City of Chattanooga, TN

Classification Title:  Crew Scheduler


	Department: 
	Public Works
	Pay Grade:
	TBD

	Supervision Received From:
	
Assistant Director, City-wide Services
	FLSA Status:
	Non-Exempt

	Supervisory Responsibility For:
	
N/A
	Established:

Revised:
	06/29/07

11/21/07


CLASSIFICATION SUMMARY:

Incumbents in this classification are responsible for monitoring the status of Public Works work orders. Typical duties include: receiving and reviewing work orders; coordinating and maintaining crew schedules and monitoring completion; and, coordinating work crews. Works under limited supervision
SERIES LEVEL:

The Crew Scheduler s a stand-alone classification.
ESSENTIAL FUNCTIONS:

(The following duties ARE NOT intended to serve as a comprehensive list of all duties performed by all employees in this classification, only a representative summary of the primary duties and responsibilities. Incumbent(s) may not be required to perform all duties listed and may be required to perform additional, position-specific duties.)

· Receives and reviews work orders; schedules and prioritizes order of completion and monitors status of work orders; maintains listings of open and closed work orders.

· Assists in developing policies and procedures related to work order preparation and flow.

· Coordinates the work of survey crews.

· Receives, responds to, and resolves conflicts between departments regarding project priorities.

· Prepares a variety of summary reports related to crew activities, operations, and projects.

· Performs other duties as assigned.

MINIMUM QUALIFICATIONS:

Completion of related college coursework and four years of related streets maintenance experience.

LICENSING AND CERTIFICATIONS:

None.

KNOWLEDGE AND SKILLS:

Knowledge of production planning principles; construction management principles; and, scheduling and prioritization principles and practices.

Skill in prioritizing and assigning work; processing work orders and coordinating the completion of work; coordinating work activities; preparing reports; and, communication and interpersonal skills as applied to interaction with coworkers, supervisor, the general public, etc. sufficient to exchange or convey information and to receive work direction.

PHYSICAL DEMANDS

Positions in this class typically require: fingering, grasping, feeling, talking, hearing, seeing and repetitive motions.

WORK ENVIRONMENT:

Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to lift, carry, push, pull or otherwise move objects, including the human body.  Sedentary work involves sitting most of the time.  Jobs are sedentary if walking and standing are required only occasionally and all other sedentary criteria are met.

SPECIAL REQUIREMENTS:

Safety Sensitive:  N  

Department of Transportation - CDL: N

Child Sensitive: N

The City of Chattanooga, Tennessee is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the City will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective and current employees to discuss potential accommodations with the employer.
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