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DESCRIPTION OF OCCUPATIONAL WORK

This class uses one levd in the Labor, Trades, and Crafts Occupationa Group and describes
coordinating and scheduling work for trades where the podtion is located in a physicad plant
maintenance control center or smilar unit, and usudly includes lead work over service dispatchers and
clericd daff. Pogtions receive and schedule work assgnments based on the orders recelved from the
sarvice desk, schedule jobs for the various shops, notify managers and supervisors, assign charges and
codes to work orders, prepare periodic cost reports, and compose weekly project status reports. The
podtion may aso coordinate scheduled mechanica and eectrical outages, provide emergency,
operationa, and routine information to, and/or receive information from, maintenance personnd,
customers or users, and other agency personnel.

SCHEDULER DIFITX

CONCEPT OF CLASS

This class describes the fully-operationd coordinating and scheduling work on assgnments received
through the service desk, scheduling jobs for the various shops, notifying managers and supervisors,
assigning charges and codes to work orders, preparing periodic cost reports, and composing weekly
project datus reports. The work may adso involve coordinating scheduled mechanica and dectrica
outages, provide emergency, operationd, and routine information to maintenance personnd, customers
or usars, and other agency personnd; and receaving informetion from them. Work assgnments are
received verbaly or by written or computer orders and are carried out in accordance with the agency
physicd plant policies and procedures.

FACTORS

Allocation must be based on meeting all of the four factors as described below.
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Decision Making -- The decisons regularly made are a the operationd leve, as described here. Within
limits set by the specific process, choices involve deciding what operation is required to cary out the
process. This includes determining how the operation will be completed. By nature, data needed to
make decisons are numerous and variable 0 reasoning is needed to develop the practical course of
action within the established process. Choices are within a range of specified, acceptable standards,
dternatives, and technica practices. For example, postions change scheduled repairs to meet
emergency Stuations.

Complexity -- The nature of, and need for, andyss and judgment is patterned, as described here.
Pogditions sudy avalable information such as equipment manufacturers manuds and service bulletins,
appropriate state and loca government codes, trade-specific manuds and practices, and agency
guideines and determine what they mean and how they relate to the specific assgnment in order to
reech a practica solution by reparing the problem. Guiddines in the form of written manuas exist for
mog dtuations.  Additiondly, verbd indructions are given from supervisory personnd.  Judgment is
needed in locating and sdlecting the most appropriate of these guiddines which may change for varying
circumgtances as the task is repeated. This sdection and interpretation of guidelines involves choosing
from dternatives where most may be correct but one is better than another depending on the given
crcumstances of the dtuation. Pogtions, for example, develop emergency and routine service desk
operating procedures.

Purpose of Contact -- Regular work contacts with others outsde the supervisory chain, regardless of
the method of communication, are for the purpose of exchanging or collecting information with
contacts.  This involves giving learned information that is readily undersandable by the recipient or
collecting factua information in order to solve factud problems erors, or complaints. Podtions
provide routine service information to customers.

Lineg/Staff Authority -- The direct fidd of influence the work of a podtion has on the organization is as
an individud contributor.  The individud contributor may explain work processes and train others. The
individua contributor may serve as a resource or guide by advisng others on how to use processes
within a sysem or as a member of a collaboraive problemsolving teem. This levd may indude
pogtions performing supervisory dements that do not fully meet the criteria for the next levd in this
factor.

ENTRANCE REQUIREMENTS

Minimum entry requirements and genera competencies for classes in this series are contained in the
State of Colorado Department of Personnel web site.

For purposes of the Americans with Disdbilities Act, the essentid functions of specific postions are
identified in the position description questionnaires and job analyses.

CLASS SERIESHISTORY

Effective 7/1/99 (DLF). LTC consolidation study changed class code and title. Draft published 3/31/99
and proposed 5/24/99.
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Effective 9/1/93 (LDS). Job Evauation System Revision project. Published proposed 6/1/93.

Revised 12/1/86. Changed class code, title, nature of work, entrance requirements, and pay differentid
on Physica Plant Operations Scheduler (A4874X).

Created 12/1/80. Physical Plant Operations Scheduler (A4874X).

SUMMARY OF FACTOR RATINGS

Class Level Decision Making Complexity Purpose of Contact Line/Staff Authority

Scheduler Operational Patterned Exchange Indiv. Contributor

ISSUING AUTHORITY: Colorado Department of Personnel/General Support Services



