. ‘ Government of
AN

Northwest Territories

IDENTIFICATION
Department Position Title
Infrastructure Parts Technician, Purchaser
Position Number Community Division/Region
33-7774 Yellowknife North Slave
PURPOSE OF THE POSITION

The Parts Technician Purchaser is responsible for identifying, ordering, handling, warehousing,
and cataloguing of parts and assemblies used in the maintenance and repair of heavy duty and
automotive equipment, and related machinery. The position maintains control of in-stock
inventories at the combined services building, through a maintenance management system, in
support of the Yellowknife Airport and North Slave Highways Operations.

The position is also responsible for procurement and inventory control of a wide variety of
operational consumables utilized in the operations in support of the airfield electrical, airfield

maintenance, air rescue fire fighting groups, and airfield electrical at four community airports.

The duties of this job are carried out in accordance with the Government of the Northwest
Territories (GNWT) Financial Administration Act and the GNWT Business Incentive Policy.

SCOPE

The Parts Technician, Purchaser, is located in Yellowknife and reports to the Manager,
Operations and Maintenance. Located in the Combined Services Building at the Yellowknife
Airport, this position is part of the maintenance team that provides service and support to
Yellowknife Airport and North Slave Highways fleets.

The Parts Technician, Purchaser, makes decisions associated with parts orders, stock issues,
stock and inventory control as per established policies and procedures, and makes
recommendations to the Manager, Operations and Maintenance on issues affecting the parts
operation, such as high cost or quality of parts and vendor capabilities. The incumbent is also
responsible for making recommendations as to inventory levels, additional requirements and
obsolete items.
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The position maintains, tracks, and controls distribution of in-stock inventories of $1 million,
supporting the various operational groups at Yellowknife Airport and North Slave Highways
fleet maintenance needs.

This position purchases or assists in the procurement of stocked items, parts, and consumables
(approximately $1,500,000 per year), and upon receipt, enters into the maintenance
management system for inventory control and tracking.

RESPONSIBILITIES

1. Ordering, purchasing and receiving stock items for the Yellowknife Airport to
maintain an inventory level that ensures uninterrupted day to day services are
provided.

Regularly review in-stock inventory report to ensure minimum counts are met.
Coordinate purchases with operational groups regarding seasonal stock items to ensure
products are on site as needed.

Coordinate purchases with electricians regarding community airports to ensure
sufficient stock is on-hand at each location.

Update Maintenance Management System to reflect new stock items with the addition
of new or unique fleet types, systems, or consumables.

2. Ordering, purchasing and receiving of non-stock items in support of Yellowknife
Airport and North Slave Fleet Maintenance.

Consult and coordinate the purchase of required parts with Manager, Operations and
Maintenance, supervisors, and heavy equipment staff, referencing parts catalogues and
online reference material to ensure accuracy of orders.

Source parts and provide cost estimates as required.

Ensure adherence to GNWT purchasing policy utilizing Standing Offer Agreements,
tenders, etc. as required.

Pick up or receive parts and enter into inventory, or issue to relevant party and enter
into applicable work order for tracking and/or cost recovery.

Provide assistance as required in the shipping of parts/inventory to community
airports.

3. Responsible for maintaining and controlling inventory located at several location
through the use of a maintenance management system (MMS).

Set up and maintain inventories for the various work groups at the Combined Services
Building and in four community airports.

Set up maximum/minimum inventory levels for in-stock items, monitor use and adjust
levels as required.
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Maintain security of inventory and develop procedures with the various operational
groups to control release of in-stock items.

Make recommendations to the Manager, Operations and Maintenance, regarding in-
stock additions and deletions based on need and historical use.

Input all incoming parts into inventory utilizing the MMS.

Issue stock over the counter to applicable recipient and enter into the relevant work
order.

Make recommendations to Manager, Operations and Management, on efficiencies and
cost savings related to inventory control and purchasing.

As required, assist and make recommendations in support of highways fleet inventory
needs at Yellowknife and Behchok camps.

Lead an annual inventory count for each operational group.

4. Maintains electronic records of work completed in the heavy equipment repair shop
through use of the maintenance management system.

Support Heavy Equipment Technicians with data input into work orders related to parts
use.

Assists Manager, Operations and Maintenance, in a monthly review of completed work
orders to ensure accuracy of inventory use and associated cost prior to sending to
finance for processing applicable chargebacks/recoveries.

Completes monthly Visa log ensuring accuracy in coding.

Updates MMS with new or updated vendor, product, and fleet information.

5. Other related duties and assignments to ensure that the warehouse and stores run in
a manner that is cost effective, productive and efficient.

[ssuing tools from and maintaining controls in relation to the tool crib.

Participating in any workshops related to the MMS and providing feedback and
recommendations regarding updates and new modules coming available.

Maintaining clean and safe storerooms.

Picking up parts from local vendors/suppliers.

Participate in regular Occupational Health and Safety committee meetings.

Other duties as assigned.

WORKING CONDITIONS

Physical Demands

Frequent lifting and loading of freight and pushing freight dollies on a daily basis is physically
demanding.
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Environmental Conditions

The incumbent will be exposed to noise and changing temperatures as they will be required to
spend time in the maintenance shop. Exterior storage spaces and daily trips to vendors around
town will expose the incumbent to changing temperature and weather conditions.

Sensory Demands

The incumbent may spend long periods on the phone and computer. The incumbent can expect
frequent interruptions, which will require moderate concentration to keep work organized.

Mental Demands

No unusual mental demands

KNOWLEDGE, SKILLS AND ABILITIES

e Knowledge of heavy duty and automotive parts.

¢ Knowledge in parts purchasing, handling, and warehousing.

¢ Demonstrate excellent attention to detail and time management skills.

e Highly motivated and able to work with minimal supervision.

¢ Intermediate level of knowledge of MS Office Suite and computerized inventory system.

e Effective written and oral communication skills.

e Strong focus on working in and contributing to a team environment.

e Trained in safe use of sit-down counterbalanced lift truck operation.

e Trained in safe use of lift platforms and Fall Arrest equipment.

e Considers safety a priority.

e (lass 5 driver’s license.

e Ability to commit to actively upholding and consistently practicing personal diversity,
inclusion, and cultural awareness, as well as safety and sensitivity approaches in the
workplace.

Typically, the above qualifications would be attained by:

Red Seal Parts Technician with two years’ experience related to heavy equipment parts
warehousing/purchasing.

Equivalent combination of education and experience will be considered.

ADDITIONAL REQUIREMENTS

Position Security (check one)

[ No criminal records check required
Position of Trust - criminal records check required
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[ Highly sensitive position - requires verification of identity and a criminal records check

French language (check one if applicable)

(1 French required (must identify required level below)
Level required for this Designated Position is:

ORAL EXPRESSION AND COMPREHENSION

Basic (B) O Intermediate (I) @ Advanced (A) O
READING COMPREHENSION:

Basic (B) O Intermediate (I) O Advanced (A) O
WRITING SKILLS:

Basic (B) 0 Intermediate (I) 0 Advanced (A) O

(1 French preferred
Indigenous language: Select language

(1 Required
(1 Preferred
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