State of Georgia Job Description

	Job Title: Aircraft Maintenance Lead Tech 
Job Code: 11414 
Last Update: 10/1/2002 
Salary Plan: DTAE Support Staff Salary Plan (SUP) 
Pay Grade: 03 
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Job Description, Responsibilities, Standards, and Qualifications 

Job Description:
Under general supervision, performs maintenance and required inspections on airworthy flight training aircraft. Maintains inventory of spare parts and orders parts to replenish inventory. Prepares lesson plans for classroom instruction for aviation maintenance technology classes. Develops program and course outlines, goals and objectives. Evaluates students' progress in attaining goals and objectives. Requests and maintains supplies and equipment. Meets with students, staff members and other educators to discuss students' instructional programs and other issues. Ensures safety and security requirements are met in the training area. Assists with recruitment, retention and job placement efforts. Maintains program certification requirements. May supervise subordinate employees. 




Job Responsibilities & Performance Standards:
1.
Performs maintenance and required inspections on airworthy flight training aircraft. (Performed by all incumbents)
1.
Performs maintenance and required inspections on airworthy flight training aircraft according to Federal Aviation Regulations (FARs) and specific aircraft manufacturers' guidelines.
2.
Ensures all aircraft comply with airworthiness standards, mandated by the Federal Aviation Administration (FAA) and manufacturers' recommended maintenance guidelines, including compliance with applicable Airworthiness Directives.
3.
Schedules maintenance in a way to achieve maximum use and minimum downtime without jeopardizing safety.
4.
Maintains current and complete aircraft records in accordance with FARs for each aircraft in the fleet. Makes or approves all entries in records.
5.
Reviews aircraft maintenance logs on an established basis to assure compliance with FAR's and departmental policies. Reports problems to supervisor.
6.
Maintains listing of maintenance and test equipment requiring calibration, and coordinates with appropriate service organization(s) to obtain calibration support as needed.
7.
Reviews trip schedules on a daily basis, checking for potential air craft and crew conflicts. If a conflict is discovered, notifies all concerned parties as soon as possible.
8.
Performs oil changes according to established preventative maintenance schedule and operates fuel pump according to established safety guidelines.
9.
Performs thorough safety inspections on hanger and grounds and reports any problems to supervisor in a timely manner.
10.Maintains grounds and hanger in a manner that presents a favorable impression to the public.
2.
Maintains inventory of spare parts and orders parts to replenish inventory as required. (Performed by all incumbents)
1.
Maintains inventory of commonly used spare parts in accordance with approved inventory management procedures.
2.
Recommends changes to aircraft maintenance manuals and parts manuals as directed by the aircraft manufacturer.
3.
Complies with the suggested aircraft manufacturer's service information by implementing new techniques, the reworking of components and the installation of updated technology.
4.
Assists in performing a physical inventory of aircraft parts on an established basis and according to established protocols.
5.
Orders parts for inventory and non-inventory requirements; ensures that all aircraft parts have the proper work orders and parts approved tags as required by the FAA.
6.
Prepares necessary bid requests for any repairs, overhauls or modifications that will be performed by outside maintenance facilities.
7.
Maintains and updates accurate aircraft files in the maintenance management program and installs required changes in applicable programs.
3.
Prepares lesson plans for classroom instruction for aviation maintenance technology classes. (Performed by all incumbents) 
1.
Delivers effective individualized programs of instruction to class members.
2.
Ensures adherence to technical college and safety requirements in classrooms and labs/shops by following established procedures.
3.
Correctly assesses the educational needs and class progress of students.
4.
Selects and obtains appropriate educational materials for courses.
5.
Prepares reports on the current status of students in the program indicating whether performance is aligned with performance indicators, program goals and progress schedule.
4.
Develops program and course outlines, goals and objectives. (Performed by all incumbents) 
1.
Prepares appropriate curricula, including non-traditional content and methods to achieve objectives and goals of students.
2.
Follows designated and approved lesson plan(s) using appropriate techniques and aids.
3.
Participates in standing or ad hoc committee meetings relating to curriculum development, extra curricular activities and other technical college sponsored activities or programs as required.
4.
Prepares program reports for submission to supervisor within specified time frames of request.
5.
Evaluates students' progress in attaining goals and objectives. (Performed by all incumbents) 
1.
Establishes criteria and tests the students in order to measure each student's progress.
2.
Communicates student's progress to student and appropriate personnel according to established guidelines.
3.
Accurately records pertinent information in students' records as required.
6.
Requests and maintains needed supplies and equipment through the Program Chairman. (Performed by all incumbents)
1.
Submits correct supply and equipment requests as necessary in accordance with established guidelines.
2.
Performs and maintains classroom inventory according to established policies and procedures.
3.
Maintains an organized and proper supply of classroom instructional materials.
4.
Promptly notifies supervisor of defective equipment.
7.
Assists with recruitment, retention and job placement efforts. (Performed by all incumbents) 
1.
Actively recruits students for classes by explaining training offered and prepares a master schedule for departmental class offerings.
2.
Prepares orientation for new students using effective materials while displaying a professional and courteous manner.
3.
Actively participates in the retention efforts of the school.
4.
Offers job placement assistance to the students and follows through using established contacts.
5.
Ensures adequate and appropriate on-the-job training opportunities exist for each student.
8.
Meets with students, staff members and other educators to discuss students' instructional programs and other issues impacting the progress of the students. (Performed by all incumbents)
1.
Advises students on course selection and other pertinent matters in a professional and effective manner.
2.
Actively participates in staff and faculty meetings as needed to discuss students' progress, problems and/or programs.
3.
Serves as academic advisor to students in the program area.
9.
Maintains program certification requirements, as appropriate. (Performed by all incumbents)
1.
Maintains full program accreditation in accordance with accrediting agency and Federal Aviation Administration guidelines.
2.
Ensures certification meets all required organizational and accreditation policies and guidelines. 
3.
Participates in education meetings, workshops, etc., as requested.
4.
Thoroughly conducts a self-study of the program's compliance with technical college, program and accreditation standards.
10.
Ensures safety and security requirements are met in the training area. (Performed by all incumbents)
1.
Constructs training modules, tools, materials, supplies and equipment to comply with local requirements for safety and security needs and in accordance with state and federal work safety standards.
2.
Ensures students are instructed in and follow all safety rules for operating equipment and using tools.
3.
Ensures classrooms and work areas are properly cleaned and maintained at all times. 
4.
Maintains a secure training and work area that provides freedom of movement for the students during the performance of work and training assignments and complies with the security requirements of the organization.
5.
Ensures work-related projects are successfully completed and that they meet industry standards.
11.
Creates and maintains a high performance environment characterized by positive leadership and a strong team orientation. (Performed by some incumbents)
1.
Defines goals and/or required results at beginning of performance period.
2.
Communicates regularly with staff on progress toward defined goals and/or required results, providing specific feedback and initiating corrective action when defined goals and/or required results are not met.
3.
Evaluates employees at scheduled intervals, obtains and considers all relevant information in evaluations.
4.
Motivates staff to improve quantity and quality of work performed and provides training and development opportunities as appropriate.
12.
Maintains knowledge of current trends and developments in the field by attending professional development training, workshops, seminars and conferences and by reading professional literature in the related technical field. (Performed by all incumbents)
1.
Attends internal and external educational programs and professional meetings as requested to maintain knowledge of Federal Aviation Administration rules and regulation changes.
2.
Participates in regular meetings of available and applicable professional organizations.
3.
Reads professional literature and translates complex or technical information into a meaningful format that may be understood by others.
4.
Coordinates meetings, establishes agendas and records accurate minutes of meetings.
5.
Actively recruits members of advisory committee.
13.
Displays a high level of effort and commitment to performing work; operates effectively within the organizational structure; demonstrates trustworthiness and responsible behavior. (Performed by all incumbents)
1. Demonstrates eagerness to learn and assume responsibility; seeks out and accepts increased responsibility; displays a "can do" approach to work.
2. Shows persistence and seeks alternatives when obstacles arise; seeks alternative solutions; does things before being asked or forced to by events.
3. Works within the system in a resourceful manner to accomplish reasonable work goals; shows flexibility in response to process change and adapts to and accommodates new methods and procedures.
4. Accepts direction and feedback from supervisor and follows through appropriately.
5. Works when scheduled; begins and ends work as expected; calls in according to policy when arriving late for work or when absent; observes provisions of Fair Labor Standards Act; observes policies on break and lunch periods; uses work time appropriately.



Minimum Qualifications:
FAA Mechanic Certificate with Airframe and Power plant Rating, FAA Inspection authorization *and* an Associates degree (or capability of obtaining an Associates degree within two years of employment) 

Preferred Qualifications:
N/A 

	
NOTE: 
Job description information is extracted daily from the official Phoenix HRMS Job Code database. Problems in conversion may cause formatting errors in some job descriptions. 

The information presented, while not an exact or exhaustive listing, describes the work, performance standards, and qualifications typically required of positions or employees in this job. A specific position description or employee performance plan may differ as long as it is consistent with the core Responsibilities, Standards and Qualifications of that job. 




For questions or comments, please contact us or read our disclaimer. 

© 1998-1999 The State of Georgia & The Georgia Merit System
ALL RIGHTS RESERVED. 
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