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FINAL EDITED TASK LISTING

                                                      CLASS:  MAINTENANCE MECHANIC

     NOTE:  Each position within this classification may perform some or all of these tasks.

	Task #
	Task



	1. 
	Read blue prints (e.g., construction drawings, schematics, etc.) for new and existing systems in analyzing and solving problems to ensure accurate identification of building components, parts, equipment, installation and location according to the architect’s design.

	2. 
	Prepare rough sketches of work to prepare for upcoming job projects to ensure successful job completion.

	3. 
	Prepare materials and/or supplies in order to perform daily repairs and preventive maintenance according to the job requirements.

	4. 
	Prepare reports and/or correspondence using computer software and/or standard paper forms to communicate job conditions and progress (e.g., unsafe working conditions, status/progress, requisitions, etc.) according to departmental procedures and/or guidelines.

	5. 
	Estimate time, materials, and resources necessary utilizing standard departmental forms used in performing daily maintenance projects according to departmental procedures and/or guidelines.


	6. 
	Lubricate and/or maintain mechanical equipment (e.g., portable generators, air compressors, injection pump systems, sewage pumps, elevator sumps, booster pumps, etc.) using oil, grease, spray, etc. to ensure proper maintenance and operations according to manufacturer and IIPP (Injury Illness Prevention Plan) guidelines.

	7. 
	Inspect, maintain, and/or repair sewage, water, and heating systems (i.e., independent gas and electric heating) and equipment (e.g., wall furnaces, sewage pump, fire pumps, elevators, wells, etc.) using various hand and power tools and equipment to regulate operation of critical systems according to manufacturer’s specifications and departmental procedures and/or guidelines.

	8. 
	Inspect and/or test emergency shower and eye wash stations according to IIPP and CalOsha regulations and guidelines.

	9. 
	Inspect fire extinguishers according to UFC (Uniform Fire Code) to ensure safety of the buildings’ occupants.

	10. 
	Inspect and test fire prevention equipment (e.g., fire hoses, standpipes, etc.) according to UFC to ensure safety of the buildings’ occupants.

	11. 
	Rebuild pumps and compressors using hand and power tools in order to restore original operation of equipment (e.g., domestic water and waste systems, fire systems, compressed air systems, etc.) according to manufacturer specifications and industry standards.

	12. 
	Clean or replace filters for HVAC equipment, parts, lines, tubes, valves, and/or drums to maintain proper operation according to manufacturer specifications and industry standards.

	13. 
	Replace and/or repair components of HVAC equipment systems (e.g., convection air heaters, fans, ducts, dampers, economizers, fasteners, etc.) to maintain proper operation according to manufacturer specifications and industry standards.

	14. 
	Operate state vehicles and/or motorized equipments (e.g., forklifts, cherry pickers, manlifts, boomtrucks, etc.) to perform maintenance tasks at worksite and/or remote offsite locations in accordance with the Cal-OSHA safety requirements and/or rules and regulations of the State.

	15. 
	Assist all trades with maintenance and/or repair of standard plumbing equipment (i.e., stopped sewage and drain lines, faucets, toilets, sinks, valves, water lines, gas, oil, sewage, fire control, steam, and refrigeration systems), wood and metal surfaces (e.g., desks, cabinets, counters, doors, shelves, floors, etc.), building electrical system components (e.g., electric lights, motors, heaters, generators, transformers, switchboards, and other electrical apparatus/equipment, etc.) and/or painting of various buildings, structures and fixtures to support and aid all trades as directed by the supervisor of building trades.

	16. 
	Instruct and/or lead skilled and/or unskilled assistants to perform various tasks to ensure job completion and/or continuity of work process according to departmental procedures and best practices for the trades..

	17. 
	Install, maintain, and/or repair locksets and components of locksets (e.g., lock cylinders, lubrication, keying, manual and/or electrical keypads, etc.) to maintain proper operation, safety, and security of facilities under the direction of the supervisor and/or departmental practices and guidelines.

	18. 
	Record and track keys issued and purchased to ensure facility and/or equipment security according to departmental procedures and/or guidelines.

	19. 
	Recommend maintenance work and/or repairs of building components and equipment to supervisors to ensure continuous operations and safety of facility under the direction of departmental procedures and/or guidelines.

	20. 
	Secures and coordinates clearances (e.g., asbestos/lead code of safe work practices, protocols, building manager notifications, etc.) in order to work on equipment and systems within the facilities under the direction of departmental procedures and/or guidelines.

	21. 
	Assembles and disassembles equipment (e.g., scaffolding, barricades/barriers, safety equipment, rescue apparatus, etc.) for preparation of various maintenance tasks under the direction of Cal-Osha rules and regulations regarding safety.

	22. 
	Maintain records of job costs, daily time records, equipment histories, schedules and services using computer software and/or hard copy forms to ensure accurate record keeping of activities and/or events according to departmental procedures and/or guidelines.

	23. 
	Restock parts to prevent time delays in the delivery of services according to departmental procedures and/or guidelines.

	24. 
	Keep work areas, tools and equipment in good/clean working condition for optimum performance and to prevent injury as directed by departmental procedures and/or guidelines.

	25. 
	Attend scheduled safety meetings to ensure that safety procedures and regulations are complied with to avoid accidents and injury as directed by departmental procedures and/or guidelines.

	26. 
	Respond to emergency calls (e.g., power outages, flooding, fire, vandalism, etc.) to assist with services to safeguard occupants and building as directed by the supervisor.


Shared/Testing/Job Analysis/Initial Task Listing – New 10/31/02


