
PROGRAM COORDINATOR (BUILDING OPERATIONS) 
  

DISTINGUISHING FEATURES OF THE CLASS: Under the general direction of the 
Superintendent of Buildings, an incumbent of this position is responsible for the 
management, operation, and maintenance of the heating, ventilating and air-conditioning 
(HVAC) system, thermal boiler system and chilled water system for the Department of 
Public Works. The incumbent monitors these systems utilizing the building environment 
software and direct digital controls across multiple sites and within County owned 
buildings in order to optimize use and reduce the cost of operations. There is substantial 
responsibility for service to other departments in facilitating changes to the building 
environment.  Supervision is exercised over a large number of technical and skilled 
employees.  Does related work as required.   

EXAMPLES OF WORK:  (Illustrative Only) 

Plans, directs and supervises HVAC maintenance and repair projects necessary to 
efficiently service County owned and operated buildings;   

Monitors the HVAC system, thermal boiler system and chilled water system via the direct 
digital controls software;   

Troubleshoots and maintains complex computer-operated direct digital control (DDC), 
energy management control systems, and related software programs, to include 
programmable microprocessors, central processing units with multiple analog and digital 
inputs and outputs, transducers, thermistors, and Volume Control Dampers (VCD); 

Troubleshoots, calibrates, and maintains complex pneumatic control systems, to include 
components such as receiver controllers, signal selectors, pneumatic reversing relays, 
temperature transmitters, direct and reverse acting pneumatic thermostats, pneumatic 
electric switches and electric pneumatic switches; 

Inspects facilities regularly to ensure work quality and to determine need for preventative 
maintenance; 

Creates, issues and closes work orders for minor adjustments to HVAC system; 

Prepares work schedules, assigns work orders, and gives instructions; 

Plans the work of the maintenance staff to meet maintenance and repair needs;   

Develops procedures to ensure work quality, progress, to establish priorities, etc.;    

Evaluates and plans the need for outside mechanical contractors;   

Oversees the work of contractors performing maintenance on facilities and approves 
payment;   

Negotiates service contracts when necessary; 

Requisitions supplies and equipment; 
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EXAMPLES OF WORK:  (Illustrative Only) (continued) 

Determines budget needs and submits requests to higher administrative authority; 

Participates in preparing section budget, making recommendations on projects, 
equipment, staff, etc.; 

Works closely with other Department representatives to assure maximum services 
efficiency;   
  
Maintains records and prepares reports as required;   
  
Supervises employee training on computer based building management systems; 

Prepares rough plans and specifications for minor building alterations and supervises 
their execution;   

Uses computer applications or other automated systems such as spreadsheets, word 
processing, calendar, e-mail and database software in performing work assignments; 

May perform other incidental tasks, as needed. 

REQUIRED KNOWLEDGE, SKILLS, ABILITIES AND ATTRIBUTES: Thorough 
knowledge of the tools, processes, terminology and techniques associated with heating, 
ventilating and air-conditioning equipment repair, maintenance and installation work; 
thorough knowledge of the tools, processes, terminology and techniques associated with 
thermal boilers and chilled water systems repair, maintenance and installation work; 
thorough knowledge of HVAC accident and safety precautions; thorough knowledge of 
codes that apply to HVAC repair, maintenance and installation work; thorough 
knowledge of the processes, terminology and techniques associated with operation of 
building environment software systems and direct digital controls; good knowledge of 
supervisory techniques and practices; ability to work effectively with supervisory and 
executive personnel in carrying out the duties of the position; ability to lay out and plan a 
mechanical repair or installation job in a most economical and satisfactory manner; 
ability to read, write, speak, understand, and communicate in English sufficiently to 
perform the essential duties of the position; ability to use computer applications such as 
spreadsheets, word processing, e-mail and database software; resourcefulness and 
imagination in meeting new and unusual mechanical repair problems; initiative in 
seeking new and improved work methods; physical strength and agility; physical 
condition commensurate with the demands of the position. 

MINIMUM ACCEPTABLE TRAINING AND EXPERIENCE: High school, trade school or 
equivalency diploma and eight years experience where the primary function of the 
position was in HVAC repair and maintenance, four of which must have involved the use 
of direct digital controls and/or a building environment software system and two years of 
which must have been at a supervisory level. 
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SUBSTITUTION: College* education in the fields of Engineering, Technology or 
Facilities Management may be substituted at the rate of 30 credit hours for one year of 
general experience up to a maximum of four years. There is no substitution for the four 
years of specialized experience or the two years of supervisory experience.   

SPECIAL REQUIREMENT: Possession of driver’s license valid for operating a motor 
vehicle in New York State. Depending on work assignment, may be required to possess 
a CDL license.   

NOTE: Unless otherwise noted, only experience gained after attaining the minimum 
education level indicated in the minimum qualifications will be considered in evaluating 
experience.   

West. Co. Job Class Code: C3228 
J. C.:  Competitive Job Group:  XIII   
SAS5 
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