PART T DEPARTMENT OF PERSONNEL SERVICES 1.606
STATE OF HAWATII

Class Specifications
for the Class:

REPATRS AND MAINTENANCE ASSISTANT

Duties Summary:

Receives and coordinates requests for the repair and
maintenance of schools and other public buildings; conducts
informal bid purchasing for supplies, materials and services
required in repairs and maintenance; maintains pertinent
operating and fiscal data; and performs other duties as required.

Distinguishing Characteristics:

This class reflects responsibility for the day-to-day
coordination of request for the repair and maintenance of schools
and other State buildings in a county-wide area with field work
crews, and private contractors in emergencies as necessary, In
addition it involves the informal bid purchases of needed
supplies, materials and services. 1Included are the oversight of
requests and expenditures in keeping with approved schedules,
established guidelines, and allotted funds; the maintenance of
pertinent records, and the providing of information relevant to
program planning.

A position in this class is under the general supervision of
a district higher of building operations and maintenance. The
work is also performed in accordance with established
administrative procedures and guidelines.

Examples of Duties:

Receives repair and maintenance requests and maintains log
of requests and actions taken; recommends priority and assignment
of work crews based on urgency and practical problems of
available manpower, size of projects, proximity of work sites,
etc.; receives and resolves, or refers complaints; receives and
reviews requisitions for repair and maintenance supplies and
materials; secures informal price quotations from vendors and
issues purchase orders for supplies, materials and services;
solicits informal contract bids for services of private
contractors, and recommends award; receives and verifies
invoices, and forwards for payment; provides cost data in the
preparation of the annual repair and maintenance budget, and
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participates in developing the expenditure plan and schedule of
maintenance projects; maintains record of allotments and
expenditures, requisitions and purchase orders, and other files;
provides information from records and completes required reports;
supervises one or two clerical assistants.

Knowledge and Abilities Required:

Knowledge of: Supplies and materials used in building
maintenance and repair; informal bid purchase procedures; office
practices and procedures; time and labor requirements in building
repair and maintenance work.

Ability to: Plan, organize and conduct the effective
coordination of requests for repair and maintenance services;
estimate time and labor requirements in building repair and
maintenance work; deal tactfully and effectively with persons
requesting services, and vendors; give and receive oral and
written instructions; maintain records and prepare operational
reports.

This is the first specification for the new class REPAIRS
AND MAINTENANCE ASSISTANT.

DATE APPROVED: 3/18/69 David Trask, Jr.
Mrs. EDNA TAVARES TAUFAASAU
Director of Personnel Services
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