Commonwealth of Massachusetts

Human Resources Division

Class Specification

Typewriter Repairer Series

I.
TYPEWRITER REPAIRER SERIES:
Typewriter Repairer
II.
SUMMARY OF SERIES:

Incumbents of positions in this series inspect typewriters to assess need for repair or replacement; service, adjust or repair typewriters; schedule repair and maintenance of typewriters; and perform related work as required.
The basic purpose of this work is to repair and maintain agency typewriters.
III.
ORGANIZATIONAL LEVELS:

Typewriter Repairer is a service job.
IV.
EXAMPLES OF DUTIES COMMON TO ALL LEVELS IN SERIES:

1.
Repairs, services and adjusts typewriters by reading blue prints and/or schematic drawings, by using hand and light power tools and by cleaning and lubricating machines to maintain them in good working condition.
2.
Inspects and operates typewriters to assess need for repair or replacement and to assess possibilities for salvage.

3.
Schedules service request and preventive maintenance on typewriters.

4.
Requisitions repair materials and replacement parts.

5.
Maintains records or logs of work done or of supplies ordered.

6.
Instructs typists in the proper use and maintenance of typewriters.

7.
Determines priorities in response to calls for repair.

8.
Gives advice on what makes and models of typewriters to order based upon frequency of repair histories.

V.
DIFFERENCES BETWEEN LEVELS IN SERIES:

None.
VI.
RELATIONSHIPS WITH OTHERS:

Major work contacts are with own agency personnel.
VII.
SUPERVISION RECEIVED:

Incumbents of positions at this level receive general supervision from employees of higher grade who provide instruction, assign work and review performance through verbal reports and inspection for proper repair techniques.
VIII.
SUPERVISION EXERCISED:

None.
IX.
WORKING CONDITIONS:

Typewriter Repairers may lift and carry heavy objects.
X.
QUALIFICATIONS REQUIRED AT HIRE FOR ALL LEVELS IN SERIES:

1.
Knowledge of the principles of operation of typewriters.
2.
Knowledge of the methods and procedures of typewriter repair and maintenance.

3.
Knowledge of the types and uses of small hand tools such as hammers, screwdrivers, drills, etc.

4.
Knowledge of the types and uses of hand held power tools such as power drills, etc.

5.
Skill in using small hand tools such as hammers, screwdrivers, etc.

6.
Skill in using hand held power tools such as power drills, etc.

7.
Ability to understand and apply the policies, procedures, specifications, standards and guidelines governing assigned unit activities.

8.
Ability to understand and apply agency procedures and guidelines governing the purchase of supplies, materials and equipment.

9.
Ability to read and interpret such documents as schematics, drawings, plans, blueprints, equipment operating manuals, specifications, layouts, etc.

10.
Ability to follow oral and written instructions.

11.
Ability to give oral and written instructions in a precise and understandable manner.

12.
Ability to establish and maintain harmonious working relationships with others.

13.
Ability to maintain accurate records.

14.
Ability to lift and carry heavy objects.

15.
Mechanical aptitude.

16.
Manual dexterity.

XI.
QUALIFICATIONS ACQUIRED ON JOB AT ALL LEVELS IN SERIES:

1.
Knowledge of the policies, procedures, specifications, standards and guidelines governing assigned unit activities.
2.
Knowledge of the types and uses of agency forms.

XII.
MINIMUM ENTRANCE REQUIREMENTS:

Applicants must have at least one year of full-time, or equivalent part-time, experience in typewriter repair work.
XIII.
SPECIAL REQUIREMENTS:

None.
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