HOOK’D UP SERVICES, LLC
JOB DESCRIPTION

POSITION/TITLE: Shop Manager
POSITION LOCATION: Schulenburg, Texas
POSITION TYPE / Expected Hours of Work: Full Time / Salary

DATE: August 2025

POSITION SUMMARY:

This position is responsible for the daily, weekly, and monthly workflow related to shop
operations. The Shop Manager will oversee all aspects of equipment readiness, inventory
management, shop cleanliness, and safety protocols while also performing hands-on tasks as
needed. This is a working manager role, not limited to administrative duties, and includes
leading a Shop Helper and/or Technicians when applicable and will require physical labor. The
Shop Manager will work closely with and under the direction of the Field Operations Manager
and Technical Business Manager.

RESPONSIBILITIES/DUTIES:

o Supervise and manage all shop activities and shop employees (if applicable)

o Perform hands-on work to assist with repairs, loading/unloading, facility maintenance
and equipment maintenance as needed

e Oversee repair and maintenance schedules for company equipment

e Routinely inspect equipment for safe operation and work readiness

e Maintain and enforce a “red tag/green tag” program to identify usable vs. out-of-service
equipment

e Coordinate employee shop schedules and task delegation with management

o Enforce safety regulations and encourage a culture of safety in the shop

o Communicate with management to provide updates, feedback, and suggest process
improvements

e Monitor and maintain shop inventory

o Ensure shop structure, organization and cleanliness are within OSHA/DOT regulation

e Maintain shop yard and location of equipment for organization and efficient use

e General upkeep of grounds, landscaping, etc.

e Maintain accurate records: equipment worksheets, daily logs, credit card receipts, etc.

e Manage shipping/receiving of tools and rental equipment; complete Bill of Lading and
Receiving Ticket paperwork

e Conduct or assist with annual inventory of all supplies, tools, and equipment

o Ensure equipment, trucks, and trailers are DOT-compliant before deployment

e Assist with pre-trip inspections and documentation for outgoing field trucks & trailers



e Perform annual hydrotests on HUS equipment

e Use a company truck to deliver and pickup tools, supplies, or equipment to/from various
area vendors

o Perform other reasonable duties as assigned by management

EDUCATION/EXPERIENCE DESIRED:

High school diploma or equivalent preferred

Prior supervisory or management experience required

Shop, mechanical, or pipeline fieldwork experience preferred
Demonstrated Mechanical aptitude and troubleshooting skills
Valid Class C driver’s license

Complete company-provided safety training

SPECIFIC KNOWLEDGE, SKILLS, LICENSES, CERTIFICATIONS, ETC.:

Proficient with Microsoft Office products

Skilled using Laptops, phones, & tablets

Strong leadership and personnel management skills

Good knowledge of mechanical equipment, diagnostics, and repair techniques
Basic knowledge of pipeline equipment is preferred

Able to safely operate a forklift and overhead shop crane

Able to perform Annual Hydrotest on HUS equipment

Ability to safely operate a % ton pickup and pull an equipment trailer

PHYSICAL DEMANDS/REQUIREMENTS:

Ability to lift heavy loads and stand for extended periods throughout the day
Must be able to work outdoors in various weather conditions

Willingness to work longer hours if needed to complete a task

Able to obtain a DOT medical card

Must pass DOT drug test and background check

Willingness to work adjusted hours or weekends on occasion

EQUIPMENT USED:

o Standard office equipment
e Hand tools & power tools
o Forklifts & Overhead shop cranes



o Pressure Washer

e Hydrotest pumps & Chart Recorders
e Trucks and Trailers

o Lawn Maintenance Equipment

ADDITIONAL COMMENTS:

Must be a team player who cooperates with others and accepts constructive feedback. Flexibility
is key as this position may require varied duties and working with other departments or field
crews as needed. Nothing in this job description restricts management’s right to assign or
reassign duties and responsibilities to this job at any time.



