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TECHNICAL MAINTENANCE SUPPORT COORDINATOR
FC: MAI 000007




           PC: 890
PB:  07



     BU: 31 (AFSCME)

FLSA:  Non-Exempt


          Created:  April 11, 2007

Class specifications are intended to present a descriptive list of the range of duties performed by employees in the class.  Specifications are not intended to reflect all duties performed within the job.
DEFINITION

Oversees and manages by coordinating and participating in all Track Geometry Vehicle activities and operations, including measurement operations, report generation, calibration;  oversees computer systems including troubleshooting, maintenance, upgrades, modifications, and replacements. Coordinates and oversees technical maintenance reporting, and administrative support activities within the Maintenance Support Division of the Maintenance and Engineering Department; coordinates assigned activities with other divisions, outside agencies and the general public; provides highly complex administrative support to the Division Manager, Maintenance Support, and performs related duties as assigned.

CLASS CHARACTERISTICS

This single position classification is responsible for overseeing all projects relating to the measurement of track geometry, and/or Maintenance Support Division, and Maintenance and Engineering Department support, including but not limited to overseeing measurement equipment calibration, computer system, planning and scheduling work to most efficiently support Maintenance and Engineering Department. The incumbent is accountable for accomplishing division goals & objectives as well as furthering overall departmental goals and objectives.  This class is distinguished from the Division Manager, Maintenance Support in that the latter manages and supervises all activities and operations of the Maintenance Support Division.

REPORTS TO

This position reports to the Division Manager, Maintenance Support.
EXAMPLES OF DUTIES – Duties may include, but are not limited to, the following:
1.
Plans, coordinates, and implements all Track Geometry Vehicle activities, operations and tasks with those of other divisions and outside agencies and organizations, consistent with PUC mandated measuring operation schedules; oversees assigned support staff assigned to various activities.

2.
Participates in the development and implementation of goals, objectives, policies and priorities; recommends and implements resulting policies and procedures.

3.
Provides maintenance support to Superintendents, Section Managers, Foreworkers & Supervisors in developing, researching, and reporting on Maintenance & Engineering Department preventive maintenance program & repairs. 

4.
Provides routine support to Manager of Oakland Shops in support of critical maintenance programs including MVDD, Hi-Rail inspection, & BIT inspection reporting.

5.
Participates on technical committees in support of maintenance tracking & reporting software.

6.
Manages technical reporting, configuration, and data population using maintenance support tracking software.

7.   Assists programmers in analyzing operational software problems using diagnostics 


software.
8.
Monitors equipment performance and evaluates need for calibration and routine or corrective maintenance.

9.   Researches, prepares and maintains the trackway features database necessary to 

produce scripted measuring routes and run time annotated reports for existing track 

and new construction.

10.   Provides instruction and advice with regard to Track Geometry Vehicle operations 

including computer, electric, electronic, mechanical and measuring equipment.  

11.   Provides staff assistance to the Division Manager Maintenance Support and Chief 
        Engineer.

12.   Participates on a variety of committees; prepares and presents staff reports and other 
        correspondence as appropriate and necessary.

13.   Attends and participates in professional group meetings; stays abreast of new trends 

and innovations in the field of maintenance support.

QUALIFICATIONS

Knowledge of:
Operational characteristics, services and activities of a database acquisition system maintenance program.

Operational characteristics of electronic, computer systems and their subcomponents.

Principles, practices, materials and methods of computer and peripheral equipment trouble shooting, repair and maintenance.

Terminology, methods, practices, and techniques used in technical report preparation.

Maintenance software database configuration program.

Operational characteristics of real-time computers.

Principles of mathematics.

Principles of basic report writing.

Principles and procedures of record keeping.

Principles of project scheduling and management.

Principles and practices of budget preparation and administration.

Principles and procedures of record keeping.

Occupational health and safety rules and regulations.

Related Federal, State and local laws, codes and regulations.

Skill in:
Supervising and coordinating computer and mechanical system and equipment maintenance and repair services.

Troubleshooting and diagnosing computer system malfunctions.

Reading and understanding technical drawings and specifications.

Occupational hazards and standard safety practice.

Analyzing technical problems, evaluating alternatives, and recommending solutions.

Performing computer programming and analysis functions.

Interpreting and explaining District's maintenance policies and procedures.

Preparing and interpreting test reports and documents.

Maintaining accurate records of work performed, materials and labor.

Preparing clear and concise reports.

Analyzing problems, identifying alternative solutions, projecting consequences of proposed actions and implementing recommendations in support of goals.

Evaluating and coordinating training programs.

Interpreting manuals, diagrams and schematics.

Researching, analyzing and evaluating new service delivery methods and techniques.

Interpreting and applying Federal, State and local policies, laws and regulations.

Communicating clearly and concisely, both orally and in writing.

Establishing and maintaining effective working relationships with those contacted in the course of work.

MINIMUM QUALIFICATIONS 

Education:
An Associate degree  with major courses in Computer Engineering or a closely related field from an accredited college.

Experience:
Four (4) years of (full-time equivalent) verifiable computer engineering experience in the design, repair, & maintenance of computerized systems, software, database, and peripheral equipment. 

Other Requirements:

Must possess a valid California driver’s license and have a satisfactory driving record.

Must possess sufficient mobility to perform field inspections and investigations.

Must be able to work various shifts and during track measurement activities.

Substitution:
Additional professional experience as outlined above may be substituted for the education on a year-for-year basis.  

WORKING CONDITIONS
Environmental Conditions:
Office environment; field environment; electrical energy.  Exposure to computer screens, heat, cold, dust, grease, smoke, fumes, gases; work or inspect in confined spaces; work or inspect underground; work on elevated structures.

Physical Conditions:

May require maintaining physical condition necessary for walking, standing or sitting for prolonged periods of time. Will require routine prolonged working on graveyard shift.

EEOC Code:  02


Safety Sensitive Designation:  No
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