
Forsyth County School System 
Position Description 

HVAC Technician 
 

DEPARTMENT:       Facilities and Operations  FLSA STATUS:              Non - Exempt 

REPORTS TO:   Lead HVAC Craftsman 
 

 RETIREMENT:             PSERS 
 

SALARY SCHEDULE:  Maintenance  
  

 DATE:                             7-31-15 

POSITION STATUS:    Non-Contracted   

 
SUMMARY:  Operates, maintains, and repairs heating, ventilation, air conditioning (HVAC) equipment. 
 
SUPERVISORY RESPONSIBILITIES:  Directs contract personnel as assigned. 
 
QUALIFICATIONS:  
Ability to follow verbal and written instructions quickly and accurately; ability to follow HVAC and refrigeration technical 
instructions and diagrams; knowledge of HVAC and refrigeration codes, procedures, materials and safety procedures.     
 
 

PERFORMANCE FUNCTIONS ESTIMATED 
FREQUENCY 

ESSENTIAL FUNCTIONS (Other Professional Duties May Be Assigned) 
Plans, repairs, and troubleshoots equipment in response to repair requests/complaints about HVAC projects 65% 
Maintains all tools related to the position 20% 
Withdraws and/or returns materials from stock 10% 
Maintains accurate and complete records of all jobs 5% 

 
  
KNOWLEDGE, SKILLS & ABILITIES: 
May require: 
Knowledge of principles and best practices relative to various types of HVAC and control systems 
 
Skill in effective verbal, written and interpersonal communication; supervision; problem solving; analytical thinking; and operation of 
hand and power tools 
 
Ability to use basic and job-related computer applications; organize and prioritize assignments; and manage multiple tasks 
simultaneously 
 
 
EDUCATION AND/OR EXPERIENCE: 
High school diploma or GED equivalent required.   Technical training preferred. 
Five years HVAC or similar demonstrated acceptable experience is required. 
 
 
CERTIFICATES, LICENSES, PERMITS:  
Valid Georgia Driver’s License, HVAC License and Boiler License (preferred but not required) 
 
 
ESSENTIAL FUNCTIONS: 

1. Work as directed on HVAC and refrigeration equipment safety and controls using accepted work procedures.  
a. Diagnose and repair malfunctioning HVAC and refrigeration equipment accurately. 
b. Maintain and regulate HVAC and refrigeration equipment accurately. 
c. Install HVAC and refrigeration equipment accurately. 
d. Assemble HVAC and refrigeration equipment accurately. 
e. To troubleshoot and repair DDC controls for HVAC systems. 

2. Assume responsibility for materials issued for working with HVAC and refrigeration equipment. 
a. Maintain and account for all tools, parts and equipment issued. 
b. Have ready access to all tools, parts and equipment issued. 



c. Set up and maintain truck inventory of repair parts required for the systems equipment.  Continuously monitor 
inventory levels and submit requests to replenish stock.  Responsible for inventory and maintaining replacement 
parts. 

3. Supervise contract personnel as assigned. 
a. Prioritize and perform work as assigned. 
b. Turn in daily completed work orders and time sheets to the Lead Craftsman at the end of each work day. 
c. Monitor and maintain safe work procedures to include lockout tag-out procedures. 
d. Monitor and maintain work according to system standards and all codes. 
e. Train local school personnel to maintain their equipment.  This includes PM specifications outlined by the original 

equipment manufacturer and minor repairs as well as the maintenance operations PM schedule.  Must stay current 
with ongoing training in modern building techniques and procedures. 

4. Work with other members of the Maintenance Operations. 
a. Assist the Lead Craftsman in the planning and efficient operation of the HVAC section. 
b. Coordinate with other Trade Craftsmen as necessary in completing assignments. 
c. Advise the Lead Craftsman concerning the efficient operation of the section. 

5. Work toward improving craftsmen skills and abilities. 
a. Service and repair different types and makes of new equipment as it is added to the system inventory. 
b. Receive training for repairing new equipment used throughout the HVAC section. 
c. Keep abreast of changing methods, codes, safety procedures and materials as applicable to HVAC and refrigeration. 

6. Cooperate with and maintain a good relationship with all other school system personnel. 
7. Flexible Work Schedule 

a. Work as assigned. 
8. Carries out all other duties as assigned by the Facilities Office and Lead Craftsman. 
9. Be subject to being called 24 hours a day 7 days a week. 
10. Be on the on-call schedule as assigned. 

 
 
 
PHYSICAL DEMANDS:      
While performing the duties of this job, the employee is required to stand, walk, negotiate stairs and ladders, reach with hands and 
arms, talk and hear, manipulate tools and small items with hands, operate typical office automation equipment and lift and transport up 
to 100 pounds over short distances.  Employee is required to operate a motor vehicle in performance of duties.  Specific vision 
abilities required by this job include:  close vision, distance vision and color vision.  The use of an iPAD for emailing and work order 
system, as well as conversing by telephone are required.  The employee may be subjected to a wide range of ambient temperature and 
humidity conditions while performing inspections under varying conditions including work in overhead and confined spaces.  
Potential hazards of this position include exposure to high-voltage electrical, heat and noise producing machinery and equipment, 
accessing elevated equipment using ladders or other lifting devices and exposure to chemicals and solvents.   
 
PERFORMANCE FACTORS: 
Very Heavy Work:  Exerting in excess of 100 pounds of force occasionally, and/or in excess of 50 pounds of force frequently, and/or 
in excess of 20 pounds of force constantly to move objects. 
Balancing:  Maintaining body equilibrium to prevent falling when walking, standing or crouching on narrow, slippery or erratically 
moving surfaces.   
Stooping:  Bending body downward and forward by bending spine at the waist. Requires full use of the lower extremities and back 
muscles. 
Kneeling:  Bending legs at knee to come to a rest on knee or knees. 
Crouching:  Bending the body downward and forward by bending leg and spine. 
Reaching:  Extending hand(s) and arm(s) in any direction. 
Standing:  Particularly for sustained periods of time. 
Fingering:  Picking, pinching, typing or otherwise working, primarily with fingers rather than with the whole hand or arm as in 
handling. 
Grasping:  Applying pressure to an object with the fingers and palm. 
Feeling:  Perceiving attributes of objects, such as size, shape, temperature or texture by touching with skin, particularly that of 
fingertips. 
Hearing:  Ability to receive detailed information through oral communication, and to make fine discrimination in sounds, such as 
when making fine adjustments on machined parts with or without correction. 
Vision:  The ability to perceive the nature of objects by the eye. Acuity (near and far vision), depth perception (three dimensional 
vision), accommodation (adjustment of lens to eye to bring an object into sharp focus), field of vision (area that can be seen up and 
down or to the right or left while eyes are fixed on a given point) and color vision (ability to distinguish and identify colors) are 
required factors. 
Repetitive Motions:  Substantial movements (motions) of the wrists, hands, and/or fingers. 



Interaction with Others:  Ability to maintain, on a regular and consistent basis, relationships that are not characterized by high levels 
of hostility, social withdrawal or failure to communicate.  Ability to be flexible relative to daily routines. Ability to demonstrate 
sensitivity to the differences among diverse populations. 
Concentration:  Ability to maintain workflow and thought processes in the presence of frequent distractions.  Ability to ignore 
irrelevant sights or sounds and intrusive thoughts or stimuli.  Ability to manage multiple tasks simultaneously with only few or no 
errors. 
Organizational Skills:  Ability to establish priorities; simultaneously manage multiple tasks; and deliver a quality work product by a 
designated deadline. 
Attention to Detail:  Ability to recognize errors or layout features that detract from the physical attractiveness or accuracy of a work 
product. 
Attendance and Dependability:  Ability to be depended on to report to work at the scheduled time and to seldom be absent from 
work.  Ability to complete work in a timely, accurate manner and to be conscientious about work performance. 
Environmental Factors:  
Hazardous physical conditions (mechanical parts, electrical currents, vibration, etc.) 
Atmospheric conditions (fumes, odors, dusts, gases, poor ventilation)  
Hazardous materials (chemicals, oil, etc) 
Inadequate lighting 
 

 
 
The above statements are intended to describe the general nature and level of work performed.  They are not intended to be construed 
as an exhaustive list of all responsibilities, duties, and skills required by incumbents in the position. 


	HVAC Technician

