Task List for WS-4749-9               Ft. Leavenworth


Maintenance Mechanic Supervisor, DPW, AFH Maint Sec.











(Please circle the letter of the most accurate level that applies to your Experience, Education, and/or Training in each task required by this job.)


LEVELS:	        	TASKS:





0  1  2  3  4       1.  Exercises full supervisory responsibility over 6 permanent and 30 seasonal employees in the Vacancy Maintenance Section.


0  1  2  3  4       2.  Plans work schedules of subordinates.


0  1  2  3  4       3.  Plans sequence of operations for subordinates.


0  1  2  3  4       4.  Establishes deadlines and priorities.


0  1  2  3  4       5.  Determines how many projects can be done.


0  1  2  3  4       6.  Determines how many employees and what skills will be needed.


0  1  2  3  4       7.  Assigns tasks to workers.


0  1  2  3  4       8.  Explains work methods and procedures to subordinates


0  1  2  3  4       9.  Reviews work in progress and upon completion.


0  1  2  3  4      10.  Investigates work related problems.


0  1  2  3  4      11.  Orders necessary materials and supplies.


0  1  2  3  4      12.  Determines equipment, supplies, and maintenance needed.


0  1  2  3  4      13. Ensures material and supplies are delivered to work site.


0  1  2  3  4      14.  Coordinates work with any other shops that may be involved.


0  1  2  3  4      15.  Develops performance standards and evaluates performance of subordinates.


0  1  2  3  4      16.  Conducts meetings with subordinates to inform them of policies and procedures.


0  1  2  3  4      17.  Counsels subordinates on misconduct and initiates disciplinary action with appropriate.


0  1  2  3  4      18.  Interviews and recommends candidates for appointment, promotion, or reassignment.


0  1  2  3  4      19. Identifies training and development needs of subordinates.


0  1  2  3  4      20.  Schedules and approves leave of subordinates.


0  1  2  3  4      21  Coordinates with and notifies labor organization as necessary.


0  1  2  3  4      22  Resolves employee grievances and complaints.





