility equipment.  Utilize existing Computerized Maintenance Management 
System (CMMS) for respective work order processing. 

 
B1 Effectively utilize CMMS system to retrieve corrective and preventative maintenance 

work orders daily or as necessary or as requested by supervisor. 
 
B2 Through effective planning and execution, complete work orders in a timely fashion 

which includes ensuring all labor and materials are documented in the work order before 
submitting as completed. 

 
B3 Provide comments and/or additional data as necessary within the CMMS system or as 

deemed useful to future equipment or systems analysis. 
 
B4 Promptly consult with tenant contacts and/or supervision for work order clarifications. 
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B5 For preventative maintenance work orders, interject these work orders into your other 

daily work activities such as cyclical repairs or replacements, such that these are 
completed and reported upon within the timeframe allowed. 

 
B6 Report all necessary changes or modifications in equipment identification, preventative 

maintenance schedules and tasks to your supervisor. 
 
B7 Assist building management and other maintenance staff as necessary or requested in the 

operation of the CMMS system. 
 

10% (C) Provide technical assistance and advice to building management and building 
maintenance staff regarding proper operation of HVAC equipment. 

 
C1 When evaluating HVAC system components, provide technical assistance to building 

management as requested. 
 
C2 Provide appropriate testing and systems analysis data from various sources such as the 

DDC and CMMS systems as well as operational nuances noted, to building management 
and/or consultants. 

 
C3 Provide HVAC operational or maintenance training to other building maintenance staff 

as needed or requested. 
 
C4 Provide assistance to consultants and contractors in locating and servicing equipment for 

repairs or new construction or for their identification in future project scope of work. 
 

10% (D) Other miscellaneous duties as assigned 
 

D1 Practice excellent customer service by providing regularly scheduled communications 
with tenants regarding ongoing building and support system operations/performance 
issues and of your planned repairs or improvements or future projects. 

D2 Provide assistance to building management in verifying contract compliance for building 
maintenance services performed such as janitorial, snow removal, lawn care, etc. 

D3 Periodically recharge water softeners and maintain salt brine tanks. 

D4 Inspect and replace light bulbs and ballasts as required and ensure appropriate storage 
and recycling procedures are accomplished. 

D5 Perform scheduled minor maintenance on emergency generators and fire extinguishers 
and other building systems and components as requested. 

D6 Provide maintenance and repair services to plumbing systems as requested. 

D7 Perform other work assigned, which may include tasks not specifically enumerated 
above, necessary to meet the operational needs of the Bureau of Facility Management.. 
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Knowledge, Skills and Abilities – HVAC/Refrigeration Specialist 

1. Analytical skills necessary to diagnose and correct mechanical system failures in heating, 
ventilating and systems analysis. 

2. Knowledge and ability to use various types of HVAC testing equipment to support diagnostic 
analysis and the recording and documentation of data. 

3. Ability to read, understand and interpret MSDS and other hazardous warning documentation 
contained within equipment operating instructions and repair manuals. 

4. Ability to read, understand and interpret plans, specifications, operations and maintenance 
manuals and equipment temperature control drawings and sequences. 

5. Qualities of acceptable indoor air quality, providing diagnostic and corrective measures 
where necessary. 

6. Professional and strong interpersonal skills necessary to interact effectively with the public, 
contractors, customers, tenants, fellow DOA employees and management. 

7. Effective oral and written communications. 

8. Effective organizational skills. 

9. Computer skills including knowledge of Microsoft computer software packages. 

10. Basic mathematical skills, including addition, subtraction, multiplication and basic algebra 
necessary to complete HVAC work. 

11. Ability to keep accurate and organized records, as well as ability to manage work flow. 

 

 


