TASK LIST





For Utility Systems Repairer0Operator Supervisor, WS-4742-10, job # A028K, Ft. Leavenworth, KS








LEVELS:	        	TASKS:





0  1  2  3  4        1.  Supervise a heating, ventilation, and air conditioning (HVAC) shop.


0  1  2  3  4        2.  Read and interpret building plans and blueprints.


0  1  2  3  4        3.  Read and interpret various manufacturer’s specifications and technical manuals.


0  1  2  3  4        4.  Utilize familiarity with the maintenance and repair of facility equipment in the air conditioning, heating, pipefitting, sheetmetal and welding trades.


0  1  2  3  4        5..Can use the full range of hand and power tools, test, measurement and diagnostic equipment associated with electrical, air conditioning, heating, pipefitting, 


	            sheetmetal and welding trades.


0  1  2  3  4        6.  Plan  work schedules for subordinates.


0  1  2  3  4        7.  Plan sequence of operations for subordinates.


0  1  2  3  4        8.  Establish deadlines and priorities.


0  1  2  3  4        9.  Determine how many projects can be done in a given period of time.


0  1  2  3  4      10.  Determine how many employees and what skills will be needed for specific projects.


0  1  2  3  4      11.  Assign tasks to workers.


0  1  2  3  4      12.  Explain work methods and procedures to subordinates.


0  1  2  3  4      13.  Review  work of subordinates in progress and upon completion 


0  1  2  3  4      14.  Investigate work related problems.


0  1  2  3  4      15.  Determine equipment, supplies and maintenance required for projects.


0  1  2  3  4      16.  Order necessary materials and supplies for projects.


0  1  2  3  4      17.  Ensure material and supplies are delivered to work site.


0  1  2  3  4      18.  Coordinate with other shops that may be involved in project.


0  1  2  3  4      19.  Develop performance standards and evaluate performance of subordinates.


0  1  2  3  4      20.  Conduct meetings with subordinates to inform employees of policies and procedures.


0  1  2  3  4      21.  Counsel subordinates on misconduct and initiate disciplinary action, when appropriate.


0  1  2  3  4      22.  Interview and recommend candidates for appointment, promotion or reassignment.


0  1  2  3  4      23.  Identify training and development needs of subordinates.


0  1  2  3  4      24.  Schedule and approve leave of subordinates.


0  1  2  3  4      25.  Coordinate with and notify labor organization, as necessary.


0  1  2  3  4      26.  Resolve employee grievances and complaints.








