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MAINTENANCE PLANNER SR 

   

 

Job Code 

201051 

FLSA Status 

E 
 

 

Summary 

Manages planning, scheduling, and inventory requirements as well as the costs associated with 
maintenance activities. Also is responsible for reviewing actual labor expended versus estimated labor 

and material used for completed jobs. Mentors and guides lower level maintenance planners, 
automation technicians, and controls technicians. 

  

 

Essential Functions 
This job description reflects management’s assignment of essential functions; it does not prescribe or 

restrict the tasks that may be assigned. 

• Oversees the Computerized Maintenance Management System (CMMS) maintenance/continuous 
improvement by inputting new equipment records and modifying equipment PM schedules; works 
with Reliability Maintenance and Reliability Engineering partners to update the CMMS. 

• Manages the company’s asset registry for maintained equipment; creates equipment records, makes 
modifications on an as needed basis throughout the equipment life. Sets dispositions when equipment 
is sold or disposed of and reassigns equipment records if assets move between business units.  
• Performs regular (mostly annual) asset auditing. 

• Develops and maintains the equipment BOMs and Job Plan library to ensure ease of finding parts 
and procedures for the Technicians and Maintenance Supervision.  
• Determines and creates new inventory requests and manages existing inventories; orders required 

items to satisfy upcoming jobs.  
• Partners with the Storeroom to procure parts in advance of scheduling planned work.  
• Obtains “work requests” and determines the job scope, materials, equipment, permits, craft, safety 

precautions, vendor/contractor support, and procedural steps would be necessary to complete the 
work in a timely and efficient manner. Determines cost and time estimates for planned work.  
• Organizes and plans tasks at a process level by leveraging technical knowledge and engaging with 

Technicians, Reliability partners, and Maintenance Supervision as necessary.  
• Writes detailed technical procedures/ job plans following good technical writing standards. 
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• Performs resource scheduling for routine and major projects by maintaining intimate knowledge of 
Maintenance Technicians skill sets and aiding in deciding who would be the best fit to perform the 
work. 

• Drives the weekly Scheduling meeting by preparing a weekly forecast of all Maintenance jobs to be 
executed the following week and gaining alignment with Operations and Supply Chain partners.  
• Publishes the weekly schedule, and subsequent daily schedules, as required  by area crew, craft, or 

facility location. 
• Coordinates Operations planning on-line activities and scheduled down time to accomplish 
departmental work on the production lines. 

• Prioritizes Maintenance activities based on company and business needs.  
• Communicates with other Planners and Team Leaders in Maintenance to ensure coordination of 
complex multi-skill field and shop jobs. 
• Manages the Maintenance backlog by ensure work in the CMMS is relevant/accurate and maintains 

an open package of schedulable work orders ready for execution.  
• Reviews completed work orders and work history for accuracy and feedback. Updates Job Plan 
information to improve schedule efficiency and planning accuracy.  

• Investigates mechanical problems that arise on the production floor to determine the root cause of 
equipment failures; establishes counter measures to keep it from happening again.  
• Documents Work Management business processes by writing work instructions and procedures for 

both the CMMS system and ISO system that is used to train on business processes, set SOP and 
standards. 
• Establishes, maintains and improves the Maintenance Planning and Scheduling business process 

flows. 
• Acts as a coach/mentor to lower level Planners and Maintenance personnel on the Work 
Management processes. 

• Handles unusual or difficult inquires/situations through direct personal action or refer to the 
appropriate individual.  
• Maintains satisfactory attendance, to include timeliness. 
• Responsible for understanding and complying with applicable quality, environmental, and safety 

regulatory considerations. If accountable for the work of others, responsible for ensuring their 
understanding and compliance.  

  

 

Supervisory Responsibilities 

• N/A 
  

 

Qualifications 

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The 
requirements listed below are representative of the knowledge, skill and ability required. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential functions.  
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Minimum Qualifications 

• Bachelor’s degree plus 4 years of Maintenance Technician, Maintenance Administration or Technical 

experience with high-speed machinery reflecting increasing levels of responsibility; OR High School 
diploma or State-issued equivalency certificate plus 8 years of Maintenance Technician, Maintenance 
Administration or Technical experience with high-speed machinery reflecting increasing levels of 

responsibility. 
•  2 years of experience as a Maintenance or Technical Planner.  
•  Skilled in the use of SAP or other related CMMS and the Microsoft Office Suite of tools at an 
intermediate level. 

•  Excellent verbal and written communication skills. 
•  Required to climb stairs and ladders; comfortable working at heights.  
•  Required to participate in 24-hour on-call shifts, swing and graveyard shifts. 

 
 

Preferred Qualifications 

•  Bachelor’s degree in Engineering plus 6 years of Maintenance Technician, Maintenance 
Administration or Technical experience with high-speed machinery reflecting increasing levels of 
responsibility. 

•  Experience reading, analyzing and interpreting general business periodicals, professional journals, 
technical procedures, or equipment manuals/drawings.  
•  Experience writing reports, business correspondence, and procedure manuals.  

•  Experience presenting information and responding to questions from groups of managers, clients, 
customers and the general public. 
• Knowledge of programmable logic controllers (preferably Allen Bradley).  

• Knowledge of variable frequency drives. 
• Skilled in the use of Data warehouses at an introductory level. 
• Experience disassembling malfunctioning equipment, examining/testing mechanisms and circuitry 

for defects. 
• Experience replacing or repairing defective parts. 
• Experience reassembling equipment and performing tests for conformance to specifications.  

• Experience inspecting and calibrating instruments; testing equipment periodically and adjusts 

calibration to ensure functioning within specified standards.  
• Experience defining problems, collecting data, establishing facts and drawing valid conclusions.  

• Experience interpreting an extensive variety of technical instructions in mathematical or diagram 

form and deal with several abstract and concrete variables. 
• Experience performing work that is varied and may be somewhat difficult in character, usually 
involving limited responsibility, requiring frequent evaluation, originality or ingenuity.  

•  Experience multi-tasking and working in a fast paced environment. 
•  Self-motivated – able to drive self and natural work teams towards specific goals. Strong 
organizational and time management skills. 

• Some level of supervisory experience is desirable.  
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Physical Demands 
The physical demands described here are representative of those that must be met by an employee to 

successfully perform the essential functions of this job. Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions. 

While performing the duties of this job, the employee is regularly required to talk or hear. The 
employee frequently is required to stand, walk and use hands to finger, handle or feel. The employee 
is occasionally required to sit, reach with hands and arms, climb or balance, stoop, kneel, crouch or 

crawl and taste or smell. Specific vision abilities required by this job include close vision, distance 
vision, color vision, peripheral vision and depth perception.  

  

 

Work Environment 
The work environment characteristics described here are representative of those an employee encounters 

while performing the essential functions of this job. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 

While performing the duties of this job, the employee is frequently exposed to wet or humid 
conditions and moving mechanical parts. The employee is occasionally exposed to high, precarious 

places, fumes or airborne particles, toxic or caustic chemicals, outside weather conditions, extreme 
heat and risk of electrical shock. The noise level in the work environment is sometimes loud.  

  

 


