
Job Code: 6198 Title: HVAC Mechanic III

Department: Facilities Management
  

Job Family Administrative Operations Job Sub-Family Facilities Management

FLSA Classification: NE Job Grade: 24

Grade Min: $47,513 Grade Mid: $60,579

UHD Succession Plan? N Criticality of Position:

Career Ladder: Pre-Defined Campus Security
Authority? N

Screening Committee? N Motor Vehicle Record
Check? N

JOB DESCRIPTION

BASIC POSITION INFORMATION

JOB SUMMARY

The HVAC Mechanic III is responsible for the efficient operation and maintenance of building automation systems, HVAC mechanical equipment, and
cleanliness of assigned facility property machinery areas. Operates and monitors Central Plant Building Controls and BAS Monitoring Systems. Leads
personnel directly assigned specific to HVAC duties.

DUTIES

• Performs all mechanical operations and preventive maintenance requirements of the HVAC systems in campus building(s). Maintains 
boilers, chillers, pumps, air handler units, fan coil units, direct digital and pneumatic control, lighting scheduling, etc. 
• Monitors and adjusts all mechanical/pneumatic equipment, control gauges, distributor panels, valves, thermostats, diffusers and other 
equipment necessary to provide a thermally comfortable environment for the building occupancy populations. Long term projects will 
require directed and supervised project management skills
• Operates and monitors central plant equipment, HVAC equipment and alarms via computers at various sites. Maintains uniform building 
operating procedures at each site. Responds to and take action on critical alarms. Makes rounds to check equipment and maintains a log of
electrical/temperature measurements
• Assists and/or coordinates scheduled equipment repairs or work, including those requiring a contractor. Notifies supervisor of any 
equipment problems and reviews work orders for corrective action. Enters current and historical maintenance records and data.
• Provides building access after normal business hours as required. Assists in training new HVAC technicians. Rotates from sites to 
maintain familiarity with both central plants and supporting building systems and Building Automation Systems.
• May be only maintenance staff member on duty during certain shifts; may be required to work extended periods of time without relief 
when responding to priority/emergency situations (including overtime type assignments); may require work and/or on call duties

MARGINAL DUTIES

• Occasional driving or operation of University vehicle
• On call 24 hours a day for all HVAC related incidents
• Performs all duties as assigned

SUPERVISORY RESPONSIBILITIES

Direct Reports: Supervises full time employees

Delegation of Work: Regularly assigns work to subordinate(s)

Supervision Given: Provides recommendations on hiring new employees; on coaching and counseling; on training; and on granting time off

QUALIFICATIONS

Required Education: Minimum of 60 hours of completed college course work or technical school certificate



Required Experience: Minimum of 10 (ten) years experience in commercial buildings with HVAC mechanical equipment and building 
automation systems.

License/Certification: Texas Air Conditioning and Refrigeration License (Class A or B) 
Possess and maintain a valid driver's license with good driving record

PREFERRED QUALIFICATIONS

Minimum 15 years of experience

KNOWLEDGE, SKILLS, AND ABILITIES

Knowledge: • Knowledge of trends, issues, and accepted practices relevant to the position

Skills: • Candidates must have strong analytical and problem solving skills, as well as excellent interpersonal and 
communication skills

Abilities: • Ability to effectively communicate with a wide range of individuals and constituencies in a diverse community

WORK LOCATION AND PHYSICAL DEMANDS

Primary Work Location: Campus wide locations as inside, outside, wet, cold, hot, hazards, noises, fumes, smoke and conditions. Can travel off
campus.

Physical Demands: Lifting up to 50 lbs 20% of the time

80% of the time a combination of the described: Standing, walking, sitting, lifting, carrying, pushing, pulling, climbing,
balancing, stooping, kneeling, crouching, hearing, seeing, bending.

Position Specific Competencies

Title and Definition

Commitment to Excellence - UHD
* Demonstrates a commitment to competently perform his/her job duties and responsibilities within established time frames. * Continuously strives to
improve work performance. * Accepts responsibility for his/her commitments to the university. * Contributes to the success of the university by
consistently providing quality results in the performance of his/her job duties and responsibilities.

Integrity
* Demonstrates high ethical standards of conduct in the performance of his/her job duties and responsibilities. * Accepts responsibility for his/her
actions. * Respects and complies with department and university policies, procedures, and work rules.

Respect and Cooperation
* Treats others with courtesy, respect, and dignity in the workplace. * Promotes cooperation through open and honest communications and
consideration of others ideas, thoughts, and opinions.

Dependability
* Takes responsibility to accomplish job assignments within reasonable deadlines. * Willing to accept new projects and/or commitments. * Does due
diligence to complete projects within specified timeframes and/or fulfill commitments. * Arrives to work on time prepared and ready to contribute.

Proficiency
* Possesses required job skills and knowledge. * Demonstrates the ability to apply those skills and knowledge to competently perform his/her job duties
and assignments.

Flexibility
* Willingly adjusts to changing work assignments or conditions. * Open to changes in operational procedures, technology, and/or organizational
structure. * Views changes as opportunities for learning and professional development. * Displays a positive attitude to encourage others. * Promptly
responds to changes in work priorities and/or unexpected circumstances or situations.

Communicates Effectively
* Communicates clearly, concisely, and with courtesy. * Carefully listens to customer or thoroughly reads correspondence, and uses good judgment to
respond appropriately. (Customers can be students, external constituents, employees, or university guests.) * Communicates requests for further
action or resources to appropriate individuals with tact.

Work Leadership
* Leads the work of assigned staff. * Assigns projects and tasks with clear instructions and understanding of work to be performed. * Mentors and
guides by sharing expertise, knowledge of work rules and procedures, and best practices. * Follows up to ensure tasks and projects are completed



within reasonable timeframes.

Decision Making
* Demonstrates the ability to make informed decisions in a timely manner. * Assimilates and/or secures relevant information to assess the risks and
benefits of alternatives. * Considers impact of decision in the long and short term.

Computer/Automated System Proficiency
* Proficient in the use of university applications or automated systems to perform job duties. * Complies with related policies, procedures, and work
rules to maintain system security and data integrity.

Equipment Operation
* Demonstrates the essential skills required to use equipment and tools needed to perform job duties and responsibilities. * Follows maintenance and
operation procedures and safety rules to minimize equipment malfunctions and prevent personal injuries.

This job description may not encompass all duties and responsibilities associated with the position.


