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MISSION OF THE BILLET

THE MISSION OF THIS BILLET IS TO ASSIST THE MAINTENANCE OFFICER IN MANAGING THE DAILY TASKS OF THE SHOP, THE SAFETY OF THE MARINES AND PROVIDING QUALITY SERVICE TO THE EQUIPMENT.  REVIEWING THE DAILY REPORTS AND REPORTING ANY DISCREPANCIES TO THE MAINTENANCE OFFICER.  THE MAINTENANCE CHIEF IS RESPONSIBLE FOR ALL EQUIPMENT AND MARINES IN THE SHOP.
THE MAINTENANCE CHIEF IS THE DIRECT ASSISTANT TO THE MAINTENANCE OFFICER.  THE MAINTENANCE CHIEF IS RESPONSIBLE FOR THE SHOP SAFETY, QUALITY OF WORK, AND QUALITY OF EQUIPMENT, REVIEWING THE DAILY REPORTS, AND REPORTING DISCREPANCIES TO THE MAINTENANCE OFFICER.
THE MAINTENANCE CHIEF WORKS CLOSELY WITH THE SHOP CHIEF TO ENSURE TIMELY COMPLETION AND QUALITY OF WORK ON REPAIRS TO EQUIPMENT INDUCTED INTO THE MAINTENANCE CYCLE.

THE MAINTENANCE CHIEF WORKS CLOSELY WITH THE MAINTENANCE MANAGEMENT CLERK FOR DISCREPANCIES CONCERNING THE STATUS OF EQUIPMENT AND PARTS RECEIVED, AND RECONCILES DAILY TO CHANGE OR CLOSE STATUSES TO THE EQUIPMENT.

THE MAINTENANCE CHIEF RECONCILES WITH THE LAYETTES SECTION AND CHECKS FOR DISCREPANCIES WITH PARTS ON HAND, PARTS NOT RECEIVED AND LOST PARTS.  YOU ALSO RECONCILE WITH THE SQUADRON MMO FOR WEEKLY REVIEW OF THE MPR.

THE MAINTENANCE CHIEF WORKS DAILY WITH THE QUALITY CONTROL CHIEF TO REVIEW THE MPR AND S/R’s AS THE STATUSES CHANGE FROM OPEN, CLOSED OR UNIT RECALL.  
THE MAINTENANCE CHIEF ASSIGNS REPAIR TASKS TO THE SHOP CHIEF AND ENSURES THE SHOP CHIEF PROVIDES THE SUPERVISION OF THEIR DAILY TASKS.

REGULAR TASKS AND BASIC FUNCTIONS PERFORMED IN DAY-TO-DAY OPERATIONS
DAILY
1.  REVIEW THE MAINTENANCE PRODUCTION REPORT (MPR) FOR  

   DISCREPANCIES.
2.  RECONCILE WITH THE SHOP CHIEF, QUALITY CONTROL 

     CHIEF, AND MAINTENANCE MANAGEMENT CLERK.

3.  ENSURE WORK IS ANNOTATED CORRECTLY IN THE DEBRIEF AND TASK NOTES SECTIONS OF THE S/R AND TASK IS ASSIGNED TO THE SHOP CHIEF FOR VERIFICATION.
4.  ENSURE THE PARTS REQUIREMENT IS REVIEWED AND CORRECT PRIOR TO ASSIGNING A TASK TO SUPPLY FOR THE REQUISITION OF PARTS.

WEEKLY
1. RECONCILE WITH THE MOTOR TRANSPORT OPERATIONS PLATOON FOR DISCREPANCIES WITH THE EQUIPMENT AND UNIT RECALL STATUSES.

2. RECONCILE WITH MMO ON TUESDAY’S AT 1330 FOR UPDATES AND CHANGES THAT OCCUR REGARDING MAINTENANCE PROCEDURES.

MONTHLY
1.  PERFORM MONTHLY PM ROSTER CHECKS.

2.  PERFORM AREA AND SAFETY INSPECTIONS OF THE SHOP.

3.  REVIEW THE CALIBRATION REPORT.

SEMI-ANNUALLY
1.  REVIEW AND UPDATE THE DESKTOPS. 
ANNUALLY
  1. NONE AT THIS TIME.

LIST OF ORDERS, DIRECTIVES AND TECHNICAL MANUALS DEEMED PERTINENT TO THE BILLET
1.  THE FOLLOWING LIST OF PUBLICATIONS AND DIRECTIVES  

 ARE DESIGNED TO PROVIDE THE MAINTENANCE CHIEF WITH
 A READY GUIDE TO REFERENCE
 MATERIAL BY SUBJECT.  IT IS IMPORTANT TO 
 UNDERSTAND THAT ALTHOUGH BASIC PUBLICATIONS AND  

 DIRECTIVES OUTLINE VARIOUS PROCEDURES, THE  

 MAINTENANCE CHIEF MUST ALSO BE  

 WELL VERSED IN LOCAL POLICIES AS THESE MAY  

 DELINEATE CERTAIN, MORE SPECIFIC REQUIREMENTS.   

 ALTHOUGH, NOT ALL INCLUSIVE, THIS LIST SHOULD 
 PROVIDE A BETTER UNDERSTANDING OF THE OPERATION OF  

 A MAINTENANCE SHOP.

  
MCO 4400.16_

UNIFORM MATERIAL MOVEMENT AND  

                     
ISSUE SYSTEM (UMMIPS)


MCO P4790.2_
MIMMS FIELD PROCEDURES MANUAL


MCO 4856.10_
QUALITY DEFICIENCY REPORTS


MCO 11262.2_
LOAD TEST REQUIREMENTS


UM 4400-124_
MARINE CORPS USERS MANUAL SASSY


UM 4790.5_

MARINE CORPS USERS MANUAL (AIS)  




FMSS


TM 4700-15/1_
EQUIPMENT RECORDS PROCEDURES


GRUO P4790.3_
GROUP MAINTENANCE MANUAL MMSOP  


MCO P4400.150_
CONSUMER LEVEL SUPPLY POLICY 

 


MANUAL

   MCBUL 3000
MARES REPORTABLE GEAR

  TM 11240-ODA
PRINCIPAL TECHNICAL   

                    
CHARACTERISTICS OF MOTOR TRANSPORT  

              
EQUIPMENT

LIST OF REQUIRED REPORTS WITH EXAMPLES
1. MAINTENANCE PRODUCTION REPORT (MPR)
2. MARES REPORTABLE DEADLINE REPORT 



(CHANGE MPR PERAMETERS)

3. PRE-EXPENDED BIN (PEB) LOCATOR QUANTITIES REPORT

4. LAYETTES LOCATOR QUANTITIES REPORT

5. SECTION STAGE REPORT

RELATIONSHIPS WITH ACTIVITIES INTERNAL AND EXTERNAL TO THE CHAIN OF COMMAND
UNIT



PHONE #



RELATIONSHIP
PERSONNEL CONTACT LIST, PHONE NUMBERS, ADDRESSES AND PURPOSE OF CONTACT
PAST, PENDING AND ANTICIPATED PROJECTS
PAST:
-NONE AT THIS TIME. 
PENDING:

ANTICIPATED:

MISCELLANEOUS INFORMATION
