10- 6- 89 CFFI CE EQUI PMENT AND MACH NE REPAI RER 3414

Sumary of Duties : Miintains, adjusts, repairs, and overhaul s
mechani cal and el ectric cal cul ati ng nachi nes, el ectro-nmechani ¢ and
el ectronic calculators, and related office equi pnent; and perforns
rel ated work.

D stinguishing Features : An Ofice Equipnent and Machine Repairer is
primarily engaged in the repair of various types of addi ng and

cal cul ati ng nachi nes and el ectronic calculators. An enployee in this
class nmay also repair other types of office nmachines, some of which
may be the same type repaired by other nachine repair classes.
Assignnments or service calls indicate the type, |ocation, and genera
nature of trouble on the nmachines. An Ofice Equi pnent and Machi ne
Repairer is responsible for |locating and correcting the cause of
failure. An enployee of this class works independently in various
offices as well as in a repair shop. Wrk is evaluated in terns of
quality of results obtained.

Exanples of Duties : |Inspects, anal yzes trouble, cleans, oils,

adj usts, repairs, and overhaul s nmechani cal and el ectric addi ng and

cal cul ati ng nachi nes, electronic cal culators, cash registers, posting

nmachi nes, tape recorders, projectors, video equi pnment and simlar

of fi ce machi nes and equi prnent; replaces worn and broken parts in these
machi nes; inspects, cleans, oils, adjusts, and replaces parts in snall
electric notors used to operate office nachi nes; operates machines to

verify proper functioning before restoring themto service.

I nstructs and advi ses operators in the proper operation and care of

of fi ce machi nes; consults catal ogs and obtai ns needed parts from
contract vendors; drives an autonobile to answer service calls or pick
up parts; occasionally operates a lathe, drill press, buffer, grinder,
and polisher and may use sol dering, brazing, and wel di ng equi prent in
repairing office machines, repairing and reformng bent and damaged
parts for re-use, and fabricating parts and special attachnments; nay
adapt or nodify office nmachines for special purposes; and nay
occasional |y be assigned other duties for training purposes or to neet
t echnol ogi cal changes or unexpected energenci es.

Qualifications : A good know edge of the principles of operation, and
desi gn and nethods, nmaterials, and tools required in the naintenance,
adj ustnent, repair, and overhauling of electro-nechanic and electric
cal cul ators; projectors, tape recorder, video equi pnent; a good

know edge of the use of test instrunents and the nethods, naterials,
and tools required in the repair of electronic calculators; a working
knowl edge of the principles of operation and design, and of the

nmet hods, materials, and tools used in the mai ntenance, adjustnent,
repair, and overhauling of other commonly used el ectro-mechanic

andel ectronic office equipnent; the ability to use sol dering, brazing,
and acetyl ene wel ding equi pnent and |ight rmachi nes and tools of the
machinist trade as required in the repair and overhaul of office
machines; the ability to apply infornation obtained from




manuf acturers' service nmanuals to the repair of nechani cal and
electric office nmachines; the ability to adjust and repair rotary and
key-driven cal cul ati ng machi nes, el ectronic calculators, and ot her
commonl y used office equipnent; the ability to read el ectrical and
electronic wiring schematics; and the ability to deal tactfully and
effectively with other enpl oyees.

Two years of full-time paid experience servicing and repairing

el ectro-mechanic and el ectronic calculators and rel ated office

machi nes; or, four years of full-tine paid experience assisting in the
servicing and repair of electro-mechanic and el ectronic cal cul ators
and related office nachines is required for O fice Equi pnent and
Machi ne Repairer

License: Avalid California driver's |icense and a good driving record
IS required.

Physical Requirenents : Strength to performaverage lifting of up to 15
pounds and occasionally over 25 pounds; arm hand, and fi nger
dexterity with both handling, and feeling; and good eyesight.

Persons with nedical limtations may, wth reasonabl e accomrodati ons,
be capabl e of performng the duties of some positions in this class.
Such determ nation nust be nade on an individual basis in light of the
person's limtations, the requirenents of the position, and the

appoi nting authority's ability to effect reasonabl e accommodations to
the person's limtations.

As provided in Gvil Service Commssion Rule 2.5

and Section 4.55 of the Admnistrative Code, this
specification is descriptive, explanatory and not
restrictive, it is not intended to declare what the
duties and responsibilities of any position shall be.



