PennTAPS Training Program 

(Technical, Administrative, People Management Skills)

Each of the three training elements (Technical, Administrative, People Management Skills) will be scheduled one week each with completion of all three over a 13-month period beginning in February 2005.
Technical (4 Days)
1. Vehicle Systems Overview:  1 1/2 Days

Overview of maintenance considerations for major systems of contemporary transit vehicles.

2. Purchasing, Facilities Maintenance:  1/2 Day

Methods and practices used for purchasing and efficient facilities maintenance.

3. Preventive Maintenance Program, Pre-Trip Inspection (Maintaining):  1/2 Day

Effective preventative maintenance practices and procedures for maintaining pre-trip inspection practices. 

4. Overview Of Engines/Transmissions Diagnostics:  1 Day

Overview of diagnostic techniques for engines/transmissions.

5. Evaluating Technologies/Products:  1/2 Day

Methods for evaluating existent, new and emerging technologies and products in a maintenance environment.

Administrative (4 1/2 Days)

1. Budget Preparation, Writing Specifications, Software Needs Analysis/Evaluation:  1 Day

Basics of budget preparation, specification preparation and evaluation and analysis of software needs.

2. Maintenance Planning, Safety/Security Plan Development:  1/2 Day

Elements of developing a maintenance plan and a safety/security plan.

3. Scheduling/Forecasting Work, Monitoring Work:  1 Day

Methods for forecasting, scheduling and monitoring maintenance work.

4. State/Federal Regulations, Drug & Alcohol Overview:  1/2 Day

Overview of relevant state and federal regulations and an overview of drug and alcohol regulations.

5. Record Keeping, Inventory Control, Documentation:  1 Day

Methods and procedures for maintenance record keeping, inventory control and documentation of maintenance activities.

6. Statistical Process Control:  1/2 Day

Overview of current practice of statistical process control to the extent they are applicable to maintenance activities.
People Management Skills (4 1/2 Days)

1. Leadership (Attitude, Motivation, Communication And Self-Esteem): 1 Day

Basic principles of leadership, leadership and motivation, leadership roles in communication and self-esteem.

2. Conflict Management/Violence In The Workplace/Sexual Harassment: 1/2 Day

Overview of current practices in conflict management, violence in the workplace and sexual harassment.

3. Work Rules/Policies/Union Contracts:  1/2 Day

Importance and nature of work rules and policies; role of union contracts in maintenance.

4. Interviewing/Hiring, Employee Performance Evaluation, Termination, Evaluating Training Needs:  1 Day

Fundamental techniques for interviewing and hiring personnel; evaluating employee performance and coaching; termination procedures; assessment and identification of training needs.

5. Report Writing, Time Management, Decision-Making, Problem Solving:  1 Day

Basic principles of time management, decision-making and problem solving.  Overview of organizing and producing written reports.  

6. Negotiations, Getting Past “No” (Making The Case For Maintenance): 1/2 Day

How to use maintenance and cost data to make a case to management about the critical role of maintenance in providing quality, cost efficient public service.  Negotiating for maintenance resources.
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