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	Work Process Schedule
	SKILLS
	

	COMPETENCY: Demonstrate proper use of personal protective equipment (PPE).

ACTION: Use appropriate safety gear for tasks and environments to reduce risk of injury.

	1

	

	COMPETENCY: Demonstrate proper use of personal protective equipment (PPE).

ACTION: Use appropriate safety gear for tasks and environments to reduce risk of injury.

	1

	

	COMPETENCY: Follow OSHA safety standards and safe work practices.

ACTION: Apply general safety procedures including hazard awareness and incident prevention. Maintain clean, safe, and organized work areas. Keep workspaces free of hazards and maintain order throughout jab tasks.

	1

	

	COMPETENCY: Demonstrate ladder safety and safe material handling techniques.

ACTION: Use ladders and lifting techniques properly to prevent falls and strain injuries.

	1

	

	COMPETENCY: Identify and safely use common hand and power tools.

ACTION: Recognize tool types and operate them safely for basic maintenance tasks. 

	1

	

	COMPETENCY: Identify basic components of residential building systems.


ACTION: Recognize major parts of electrical, plumbing, and mechanical systems.


	1

	

	COMPETENCY: Assist skilled workers during maintenance and repair tasks.

ACTION: Support job execution by observing, preparing materials, and following instructions. Assist with jobsite setup, material handling, and cleanup. Prepare work areas and manage tools and materials before and after tasks.

	1

	

	COMPETENCY: Perform basic preventative maintenance.

ACTION: Complete simple tasks such as cleaning and replacing accessible components. 

	1

	

	COMPETENCIES: Demonstrate professional conduct in residential environments.


ACTIONS: Interact respectfully with occupants and maintain a professional appearance. Use professional language and tone of voice.

Present clean, professional personal hygiene.

	2

	

	COMPETENCY: Record basic job information under supervision.

ACTION: Document location, task performed, and materials used as directed.

	1

	

	COMPETENCY: Perform minor repairs to interior surfaces.

ACTION: Complete patching, sealing, and finishing of common wall and surface issues.

	1

	

	COMPETENCY: Repair or adjust doors, windows, and basic hardware.


ACTION: Ensure proper function of moving components and replace worn hardware.


	1

	

	COMPETENCY: Replace basic fixtures and household components.

ACTION: Remove and install common residential fixtures using standard procedures.

	1

	

	COMPETENCY: Assist in replacement of electrical devices under supervision.

ACTION: Support safe removal and installation of basic electrical components.

	1

	

	COMPETENCY: Perform basic drain clearing using manual tools.


ACTION: Use hand tools to remove simple blockages and restore flow.


	1

	

	COMPETENCY: Apply caulking and sealing.

ACTION: Seal gaps to prevent moisture intrusion and improve efficiency. 

	1

	

	COMPETENCY: Install basic household fixtures and appliances.

ACTION: Set up and secure common equipment following manufacturer guidelines.

	1

	

	COMPETENCY: Perform routine maintenance on residential systems.


ACTION: Conduct cleaning, inspection, and minor adjustments to maintain operation.


	1

	

	COMPETENCY: Assist with routine servicing of heating and cooling systems.

ACTION: Support basic maintenance tasks such as cleaning and inspections.

	1

	

	COMPETENCY: Complete basic work orders.

ACTION: Use company systems to document maintenance activities. Document tasks performed, material used, and time spent accurately. Enter job data using paper or digital systems as required.

	1

	

	COMPETENCY: Identify common issues in residential systems.


ACTION: Recognize signs of wear, damage, or malfunction across systems. Assist in troubleshooting minor system issues and support identification of problems and possible corrective actions.


	1

	

	COMPETENCY: Use basic diagnostic tools under supervision.

ACTION: Operate tools such as meters or gauges to gather system information. 

	1

	

	COMPETENCY: Assist in repair of plumbing system components.

ACTION: Help resolve leaks and replace basic components under guidance.

	1

	

	COMPETENCY: Assist in installation of residential systems.


ACTION: Support installation tasks while following instructions and safety procedures. 


	1

	

	COMPETENCY: Perform preventative maintenance inspections.

ACTION: Check systems for proper operation and identify potential concerns.

	1

	

	COMPETENCY: Assist in installation and sealing of ductwork and piping.

ACTION: Support assembly and sealing to ensure system efficiency. Support efforts to improve system efficiency by assisting with sealing, insulation, and airflow improvements. 

	1

	

	COMPETENCY: Estimate basic materials required for tasks.


ACTION: Identify common materials needed for routine repairs.


	1

	

	COMPETENCY: Follow diagrams, manuals, or instructions.

ACTION: Use available resources to guide maintenance activities.

	1

	

	COMPETENCY: Document system conditions and report findings. 

ACTION: Record observations and communicate issues to supervisors.

	1

	

	COMPETENCY: Track materials and parts used.


ACTION: Maintain accurate records of materials used during tasks and assist in updating service records and logs. Help maintain ongoing documentation of maintenance history. 


	1

	

	COMPETENCY: Perform general maintenance tasks with minimal supervision. 

ACTION: Complete assigned tasks independently within defined scope. Support troubleshooting across building systems and assist in identifying causes of system performance issues.

	1

	

	COMPETENCY: Identify and report system issues requiring specialized trades.

ACTION: Recognize when work exceeds scope and requires licensed professionals. 

	1

	

	COMPETENCY: Complete service tasks and work orders accurately. 


ACTION: Ensure all work performed is properly documented and closed out.


	1

	

	COMPETENCY: Communicate professionally with customers.

ACTION: Explain work performed and maintain clear, respectful communication. Demonstrate overall jobsite professionalism. Maintain safety, quality, and conduct standards at all times.

	1

	

	COMPETENCY: Plan and prioritize assigned tasks.

ACTION: Organize work to complete tasks efficiently and safely.

	1

	

	COMPETENCY: Maintain inventory of tools and materials.


ACTION: Track usage and ensure availability of necessary equipment.


	1

	

	COMPETENCY: Recommend basic maintenance or repair actions.

ACTION: Provide input on routine repairs or preventative measures. Assist in estimating labor and material requirements and support basic planning for time and resource needs.

	1

	

	COMPETENCY: Complete detailed work orders with findings and recommendations.

ACTION: Document conditions, actions taken, and suggested follow-up work. Maintain service records and track recurring issues. Identify patterns and ensure proper documentation over time.

	1

	

	COMPETENCY: Communicate job status and service results.


ACTION: Provide updates to supervisors and customers as appropriate.


	1

	

	Totals
	SKILLS
40
	OJT HRS
0




