
 

 
Building Maintenance Technician 
#03192 
City of Virginia Beach – Job Description 
Date of Last Revision: 11-10-2020 

FLSA Status:  Non-Exempt Pay Plan:  General Grade:  19 
 
City of Virginia Beach Organizational Mission & Values 
The City of Virginia Beach exists to enhance the economic, educational, social and physical quality of the 
community and provide sustainable municipal services which are valued by its citizens. The City of 
Virginia Beach organization is based upon a belief in the democratic process of government. This belief 
provides meaningful ways for citizens, reflecting the diversity of our City, to contribute to the development 
of public policy. This process is enhanced by organizational values which guide member performance 
within the Virginia Beach Quality Service System. These Values define our desired organizational culture.  
We value quality customer service; teamwork; leadership and learning; integrity; commitment; and 
inclusion and diversity. 
 
Class Summary 
Coordinate the management and supervision of all levels of responsibility in the operation of a building 
used by the City, consisting of maintenance and repairs, custodial services, grounds maintenance, dining 
facility, security, HVAC systems, and other related activities; work cooperatively with other units, other 
department divisions, and other city departments. 
  
Representative Work Functions and Responsibilities 
Responsible for the maintenance, system operation, and general condition of a building, adjacent living 

facilities, and its equipment in alignment with the operations and maintenance contracts.   

Develop and monitor a comprehensive preventative maintenance program for the facility, systems, 

finishes, fixtures, equipment, and grounds involving the skills of numerous trades including carpenters, 

painters, plumbers, electrical technicians, heating and air conditioning technicians, with the contractor.  

Use a computerized maintenance management system to generate and track work orders and maintain 

records of all maintenance activity.  

Ensure contractors with City contracts at the building are maintaining and monitoring equipment 

warranties.  Ensure operations and maintenance manuals are maintained current.  

Ensure proper and safe operation of facility systems, equipment, and tools.  

Perform regular inspections of the facility, equipment, and systems. Schedule and conduct emergency 

evacuation drills.  

Coordinate contractual maintenance services and assist in the development of contract specifications.  

Coordinate maintenance activity with event schedules and provide special event support as requested. 

Coordinate maintenance activity and work cooperatively with the other departments occupying the 

facility.  

Issue instructions, notices, procedures, and other guidelines to implement policies as directed by the 
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division administrator and leadership.  

Review work orders to determine priority and after work is completed review to determine if the work was 

performed correctly and efficiently; review quality and quantity of work performed by means of progress 

reports and inspections of on-site conditions to ensure the best results and highest productivity of the 

division’s overall operation.  

Act as liaison between division and Building Maintenance and other departments as required for 

successful completion of special projects and requests.  

Work with the Administrator, department accountant, and development officer to 

ensure contract requirements, expenditures, draws, etc. are carried out as required.  

Ensure the maintenance of all required records and documents to support contract requirements.   

Tactfully and promptly respond to community inquires for facility and services information.   

Compile data to prepare monthly and annual statistical reports on program progress.  

Coordinate security, grounds and landscape maintenance; coordinate access to the building for 

contractors, staff, volunteers, and client 

Perform other job duties requiring skills, knowledge and physical requirements as demanded by those 
duties described or less. Individual assignments will be determined by the supervisor based on then 
current workloads and department needs. 

 
Performance Standards 
Lead an efficient maintenance program that delivers quality consistent operations and customer service; 

the facilities, equipment, and systems operate correctly and as needed for all activities and events; 

maintenance activity is well-documented and recorded using a computerized 

maintenance management system, and data and reports are used to monitor and improve performance; 

HVAC system is well-operated with consideration to staff and customer comfort; maintenance activities 

are performed with minimal impact to event activity; workplace safety standards are well communicated 

and followed by all staff; maintenance inventory and contracts are efficiently maintained; and safety, 

security, and emergency plans are well developed, documented, and executed.  Identify problem areas 

and effectively deal with the problems.  Effectively communicate both verbally and in writing with 

staff, contractors and subcontractors.  Prepare and submit reports in an accurate and timely manner.  

Respond to community inquiries, complaints and concerns tactfully and effectively; accurately and 

diplomatically respond to requests for information about the facility and services.  

Minimum Qualifications 
High school or GED plus four (4) years’ experience in the field of building construction and maintenance 
in such positions as facility maintenance; or any equivalent combination of experience and training which 
provides the  required knowledge, skills and abilities. 

 
Special Requirements 
All employees may be expected to work hours in excess of their normally scheduled hours in response to 
short-term department needs and/or City-wide emergencies. 
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This position may require that incumbents wear and maintain appropriate personal protective equipment 
such as, but not limited to, safety vest, safety glasses, gloves, hearing protections, hard hat, steel toed 
shoes, fall protection or other designated safety attire and equipment in designated areas of risk. Specific 
requirements will be determined and communicated by the employee’s supervisor based on position 
assigned. 
 
Position is a safety sensitive and subject to mandatory drug testing. Positive drug test results may result 
in counseling and/or discipline, up to and including, termination. 
 
Successful completion of a pre-employment physical. 
 
Some positions within this class have been designated as Alpha I positions requiring employees to work 
during inclement weather, regardless of the City’s operational status. 
 
Knowledge-Skills-Abilities Required to Perform Satisfactorily 
A. Knowledge 

1. Knowledge of facility maintenance practices in a variety of different trades such as HVAC, 
electrical, plumbing, painting, carpentry, mechanical repair, welding and masonry.  

2. Knowledge in the operation of HVAC systems with a central physical plant and computer 
control systems.  

3. Knowledge of the safe use of tools, machinery, equipment and supplies used for 
facility maintenance.  

4. Knowledge of occupational hazards, safety requirements and OSHA regulations as 
they apply to public assembly facility maintenance.  

5. Knowledge of emergency practices as they apply to public assembly facility maintenance.  
6. Knowledge of the principles and practices used in building maintenance.  

B. Skills 
1. Skill in maintaining effective relationships with co-workers, employees, customers, vendors, 

and outside agencies.  
2. Skill in operating, troubleshooting and maintenance of HVAC and other facility systems and 

equipment.  
C. Abilities 

1. Ability to communicate effectively orally and in writing.  
2. Ability to maintain organized records.  
3. Ability to climb ladders (8ft) and stairs and to stand for up to four (4) hours at a time.  
4. Ability to work effectively and safely in adverse conditions such as extreme weather 

conditions, high noise environments, heights, confined spaces, and at night or in dark or dim 
light conditions.  

5. Ability to lift and move items weighing in excess of 50 pounds.  
6. Ability to use a microcomputer and business application software.  
7. Ability to read blueprints, technical drawings, manuals, floor plans, schedules, and other 

written information.  
8. Ability to create reports, schedules, work orders, instructions, floor plans, and other written 

materials.  
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Working Conditions 
The below stated working conditions are intended to provide a general overview of the environmental 
conditions inherent in the job setting, as well as the physical, mental, and sensory requirements 
necessary to perform the essential functions of positions in the noted job title.  A more detailed 
description will be made available at the position (PCN) level. 
 
NOTE: Per HR Policy 6.19, Americans with Disabilities, the City follows the requirements of the 
Americans with Disabilities Act (ADA) in all hiring and employment decisions.  The City shall not 
discriminate on the basis of disability in its hiring and employment practices.  The City shall make 
reasonable accommodations for the known physical or mental limitations of a qualified applicant or 
employee with a disability upon request unless the accommodation would cause an undue hardship on 
the operation of the City’s business. 
 
Physical Requirements: Physical refers to the requirement for physical exertion and coordination of limb 
and body movement. 
Requires sedentary work that may involve walking, sitting, kneeling, squatting, stooping, climbing, lifting, 

gripping, pushing and raising objects and involves exerting up to 75 pounds of force walking or standing 

some of the time and routine keyboard operations.  

Mental Requirements: Mental refers to the degree that the job involves cognitive activities, and use of 
mental processes. 
Performs specialized technical and professional work requiring general understanding of 

operating policies and procedures and their application to problems not previously encountered; applies 

specialized technical or professional principles and practices; uses a wide range of administrative 

methods in the solution of problems; and requires normal attention with short periods of concentration for 

accurate results and occasional exposure to unusual pressure.  

Environmental Conditions: Environmental refers to job conditions inherent to the job setting, including 
those that may lead to injury or health hazards even though precautions have been taken. 
The job may risk exposure to extreme heat and/or cold, wet or humid conditions, noise, fumes, 

odors, moving machinery, electrical shock, traffic and toxic or caustic chemicals. Work at heights up to 

8’ using ladders or up to 24’ using extension ladders, platforms, scaffolding or hydraulic lifts; work on 

curved and/or slanted roofs; work in confined spaces.  

Sensory Requirements: Sensory refers to hearing, sight, touch, taste, and smell required by the job. 
The job requires normal visual acuity, field of vision, hearing, speaking, color perception, and 

depth perception.  

 

 

 


