
 

POSITION DESCRIPTION 
 

Technical Service Advisor 
 

DIVISION:  Green Bay  & Madison                                DEPT:  Service 

JOB GROUP: JOB CLASSIFICATION:   Exempt     Non-Exempt 

                                               Full-time   Part-Time 

DATE OF ISSUE:    10/1/99             DATE OF REVISION:  3/14/2017 

 

DEPARTMENT HEAD’S AUTHORIZATION INTITIALS: _______________________________  DATE: ___________ 

 

 

 

____________________________________________        ______________________________________         __________ 

Supervisor’s Authorization Signature                        Employee Acknowledgment Of Receipt                  Date 

 

SCOPE OF POSITION: Responsible for providing technical product service support and related training to TSI’s 

internal/external sales department and dealer/contractor network.    Able to directly service products when required.                                                                                                                                            

 
 

BASIC FUNCTION: Provide technical product service support, develop and provide technical product training to internal 

personnel and dealers/contractors, perform equipment start up supervision, and claims negotiation.  

  
 

ESSENTIAL FUNCTIONS:  

 

1. Provide technical service support for dealers and contractors primarily over the phone. When necessary, this may require 

on-site field visits. 

2. Good customer service requires that at least one TSA be available in the office (Madison and Green Bay) every week day 

to answer phone calls and assist our customers. 

3. Provide technical service support for Inside and Outside sales as needed. 

4. Work as liaison between dealers and manufacturers to resolve equipment problems and claims. 

5. Negotiate and resolve claims issues that arise between our dealers and product manufacturers. 

6. Oversee technical training for both TSI personnel and dealer/contractor base.  This includes determining technical training 

topics, developing and implementing formal training support materials and programs.  Training is provided at TSI 

facilities and remote locations.  Maintain training schedules, attendee records, supplies, equipment and corporate training 

room lab facilities. 

7. Repair damaged equipment as needed. 

8. Work with warranty department to process non-standard claims. 

9. Promotes and maintains a flexible cooperative, positive, team oriented attitude with and between departments and end 

users. 

10. Ensures timely, accurate, proper records, files, data bases, etc. are developed and maintained for assigned areas of 

responsibility. 

11. Performs other duties as assigned. 

 
 

POSITION REQUIREMENTS/SKILLS: 

1. Solid technical knowledge of HVAC products, equipment, tools, and processes. (Refrigeration cycles, Gas combustion and 

HVAC Chillers)  

2. Excellent troubleshoot and diagnostic skills. 

3. Able to work in a fast paced, multi-changing/demands technical environment. 



4. Excellent organizational, detail, communication, prioritization and follow through skills.  

5. Able to write and issue technical bulletins, service guides, etc. 

6. Able to perform related administrative paper work, record keeping and processes. 

7. Able to travel to fulfill job responsibilities.    

8. Able and available to meet emergency service need which arise. 

9. Strong customer service and related skills. 

10. Good negotiation and problem resolution skills. 

11. Able to use HVAC tools and perform hands on service and repairs. 

12. Possesses basic PC proficiency in a Windows operating system. 

13. Able to develop and implement effective and efficient training programs. 

14. Strong group presentation and related podium skills. 

Able to maintain the technical product knowledge base required to fulfill this positions job duties/responsibilities. 
 

EQUIPMENT/TOOLS OPERATED: 

Proficient skill in operation of standard office equipment such as fax, phone/pager, PC and their related equipment, copy 

machine, calculator, printers, audio visual equipment.  Able to use basic HVAC related tools. 
 

PHYSICAL/ENVIRONMENTAL FACTORS: See physical/environmental sheet attached. 

 

 



 

 

 
POSITION SPECIFIC PHYSICAL DEMANDS & 

ENVIRONMENTAL FACTORS SHEET 
 

JobTitle:  Service Manager Issued on:  10/1/99 

 

Revised on:  

 LEVEL OF PHYSICAL DEMAND  

 Occasional Frequent Constant COMMENTS 

 

PHYSICAL 

ACTIVITY 

 

0-33% of Time 
(1-100 Repetitions) 

 

34-66% of Time 
(101-500 Repetitions) 

 

67-100% of time 
(500 + Repetitions) 

If applicable, indicate weight factors: Average Weight (Avg.) 

and Maximum Weight  (Max.). Do not list if mechanical/lifting 

equipment is used. 

(Use back of page if required.) 

Sitting  x   

Standing  x   

Walking  x   
Lifting x   Avg. = (   ) lbs.  Max. = (   ) lbs.  
Carrying x   Avg. = (   ) lbs.  Max. = (   ) lbs.  
Twisting x    
Climbing x   Describe heights:  

Reaching x    
Kneeling x    
Crouching/Squatting x    
Crawling x    
Pushing x   Avg. = (   ) lbs.  Max. = (   ) lbs.  
Pulling x   Avg. = (   ) lbs.  Max. = (   ) lbs.  
Repetitive Motion  x   
Balancing x    

PC Monitoring  x   

Data Entry  x   
Other:     

Check Environment:                 Office Environment          Warehouse/Dock       Driving     Confined Space      Heights 

Check Environmental factors:  Temperature Extremes    External Weather Element             Dust             Other: ____________   

Additional Comments:   
 


