
Service Coordinator 

DMG North, Inc. is a growing Innovative HVAC Solutions Company. We are looking for a bright and 
passionate individual for a Full Time Service Coordinator position in our Castro Valley office. 
Benefits include Medical, Dental, Vision, HSA, FSA, LTD, Life Insurance, PTO, 8 paid Holidays and 
401K. 

Job Description: First Line Service Responder for DMG North, Inc. 

Work closely with the DMG North sales staff to identify, schedule and perform HVAC project onsite 
tasks including startups, factory warranty repairs and owner training. This will include onsite 
evaluations, scheduling the proper resources (in-house or sub contracted) to accomplish various 
service tasks, parts ordering, supervision and follow up to ensure successful completion and 
customer satisfaction. Startup services for items such as VFD’s air flow stations, lab controls 
systems, VRF systems and other HVAC products that do not require tools or service work will be 
performed by the Service Coordinator. Responsibilities will also include warranty service scheduling, 
negotiating repair authorizations and obtaining purchase orders from manufactures as appropriate. 
Finally, in conjunction with project’s manager, ensuring DMG invoices and receives reimbursement 
for factory authorized repairs preformed. 

DMG North will not be engaged in performing non-warranty repairs, preventive maintenance, 
installations or any other non-factory related work normally performed by a licensed contractor. 
Requests for this type of work will be referred. 

Job candidates should have the following skillset: 

 HVAC package equipment troubleshooting and repair 

 Familiarity with various types of control systems and controls 

 Complete understanding of refrigeration and components as it applies to HVAC 

 Communication skills with end users and installing contractors 
 

Requirements: 

 10 years’ experience in HVAC service or related field 

 Computer skills for various types of programs 

 Comprehensive knowledge of HVAC controls and control systems 

 Experience with VFDs, chillers, air handlers, package units, VAV systems, VRF systems 

 Ability to communicate with customers, factories and office staff 

 Clean driving history and background. Candidate required to use personal vehicle. 

 Ability to stay organized and maintain proper paperwork 

 


