BELLSOUTH  TELECOMMUNICATIONS  JOB  BRIEFS  AND  QUALIFICATIONS

Material Service Coordinator 

	Job Title:

	Material Service Coordinator

	Job Title Code:

	4614

	Wage Scale:
	25


	A.  JOB RESPONSIBILITIES 

Responsibilities may include but are not limited to the following:


1. Operates trucks, including large tractor-trailer trucks, truck mounted hydraulic booms, mechanical winches, lift gates, forklifts and other type of electrical, mechanical and hydraulic equipment.  May be required to complete certification to drive supply vehicles that have a gross weight of 10,000 pounds or more, including meeting the qualification for a Chauffeur's License.  Also may be required to complete certification to drive a forklift at some locations.

2. Uses prescribed data input procedures, motorized tractor-trailer handling equipment, test equipment, key punch equipment and other mechanized procedures necessary to maintain appropriate inventory levels in and around storerooms, lockers, and other force reporting locations.

3. Unloads stock received from trucks or off conveyer belts, and loads stock to be dispatched.  This requires lifting or moving cable reels, rolls of wire, cases of telephones, etc.  Also unloads and maneuvers, by use of motorized equipment, weight up to 12,000 pounds.

4. Orders material, maintains inventory records, verifies billing and inventory reports.  Checks incoming supplies, equipment, and tools against orders and stocks materials in bins or on shelves.

5. Receives returned material and equipment from the field, makes appropriate inspections and/or tests to determine condition and stocks or returns to supplier as appropriate.  Performs some reconditioning work before returning equipment to stock.

6. Loads Company trucks with tools and equipment using proper methods and procedures for securing cargo.  Drives to other Company garages and refills the installation, repair and line trucks with stock supplies in some assignments.

7. Receives, selects and prepares supplies, equipment and tools for delivery to field forces.

8. Delivers, loads, transports, and receives coin boxes and associated cargoes to and from coin centers and vaults.

	A.  JOB RESPONSIBILITIES (Continued)




9.    Maintains Driver Operations Log.  Maintains delivery and pickup receipts.  Maintains

       DOT log book as appropriate.

10.  Operates cable cutting machine, and performs PRETERM and CONECS splicing

       functions.

11.  Analyzes and follows repair practices and procedures which may include outside

       plant drawings and schematic drawings.

12.  Works with various test equipment which may include an oscilloscope in order to 

        test equipment for quality and determine repair needs.

13.  Performs routine maintenance on vehicles as appropriate.

14.  Works in and maintains storeroom, warehouse and/or storage lot.

15.  Works outside in all kinds of weather.

16.  Follows established safety procedures.  Must be able to safely utilize equipment

       resources to perform specified physical job duties and satisfy manufacturer’s 

       specifications for operation or use of equipment including weight limitations.

17.  Lifts and moves loads up to 125 pounds.

18.  Drives Company vehicle.

	B.  BASIC QUALIFICATIONS  

Candidates must meet the following minimum qualifications:

	Testing
	             Training
	Other Requirements

	Click links below to see the 

Non-Management Job Title/Test Matrix  and the Test Guides.

	The following must be satisfactorily completed for title retention:

· On-the-job and/or classroom training as required
	· Satisfactory performance and attendance in present job.

· Satisfactory background investigation.

· Valid driver's license and ability to drive vehicle with manual shift in some assignments. 


	B.  BASIC QUALIFICATIONS  (Continued)


	Testing
	             Training
	Other Requirements

	
	
	· Must have knowledge of federal and state DOT rules and regulations.

· Must meet all DOT requirements to operate specific motor vehicles.

· Must pass written and driving certification tests given by an authorized agency.

· Must have DOT physical every two years.


	C.  GENERAL WORKING CONDITIONS/PHYSICAL REQUIREMENTS

Successful candidates require the ability to:

	· Work various scheduled tours including day, evening and night covering Sunday through Saturday with overtime, call-outs and holiday work as required.  Tour length will be 8 hours.

· Work in storerooms, warehouses, and storage lots and outside in all kinds of weather.  Operate trucks including tractor trailer trucks.

· Lift and move loads up to 125 pounds; maneuvers weights up to 12,000 pounds.


	D.  ADDITIONAL FACTORS TO BE CONSIDERED

	· Previous driving experience with large type vehicles.

· Previous operating experience with power forklift trucks.


Individuals holding this job title may be required to perform the above job duties with or without "reasonable accommodations." 
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