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Competency
Unit Title SUPERVISION LEVEL 3
Eicens) ME-010-3:2012-C08
Industrial maintenance supervision role is to link between organisation‘s
management and the
maintenance workforce in order to uphold successful operation of the whole
organisational structure.
Competency

Unit Descriptor

The person who is competent in this CU shall be able to Carry out daily briefing,
Prepare maintenance schedule, Carry out jobs distribution, Monitor work progress
performance, Carry out group meeting, Conduct internal group training and
Prepare appraisal recommendation.

The outcome of this competency is to provide excellence supervise machining
operations according to company'’s policy, rules and regulation.
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Name

Candidate I/C
Number

Company’s
Name
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CU WORK ACTIVITY STATEMENT:
PERFORM INDUSTRIAL MAINTENANCE SUPERVISION ACTIVITIES

DURATION: 72 HOURS

A. SETTING GOAL

You are required to perform industrial maintenance supervision activities based on
performance criteria below:

1.1. List daily briefing objective is in accordance to the productivity requirement.
1.1.1. Job order
1.1.2. Objective

1.1.3. Agenda
1.1.4. Etc.
1.2. Discuss maintenance schedule in accordance with productivity requirement.
1.2.1. Schedule format
1.2.2. Maintenance activity
1.2.3. Resource
e Man power
e Machine
e Method
e Material.
1.2.4. Production target
1.2.5. Etc.
1.3.  Explain job distribution in accordance with productivity requirement.
1.3.1. Job format
1.3.2. Job list
1.3.3. Time duration
1.3.4. Job status
1.3.5. Etc.

1.4. Explain work progress in accordance with productivity requirement.

1.4.1. Liaison with third party (authorities, etc)
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1.5
1.6.

1.7.

1.4.2. Work progress report.
1.4.3.
Explain section meeting requirement.

Identify training requirement accordance with company’s policy
1.6.1.
1.6.2.
1.6.3.
1.6.4.

Etc.

Training objective
In house training
Training report
Etc.

Describe staff appraisal

1.7.1.
1.7.2.
1.7.3.
1.7.4.

Form
Performance
Appraisal report
Etc.
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B.

PLANNING

You are required to plan activities in performing industrial maintenance supervision to achieve
setting goal by using resources listed below:

2.1 Identify tools, equipment & materials.
RATIO
ITEMS (TEM : Trainees)
1.  Check sheet 11
2. Stationaries 11
3. Audio Visual Aid 1:25
4, Management Information System 15
2.2 Perform industrial maintenance supervision workflow.
2.3 Identify industrial maintenance supervision procedures, flow chart and correct sequence.
2.4 Plan duration/time of industrial maintenance supervision procedures.
2.5 Identify manpower in performing industrial maintenance supervision activities.
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2.6 You may review references as guidelines in performing this activity.

REFERENCES

10.
11.

12.

13.

14.

15.

Thomas J. Swafford, (2001) HVAC Heating, Ventilating and Air Conditioning Level One,
Prentice Hall, ISBN 0-13-060430-1

Zakaria Saad, (2002),Mekanik Industri Teori dan teknologi, Golden Books center Sdn.
Bhd ISBN: 983-72-0503-2.

Mohd Ramzan Mainal, (2005). Lukisan Kejuruteraan Asas (Edisi Kedua), Universiti
Teknologi Malaysia ISBN 983-99502-2-3

Armin Rahn, (March 1993), The Basic of Soldering, Wiley-Interscience ISBN -
13:9780471584711.

Alex Weiss, (2008) Special Interest Model Book Ltd. United Kingdom ISBN 978-
185486-2501

Ibrahim Che Muda, N Ramudaram, (2004) Teknologi Bengkel Mesin Dewan Bahasa
dan Pustaka, Kementerian Pendidikan Malaysia, Kuala Lumpur ISBN 983-62-1233-7
Raymond S Beebe (Author) (April,2004) Predictive Maintenance of Pumps Using
Condition Monitoring, Elsevier Science ISBN-13: 978-1856174084

Nicholas P. Cheremisinoff, Paul N. Cheremisinoff (1992) Pumps and Pumping
Operations, Prentice Hall ISBN 0-13-739319-9

Jim Johnson, (Oct. 10, 1995) Troubleshooting HVAC-R Systems (Heating,
Ventilation/Air Cond), Delmar Cengage Learning ISBN-13: 978-0827363922

Yahaya Emat, (1987). Prinsip Eletrik, Dewan Bahasa dan Pustaka KK.537-3395-2101
Noel M.Morris, (1991), Control Engineering Fourth Edition, Mc Graw-Hill, ISBN 0-07-
707284-7

Clyde O. Kale,(1997) Litar Perindustrian dan Pengeluaran Berautomatik, UTM,ISBN
983-52-0107-2

D. Waller, H. Weener (1998) Pneumatic Basic Level, Festo Didactic Gmbh & Co, ASIN:
BO02ACMM34

J.P Hasebrink, (1978) Fundamentals Of Pneumatic Control Engineering, Festo Didactic
ISBN-13: 978-3812708517

Andrew Parr,(1999) Hydraulics & Pneumatic Butterworth- Heinement ISBN 13 -978-
0750644198
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DECISION MAKING

You are required to get coach approval before performing industrial maintenance supervision

EXECUTING & MONITORING

You are required to perform industrial maintenance supervision activities according to the steps

Carry out daily briefing

Interpret Job scheduling/job order

Comply to Company'’s policy, rules and regulation
Identify daily briefing objective

Identify daily briefing agenda

Execute daily briefing

Prepare maintenance schedule

Identify maintenance schedule requirement
Identify maintenance schedule format
Identify maintenance activities

Identify resources availability

Identify cost factor

Identify manpower requirement

Identify company target

Plan maintenance schedule

Produce maintenance schedule

3.2.10. Summit maintenance schedule to superior

C.

activities.

D.

below:

3.1.
3.1.1.
3.1.2.
3.1.3.
3.1.4.
3.1.5.

3.2.
3.2.1.
3.2.2.
3.2.3.
3.2.4.
3.2.5.
3.2.6.
3.2.7.
3.2.8.
3.2.9.

3.3.

Carry out jobs distribution

3.3.1.
3.3.2.
3.3.3.
3.3.4.

Identify job distribution form
Identify type of maintenance
Estimate maintenance duration

Arrange manpower availability
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3.4.

3.5.

3.6.

3.7.

Monitor work progress performance

3.4.1. Identify types of maintenance activity
3.4.2. Interpret maintenance schedule
3.4.3. Update maintenance activity checklist

3.4.4. Arrange recovery plan

Carry out group meeting

3.5.1. Identify group meeting requirement

3.5.2. Plan group meeting activities group

3.5.3. Carry out group meeting

3.5.4. Review achievement of meeting conducted

3.5.5. Compile group meeting documents

Conduct internal group training

3.6.1. Interpret internal group training procedure
3.6.2. Identify internal group training module

3.6.3. Prepare training material

3.6.4. Arrange training location

3.6.5. Perform internal group training

3.6.6. Assess internal group achievement survey form

Prepare appraisal recommendation

3.7.1. Identify personnel appraisal form format
3.7.2. ldentify subordinate job description

3.7.3. ldentify personnel appraisal evaluation criteria
3.7.4. Assess subordinate performance

3.7.5. Forward personnel appraisal form to superior
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3.8.

Comply with attitude, safety and environment listed below when performing this activity.

ATTITUDE

SAFETY

ENVIRONMENTAL

Meticulous in
identifying
requirement of jobs
schedule/jobs order

Ensure personnel
equipment (PPE) meet
Safety Regulation&
Standard

NIL

Resourceful in
interpreting work
schedule

Adhere to safety
requirement

Responsible and
accountable in jobs
distribution

Resourceful in
interpret maintenance
process schedule

Observe procedure
and condition during
meeting

Vi.

Responsible and
accountable in
handling meeting
condition

Vil.

Responsible and
accountable in
conducting

viii.

Responsible in
interpreting appraisal
criteria

5S compliance
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3.9.  Apply core activities listed below when performing this activity.

Social Skills

Core Abilities

Communication skills

L1-CA01-01 Apply working language appropriately
(English/ national language etc).

L1-CA01-02 Apply oral communication and speak
reasonably.

L1-CA01-03 Understand reading material.

L2-CA01-01 Apply two-way communication

L2-CA01-02 Disseminate information electronically

L2-CA01-03 Disseminate information manually

L3-CA01-01 Demonstrate communication practice

Problem solving skills

L1-CA02-01 Demonstrate honesty and integrity
L1-CA02-02 Adopt work punctuality

L1-CA02-03 Demonstrate team cooperation
L2-CA02-01 Demonstrate responsibility at workplace
L2-CA02-02 Apply teamwork cooperation concept
L2-CA02-03 Initiate problem solving at workplace

L2-CA02-04 Demonstrate work performance awareness

Leadership skill

L3-CA02-01 Demonstrate counselling ability
L3-CA02-02 Demonstrate responsibility & authority
L3-CA02-03 Demonstrate teamwork ability
L3-CA02-04 Demonstrate emotional intelligence
L3-CA02-05 Apply work knowledge in identifying clients needs
L3-CA02-06 Monitor work performance delivery
L2-CA01-04 Apply information confidentiality
L3-CA01-02 Apply basic negotiation skills
L3-CA06-03 Implement workforce practices
L3-CA03-01 Apply cultural requirement at workplace
L3-CA03-02 Handle situations that require attention

Teamwork

L1-CA03-01 Respond to instructions

L1-CA03-02 Demonstrate discipline at workplace
L2-CA03-01 Apply practice work culture

L2-CA03-02 Respond appropriately to unusual situations
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L2-CA03-03 Demonstrate initiative and flexibility
L2-CA04-01 Demonstrate health compliance
L2-CA04-02 Demonstrate safety compliance
L2-CA04-03 Demonstrate environment compliance
L3-CA04-01 Execute health consciousness
L3-CA04-02 Execute safety consciousness

L3-CA04-03 Execute environment compliance

Multitasking and

prioritizing

L1-CA04-01 Adhere to health awareness activity
L1-CA04-02 Adhere to safety awareness activity
L1-CA04-03 Adhere to environmental awareness activity
L3-CA05-01 Demonstrate Technology update awareness
L3-CA05-02 Demonstrate Information technology regulatory
Awareness
L3-CA06-01 Demonstrate work asset usage awareness
L3-CA06-02 Negotiate acceptance and delivery of products

and/or services
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E.

EVALUATING

You are required to evaluate industrial maintenance supervision activities using the checklist

below.
MARKS GIVEN BY MARKS GIVEN BY

A ASSESSMENT

CRITERIA APPRENTICE COACH

(60%) 1-2 | 3-4 | 5-6 1-2 | 34|56 | 7
1 Daily briefing performed
2. | Maintenance schedule

prepared
3. | Jobs distribution carried

out
4. | Work progress

performance executed
5. | Group meeting carried

out
6. | Internal group training

conducted
7. | Appraisal

recommendation

prepared

SUBTOTAL A1 Az
FULL MARKS 49 49
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MARKS GIVEN BY MARKS GIVEN BY

ATTITUDE/SAFETY/
ENVIRONMENT APPRENTICE COACH
(20%) 0 1-2 | 3-4 | 5-6 7 O |1-2 |34 |56 |7
Attitude
Safety
Environmental

B1 B>

21 21
EMPLOYABILITY MARKS GIVEN BY MARKS GIVEN BY
SKILLS APPRENTICE COACH

(SOCIAL SKILLS)

(20%) 0O |12 (34|56 | 7 0 |12 |34 |56 |7

Communication skills

Problem solving skills

Leadership skill

AW |IDN|PF

Teamwork

Multitasking and
prioritizing

C: Co

FULL MARKS 35 35
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CALCULATION TABLE

MARKS WEIGHTED WEIGHTED
GIVEN BY MARKS GIVEN MARKS MARKS
APPRENTICE BY COACH GIVEN BY GIVEN BY
APPRENTICE COACH
ASSESSMENT
AU AR el B1 B, B./21X20 | B./21X20
& ENVIRONMENT
EMPLOYABILITY
SKILLS (SOCIAL C: C C1/35X 20 C2/35X 20
SKILLS)
Total X Y
Ratio of Percentage (Apprentice: Coach) P% Q%

Grand Total

(P/100 x X) + (Q/100 x Y)

COMMENTS/ RECOMMENDATIONS BY COACH

COACH:
DATE:

APPRENTICE:

DATE:
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