
Occupational Group:  Skilled Trades and Transportation
Class Group:  Service Support 

	Class Code
	Class Title
	Occupational Role
	Pay Plan
	Pay Grade

	
	Service Support Worker
	Helper/Aide 
	Current
	


CONCEPT:  
Performs routine or labor intensive tasks in one or more of the following areas: building and/or grounds maintenance, laundry work, food service, clothing and apparel repair, automotive driving, and equipment and auto maintenance, warehouse and storeroom, or personal care services.

TASKS:

Automotive Driver

· Operates an automobile or van to deliver materials or drives individuals to destinations.

Building Maintenance

· Performs routine maintenance of electrical systems and equipment, and assist in skilled tasks, replaces fixtures, switches, ballasts, fluorescent tubes, and bulbs.
· Performs routine rough in, top out, and finishing plumbing to replacing broken pipes, values, fittings, and other fixtures; cleans plugged drains.
· Performs routine and preventative maintenance and repair of mechanical systems including boilers, air conditioning, heating, and related mechanical equipment; may perform welding in the completion of assigned tasks.

· Performs minor repairs to interior and exterior building surfaces, including ceilings, walls, flooring, and roofing.

· Prepares surfaces for painting, apply paint, varnish, shellac, enamel, or other protective finishes to various surfaces.

· Moves heavy furniture, equipment and supplies, either manually or by using hand trucks.
Clothing and Apparel Repair
· Fits, repairs, mends and alters clothing, linens and other materials.
Equipment and Auto Maintenance 

· Services vehicles with fuel, oil, automatic transmission oil and water, etc.; performs minor mechanical repairs and replacement work under the guidance of a Mechanic.
Food Service

· Provides support work for a food service facility through assisting in the preparation of food, cleaning and sanitizing dishes, pots, tables or other related food service items; sets-up facility or various serving areas; serves or delivers food.

· Cleans and sanitizes work area and equipment.
Grounds Maintenance
· Mows and trims lawns and shrubbery, using mowers and hand and power trimmers, and clears debris from grounds.
· Removes snow from sidewalks, driveways and parking areas, using snowplows, snow blowers and snow shovels, and spreads snowing melting chemicals.

· Plant trees, flowers, shrubs and turf.
· Spade and otherwise prepare ground around plants and shrubs, including mixing and applying fertilizers.
Laundry Work
· Washes, sorts, folds, pick-ups and delivers linens and clothing items.
Personal Care

· Provides routine personal care, such as bathing, dressing or grooming, to clients or patients in the home of patients or in a residential care facility.
Warehouse and Store Room
· Assigns stock numbers and stocks shelves, disperses supplies and checks for damages.
· Delivers and pickups store items.
· Performs manual and clerical warehouse duties such as unpacking material and arranging material.
· Maintains stores transaction records, such as requisitions, invoices and charge-backs.
· Takes physical inventory, reconcile to database, and maintains appropriate stock levels.
LEVELS OF WORK:
· Class Group consists of one class.  
MINIMUM REQUIREMENTS:

· None Required.
· Some positions may require minimum requirements that will be specified on the position description.
CONTRIBUTOR LEVELS:

Contributor levels are a range of work within a class that allows for a progressive increase of responsibility and employee competency.  Progression through a contributor level is dependent upon management discretion, the availability of funds, increase of responsibilities, and the employee’s acquisition of competencies and job performance.  Specific career plans are designed for employees by their agency that are tailored to the organization and mission of each activity using the below framework and the established pay plan for the class.

	MINIMUM  MAXIMUM

	SERVICE SUPPORT SUPERVISOR

	
	Recent
Contributor
	Experienced
Contributor
	Independent
Contributor
	

	
	
	
	
	

	
	· Employees work under immediate supervision as one learns the agency’s operations, policies, and procedures and to perform day-to-day work activities and operate equipment, tools and machinery according to established guidelines or instructions within assigned trade area.

· Employees understand existing safety and health procedures and ensure their proper application for work processes. Work is monitored for compliance.
· Employees maintain equipment, tools and machinery used in assigned trade area.
Performance Range for Core Competencies:

·  Job Responsibilities – Learner to Experienced Knowledge


	· Employees work under general supervision and have considerable knowledge of the agency’s operations, policies and procedures and are able to make independent decisions on how to approach assignments according to established guidelines in order to address material needs, time frames, work load, etc.
· Employees may work independently within the work unit or by oneself.  Complex issues are discussed with supervisor or technical staff member before providing.
· Employees apply safety and health procedures in relation to overall agency safety policies.
· Employees maintain and perform basic repair of equipment, tools and machinery used in assigned trade area.
Performance Range for Core Competencies:

·  Job Responsibilities –  Experienced Knowledge to Expert Knowledge


	· Employees have thorough knowledge of the agency’s operations, policies and procedures and recommend work schedule changes in consultation with appropriate facilities management personnel.

· Employees possess technical knowledge of their occupational area and working knowledge of related occupational areas in facilities management.

· Employees anticipate safety issues and take proactive steps to maximize safe operations and measure the effectiveness of action.

Performance Range for Core Competencies:

·  Job Responsibilities – Expert Knowledge to Transferring Knowledge
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