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SECTION 2: JOB QUALIFICATIONS

The company establishes requirements for all jobs that support this repair station. This
section contains the process for establishing those qualifications.

2.1 Job Positions

Note to User: The purpose of this section is to establish the requirements for each job
position that supports the repair station. The company should ensure that form
mentioned is completed for the persons listed in the Repair Station Quality Manual
(RSQM). The qualifications, duties and responsibilities from the RSQM should be
referenced when completing the Job Position form. Delete this note from the final
version of your manual.

Each individual job performed at this repair station is described on a Job Position form.
This form will set forth, at a minimum:

e Position

Essential responsibilities

Essential tasks as related to duties

Skills required

Certificate(s) required

Management is responsible for authorizing new jobs and determining the tasks required
for each job.

2.2 Job Functions

Note to User: The purpose of this section is to describe job functions and levels of
expertise within functions performed at this repair station. Please delete the entire
section if not used. If you do not use this section, also remove any references to the Job
Qualification Level chart and the Job Function form. Delete this note from the final
version of your manual.

Personnel supporting the repair station are grouped within the organization by function.
Jobs within each function contain increasing levels of expertise.

The general levels of expertise for all jobs are established on the Job Qualification Level
chart. The {ENTER TITLE OF PERSON} is responsible for establishing the general
levels of expertise.

For each job function, the levels of expertise are listed on a Job Function form for that
function. Management is responsible for authorizing new jobs, new job functions,
establishing the levels of expertise within each job function, and determining the tasks
required for each job.
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2.3 Tasks and Skills

Note to User: The purpose of this section is to establish the tasks and skills required for
each job. This section is not necessary for small companies where the tasks and skills
will not apply to more than one position. If you do not wish to use this section, delete it
entirely along with references to the Task List. Delete this note from the final version of
your manual.

The list of tasks that make up job duties for all jobs at this repair station, and the body of
knowledge necessary to perform those tasks are listed on the Task List. This List will
be used to establish training requirements for the skills associated with the tasks that
are shared by more than one position in the company.

2.4 Minimum Standards

Note to User: The purpose of this section is to describe the minimum standards required
of every individual employed at the repair station. The standards should be assessed
and adjusted depending upon determinations by management. However, once listed,
they must be adhered to by persons performing maintenance, preventive maintenance or
alterations under the repair station certificate. Delete this note from the final version of
your manual.

Minimum standards are required for every individual employed by the repair station.
The company considers the following as minimum standards:

e Language (read, write, speak and understand English)

e Arithmetic (perform basic arithmetic, such as add, subtract, multiply, divide)

e Color recognition (recognize and distinguish yellow, red and blue tags)

e Physical (acceptable vision with corrective lenses and legible handwriting; capable
of lifting 40 pounds)

Computer (perform basic data entry, and open and save files)

e Vocabulary (understand basic terminology used in their functional job area)

Minimum standards are verified during the hiring process and documented on the
Employee Assessment form.

Waivers for any of the minimum standards must be based upon demonstrated
competence to ensure the capability of performing assigned tasks.
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