

STATE OF ALASKA 
DEPARTMENT OF TRANSPORTATION & PUBLIC FACILITIES 


Public Employees Local 71 (LTC) 


REQUEST FOR REFERRAL 


 


 


DIVISION:  DOT&PF/State Equipment Fleet PCN: 25-1341 


(Position Description Attached) 


JOB CLASS/TITLE:  Stock & Parts Services 3 


 


 


WHEN POSITION IS NEEDED: ASAP 


 


 


WAGE GRADE:  54 ($25.98) DOE +Steps DUTY STATION: Tazlina 


 Permanent Full-Time  Permanent Full-Time Seasonal 


 Permanent Part-Time  Permanent Part-Time Seasonal 


 Non-Perm Full-Time  Non-Perm Part-Time 


 


 


CDL REQUIRED:  YES /  NO 


   At time of hire  /   Within 120-days of hire  


TYPE OF CDL: Valid AK DL  


ENDORSEMENTS:       


 


FIREARMS REQUIRED:  YES /  NO 


 


WORK SCHEDULE: Monday – Friday  
8:00 AM – 4:30 PM 


 


TRAVEL REQUIRED:  YES /  NO 


       


 


PRE-EMPLOYMENT BACKGROUND CHECK:  


 YES /  NO 


Type:  


 


DRUG/ALCOHOL TESTING:   YES /  NO 


 


COMMENTS/SPECIAL REQUIREMENTS: 


*Benefits include: Medical, Dental, Vision, 
Retirement, Paid Leave and Holidays.   
 
Note:  Candidates for CDL positions are required to 


register with the FMCSA Clearinghouse prior to 


hire. 


 


CANDIDATE MUST BRING TO INTERVIEW: 


 Completed Workplace Alaska Application (if not already submitted to the hiring manager by Local 71) 


 Completed Certification of Employment as a Commercial Motor Vehicle Operator 10-year history form 


 Criminal Convictions: Must provide a copy of the judgement from the Court for any Felony Conviction   


      (regardless of date) and any Misdemeanor Conviction within the last 5 years.  For positions requiring  


      APSIN* clearance, must provide judgement for all convictions regardless of date. 


  Copy of certifications and licenses 


  Other:       


 


Note: Candidates who do not bring the required information to the interview may be rejected. 


 


CONTACT:  Joleen Nash PHONE NUMBER:  452-5024 
EMAIL:  JOLEEN@LOCAL71.COM 


 


 







2. Duties


2.1. In one or two sentences, state the main purpose of the position.


This position supportsNorthernRegion,SouthcentralareaState Equipment Fleet (SEF) maintenance shops by
procuring, warehousing, and distributing parts, tools, and supplies. Requires extensive knowledge of heavy
and light duty equipment, and the ability to procure and arrange for delivery or shipment of parts and
supplies in a quick and economical manner.


This PCN is the primary point of contact for the above requirements forState Equipment Fleet maintenance
shops located inValdez, Thompson Pass, Cordova, Tazlina, Paxson and Slana as well as rural airports
adjacent to those villages.


Parts positions are essential to the ability of the mechanics, both urban and rural, to complete their jobs.
Incumbent is required to report to duty during state closures during weather events when the shops are
manned and mechanics continue to repair vital equipment.


2.2. Starting from the most to the least important, list the functional areas assigned to the
position. Within each functional area, describe the duty statement associated; estimate the
percentage of time spent performing the duties; and define each area as essential (E) or marginal
(M).


  Functional Area Title: Procure and supply parts and supplies


E/M
%
of


Time
Duty Statement


E 60
%  Using a wide range of procurement methods, this position independently procures up-fit,


repair and maintenance parts and supplies for fleet operations in the locations listed above;
assisting other areas as required due to absences or higher than anticipated workloads.


· Requires Level II procurement authority and delegation.
· Must be able to quickly decide how to process requests; through small procurements,
established contracts, request for quotes and remote purchases through vendors at the
specific locations.
· These procurements are made for parts and supplies for up-fit, maintenance and
repairs for over 5000 pieces of equipment covering 195 classes (class 108 = sedans,
class 217 = heavy dump trucks). In each class, there is a wide range of makes, models,
and ages of equipment, some dating back to the 1960’s. Vehicles and equipment range
fromlight duty vehicles to plow trucks, snow blowers, motor graders, fire trucks, and
(occasionally) ATV`s, snow machines, and boats.
· This incumbent must be able to do extensive research using multiple methods
including hardcopy catalogs; CD/DVD and internet based research. Much of the state`s
equipment is highly specialized and aging, with reference material getting harder and
harder to find. Many manufacturers of the heavy equipment the state owns produce
what are known as "Alaska Models" which are highly modified from their standard
production models, making standard catalogsineffective. This incumbent must be able to
recognize these changes and relay them to the manufacturer in order to receive the
right part. Verbal communication with manufacturers across the United States and
Canada is often necessary when catalogs are incomplete or incorrect. Must be able to
accurately describe the necessary piece and determine how to independently research
problems.
· Assists the mechanics in researching needed components. The incumbent must have
working knowledge of the operation and repair of heavy equipment, and experience to
recognize and identify the proper parts and supplies needed for maintenance and repair.


Arrange for shipping of parts and supplies to remote locations. This includes many different
modes of transportation such as air cargo, truck, barge, courier and charter services. Requires
knowledge of shipping regulations regarding restricted or hazardous materials.
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  Functional Area Title: Maintain and Manage inventory


E/M
%
of


Time
Duty Statement


E 27 %
Maintain inventory control over repair parts and supplies as described above. This includes the
proper and safe storage of many different types of fluids and chemicals including hazardous
and flammable liquids and gasses. These must be stored according to the Environmental
Protection Agency (EPA) and Alaska Occupational Safety and Health (AKOSH) standards.
Control and monitor parts and supply inventory within the depot (work location) and in the
locations of responsibility as noted in 2.01. This includes conducting periodic physical
inventory counts in all of the listed locations, reporting and correcting discrepancies,
managing parts returns to depot or vendors, re-use and recycle of used parts from remote
locations, and processing credit invoices from vendors for returns received.


  Functional Area Title: Record, document, and report parts management activities


E/M
%
of


Time
Duty Statement


E 10
%  The incumbent is required to document all parts and supply transaction activities described


above. Each procurement requires its own set of documentation, from a stock request or work
order generated by a mechanic or other end user, to a purchase order which may include
purchases from an established contract or require its own procurement process. Each
transaction must then be entered into the Equipment Management System (EMS) for purposes
of recording and documenting parts cost and issuance to the correct shop or piece of
equipment through the work order system. This also records usage for future planning and
purchasing. Each transaction results in a vendor invoice that must be correctly coded by the
incumbent to the correct cost allocation by shop and account. All of these transactions are
reported on individually and as a whole as part of reporting the cost of maintaining the fleet of
vehicles and equipment.


  Functional Area Title: Maintain records, manuals, and MSDS Sheets


E/M % of
Time Duty Statement


M 3 % 
As a part of OSHA required "right to Know" program, the incumbentmaintains each shops´
library of parts and service manuals for all equipment, including original equipment parts and
service manuals, aftermarket catalogs, and parts interchange and reference books.The
incumbent maintainsMaterial Safety Data Sheets on all products used in SEF shops, stores
and files purchase orders and invoices according to the state document retention schedule.
Recordkeeping also includes tracking and recording disposal of hazardous and harmful
wasteproducts produced during equipment maintenance and cleaning operations.


Percentage Total: 100%
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3. Other Work Details


3.1. List the computer software and hardware used to perform the duties described. Estimate how
often each is used (e.g. daily, 2-3 times a week, 1-2 times a month, etc.).


PC, multiple times per day (Outlook, Microsoft Excel, Word), on-line browsers for parts procurement and
searches.


Parts and service manuals stored on CD/DVD’s multiple times per day.


Proprietary applications for heavy equipment repair, daily.


Equipment Management System (EMS) multiple times per day. This system houses all information for
managing over 8000 pieces of equipment, including maintenance work orders, parts inventory and the
Highway Working Capital Fund billing system.


AKSAS – 1-2 times per week to research vendor payments.


3.2. List the equipment and materials used to perform the duties described, including machinery,
tools, instruments, vehicles, etc. Estimate how often each is used (e.g. daily, 2-3 times a week,
1-2 times a month, etc.).


Office Equipment including PC, fax, scanner, daily.


Forklift (heavy duty vehicle – no CDL required) – daily.


Various light duty vehicles, 2-3 times a week.


Measuring devices such as scales, tape measure, etc. daily.


3.3. List the guides and references regularly used to perform the duties described. Examples
include federal and state laws and regulations, professional standards, building codes, trade
practices, contracts, and policy and procedure manuals. Explain how and why these guides and
references are used. Estimate how often each is used (e.g. daily, 2-3 times a week, 1-2 times a
month, etc.).


State equipment Fleet and DOT&PF Policy & Procedures, daily.


AAC 2 Chapter 12 and AS 36.30 – procurement rules, daily.


EPA and OSHA guidelines, DEC regulations, daily.


OEM and aftermarket parts and repair manuals, hard copy and electronic formats, daily.


LTC Local 71 labor contract.


Material Safety Data Sheets, 2-3 times a week.


Current schedules, shipping dates and deadlines for multiple forms of transportation and shipping methods.
Current highway weight restrictions, barge and ferry schedules, air charter availability, daily.


3.4. Describe the level of authority and independence the incumbent of the position exercises.
List the actions the incumbent takes or the decisions the incumbent makes on a regular basis
without obtaining prior approval from a higher level employee. For example, explain how the
position has the authority to commit the organization, or any parts thereof, to a course of action.
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This incumbent isrequired to make decisions on procurement choices and apply policy and procedures to
multiple transactions every day. This is done independent of supervisor input99% of the time. The on-site,
dotted line, supervisor for this position is a Stock and Parts Services Lead who has his own responsibilities.
Additionally, logistical decisions are made regarding the packaging and shipping of all commodities
purchased. This includes both incoming from vendors, some of which are out of state and in fact outside the
United States, and outgoing to remote locations that may include the use of several methods of moving
freight such as barges, scheduled air carriers, chartered flights, all the way down to hand carriedby courier.
The independent actions taken by thisincumbent are reviewed and reported to higher level staff, but the
decisions and actions taken are done independently at the time.


3.5. Describe the nature of the contacts the incumbent has with other people in order to perform
the duties described. Include who is contacted, the reason for the contact, and how often the
contact is made.


Mechanics and foremen- multiple times daily, to assess current and future parts needs.


Vendors and Suppliers, Freight Forwarders- multiple times daily, to fill parts requests


Partsman Lead- when necessary for clarification or guidance, 2-3 times a week


SEF Management- for policy clarification, 2-3 times a month


3.6. Describe the consequence of an error made by a prudent employee in the performance of the
essential functions assigned to the position. What is the consequence of that error to individuals,
operations, and programs?


Even a prudent employee in this position could make errors that result in lost time and money, as well as
personal injury.


This position must make informed and knowledge based decisions multiple times each day in the
procurement process. These decisions involve choices in suppliers based on price, and choices in delivery
method (barge, truck, air) based on need and cost. Errors such as procuring the wrong parts, insufficient
quantities, or inferior quality can lead to additional costs to procure the correct parts and supplies.


The parts sections procure over $7.3 million in parts, tools and commodities annually, creating 36.5K in
transactions within the equipment maintenance inventory system and issuing over 155.9K individual parts;
errors due to lack of knowledge or poor decision making can cost thousands of dollars in freight, restocking
fees and equipment downtime.


Errors could also cause unnecessary downtime to mechanics, keeping SEF, Maintenance & Operations and
other agencies from completing their primary mission.


This position is involved in the movement of large, awkward and heavy parts and components. Judgment
errors could result in injury to themselves or others. Improper storage of flammable and hazardous materials
could result in personal injury, property damage, and possible fines and penalties from EPA and AKOSH.


Inaccuracy in the processing of invoices and parts issues in EMS could result in inaccurate billing of customer
agencies and incorrect or delayed payment to vendors.
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3.7. List critical requirements of the position not previously described (e.g., skills in keyboarding,
writing, negotiating, communications, etc.).


Negotiating skills for dealing with vendors


Communication skills- oral and written


Computer skills - keyboarding


Knowledge of safety and emergency procedures


Weight/measurement conversions


3.8. List licenses, certifications, registrations, physical or other standards required by state or
federal law or regulation to perform the duties described. Cite the specific authority (e.g. law or
regulation, such as the OSHA Bloodborne Pathogens Act).  


49 CFR 172.700-704 - current Hazardous materials transportation per DOT regulations training as well as
ICAO/IATA - air transportation of hazardous materials.


Forklift Certification, OSHA requirement, every three years


SEF Policies and Procedures


Valid Alaska Driver´s license


Procurement Certification Level II (receive and maintain)


Certified completion of the SEF training program to include OSHA required classes such as Hazardous
Communication and Compressed Gas Cylinders, etc.
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4. Work Demands


The following identifies some of the physical and mental demands and potential hazards typically encountered
by this position.These are job demands which can be reasonably anticipated and are an expectation of
the job . 


Keeping in mind the essential functional areas and duty statements described in section 2, select the rating
that best matches the requirement of this position according to the following descriptions:


Rating Description


Not
Required


(N):
Not required of this position.


Present (P): Requirement is present, but is not essential to the position.(For example, a receptionist
may encounter aggressive or angry people, but this is not an essential assignment.)


Occasional
(O):


Required 33 percent of the time or less and essential to the position.(For example, a
lifeguard swims only occasionally, but it is essential that a lifeguard be able to swim; a
correctional officer must control aggressive/angry people who are life threatening.)


Frequent (F): Required over 33 percent of the time and essential to the position.


Items checked below must be consistent with the duty statements listed in section 2. 


4.1 Physical Requirements
  Title Rating
   N P O F
Sitting    F
Walking    F
Standing    F
Running N    
Jumping N    
Bending or twisting    F
Squatting or kneeling   O  
Crawling  P   
Reaching above shoulder level    F
Reaching below shoulder level    F
Ascending or descending using a ladder or other conveyance   O  
Climbing stairs    F
Driving cars, light duty trucks    F
Driving heavy duty vehicles   O  
Using floor mounted foot controls to operate equipment (e.g., not driving a car)   O  
Repetitive motion of hands/fingers (e.g., keyboarding, turning pages)    F
Fine manipulation with fingers  P   
Pinching with fingers    F
Grasping with hand, gripping    F
Load, unload, aim, and fire handguns, shotguns or other firearms N    
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Lifting/carrying up to 25 pounds    F
Lifting/carrying 26-50 pounds    F
Lifting/carrying more than 50 pounds   O  
Pushing/pulling up to 25 pounds    F
Pushing/pulling 26-50 pounds    F
Pushing/pulling more than 50 pounds   O  
Balancing on moving surfaces N    
Balancing on narrow surfaces N    
Balancing on slippery surfaces  P   
Balancing on uneven surfaces  P   
Restraining/grappling with people in a public protection environment N    
Seeing objects at a distance    F
Seeing objects peripherally    F
Using depth perception    F
Seeing close work (e.g. typed print)    F
Distinguishing colors    F
Hearing conversations or sounds    F
Hearing via radio or telephone    F
Communicating through speech    F
Communicating by writing/reading    F
Distinguishing odors by smell   O  
Distinguishing tastes N    


4.2 Work Environment
  Title Rating
   N P O F
Work in/exposure to inclement weather   O  
Work/in/exposure to cold water N    
Work/live in remote field sites   O  
Work in confined areas (under desks, in heating vents, etc.) N    
Exposure to dust, chemicals, or fumes   O  
Exposure to hazardous equipment (e.g., guns, chainsaws, explosives)  P   
Exposure to electrical current (not outlets) N    
Swimming/scuba diving N    
Work at heights up to 25 feet (e.g., towers, poles) N    
Work at heights over 25 feet (e.g. towers, poles) N    
Work in urban or highway traffic (other than driving) N    
Work around moving machinery or mobile equipment   O  
Work around moving mechanical parts   O  
Work on and off moving equipment  P   
Work on slippery or uneven surfaces   O  
Work/travel in boat/small aircraft/helicopters   O  
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Exposure to high noise levels   O  
Exposure to infection, germs, or contagious diseases (e.g. hospital, lab, clinic, etc.) N    
Exposure to blood, body fluid, or materials potentially contaminated by blood or body
fluids (e.g., hospital, lab, clinic, public protection environment) N    


Exposure to needles or sharp implements (e.g. hospital, kitchens)   O  
Use of hot equipment (e.g., kitchen ovens, lab equipment) N    
Exposure to wild/dangerous animals N    
Exposure to insect bites or stings   O  
Exposure to aggressive/angry people in a public protection environment N    


4.3 Other Work Demands
  Title Rating
   N P O F
There are no other work demands.     


4.4. Explain any special physical, mental, or behavioral requirements of the position that have not
already been addressed.
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