
HLMI (NaHno A ATL) Proposal 2 

APPENDIX "A" AGREEMENT(S)-MATERIAL COORDINATORS, SENIORITY 
GROUP 056, LOCAL 12-369 

Job Description 

As directed by management and using engineered speeiffoations develop dosmptlons for 
procurement action of materials, parlS and minor equipment as required by the maintenance 
filnction. Such worlc may include the piepanrtion of requisitions, material rellUCSfSt st.ore Oldera, 
P-card onlers, maintenance of film on requisitions, prepare par18 and tools relUms for shipment 
of&ite, purchase orders, receiving reports, 1111d associated infonnation. Pi!lrform HHtterial teloo-off 
1i=em bl11epfial6, drawings, ol1e1el\es er eegiaeered 9i,eeilieacieus. Follow-up on pn,eurement; 
Joc:ating materials; manging for shipments� expediting shipments; delivery and check off on 
.receipt; maintains control of locked Sf.on&C yards, and storage (bins/racb); coordmate project 
need dates with material del\very da1es; provide material status reports; maintain files on 
drawings, catalosues, requisitions, orders baclwp documentation, Me:Such as packing slips or any 
other paperwork on material for validation of product, May perform material cost estimates and 
other related work. May provide on-the-job 1raining to less axperie®Cd Material Coordinator 
personnel. May also assist in the control of inventory of celtified materials. exccssins tools and 
materials, and perfonn other work related to material control and procumnent .such as 
preparation of Spares Storage Request (SSRs), Warehouse Storage Request (WSR.s) and Spares 
Adjustment Request (SARs). 

UNDERSTANDINGS: 

l.,__ �. There will be one overtime group and one supervisory work group for 
Material Coordinators within HLMI. 

��. ..Jhe e1JU1lo1er shall �ve the discretion to start new hires al a hiuhcr step if they have 
prior relevant experience. 


