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Statement of Duties and Performance Standards

Position: 
Plant Maintenance Officer

	Job Task
	Timing
	Standard

	Collect schedule of plant and machine service jobs and maintenance jobs
	Daily
	Report promptly at 7.30 am and check the schedule to ensure it is complete

	Undertake service and maintenance jobs
	Daily
	In priority order as specified on the schedule

	Test plant or machinery to ensure operable
	At the completion of each job
	All repair jobs tested to ensure fault free and operating safely to maximum production level

	Record details of completed service jobs on the service form
	At the completion of each job
	Form 100% completed

	Record details of completed maintenance jobs on the maintenance form
	At the completion of each job
	Form 100% completed

	Maintain safety on each job
	At all times
	Work area to be barricaded and signage displayed

Equipment and tools to be in proper working order

Area free of trip hazards and housekeeping maintained

Spills to be cleaned up immediately

Grease, oil or any other substance to be cleaned off plant and equipment at completion of job

	Submit service and maintenance forms to Production Manager
	At the completion of the shift
	All details of service and maintenance jobs recorded and submitted

	Order replacement parts for faulty components
	When replacement required
	Correct part ordered on the order form with part code and all other detail completed

	Identify improvements to increase reliability of plant and machinery
	At each plant or machinery breakdown
	Fault identified

Cause of fault identified

Alternatives identified and reported 
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2:  Edit to meet your requirements by:
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