5-01-92 AUTOMOT| VE DI SPATCHER, 3595

Summary of Duties: D spatches passenger vehicles; assigns,
reviews and evaluates the work of enpl oyees engaged in the

di spat ch of passenger vehicles, and the nonnechani cal servicing
of autonotive transportation equi pnent; directs the operation
of one or nore |arge storage garages; applies sound supervisory
princi ples and techniques in building and mai ntai ni ng an
effective work force, fulfills affirmative action

responsi bilities; and does rel ated work.

Di stingui shing Features: An Autonotive D spatcher differs from
a Truck and Equiprment Dispatcher in that the duties of the

| atter involve supervising construction equi pnent operators and
determning the type of equi pment and operators to dispatch.

An Autonotive D spatcher differs froma Senior Garage Attendant
inthat the latter is primarily responsible for servicing
transportati on equi pnent.

| ncunbents in the class of Autonotive D spatcher, as bona fide
supervi sors, are distinguished fromlead workers in that they
are responsible for the performance of the full range of
supervisory activities including the application of discipline,
processi ng and resol ution of grievances, and eval uati on of

per f or mance.

Exanpl es of Duties: An Autonotive D spatcher

* Recei ves requests for transportation equi prent and
di spat ches suitabl e vehicles.
* Supervi ses, assigns, and inspects the work of a group of

enpl oyees engaged i n the nonmechani cal servicing of
passenger vehicles and trucks includi ng washi ng, poli shing,
lubricating, and tire and battery changi ng.
* Supervi ses the operation of a gasoline dispensing system
* Super vi ses enpl oyees engaged i n di spatching, storing, and
par ki ng passenger vehicles and trucks.
* Trai ns enpl oyees i n non-nechani cal servicing and
di spat chi ng passenger vehicles and trucks.
Conducts new enpl oyee orientation.
Mai ntains records and daily reports for all vehicles and
wor k per f or med.

* Checks vehicle records for adherence to preventative
mai nt enance.

* O ders and verifies inventory including office equipnent,
stationery, fuel, oil, lubricants, tires, batteries, car
washi ng supplies, and oil filters.

* | ssues appropriate and safe equi pnent to user based on

passengers, equi pnment, mleage, age, and condition of car.
* Records data to keep track of vehicle use and to charge



depart nents.

Records overni ght garagi ng of vehicles.

Noti fi es managenent of extended use or delinquency of
vehi cl es.

Verifies that user is authorized to borrow vehicle and
equi pnent .

Instructs users on routes and pi ckup | ocations using naps.
Eval uat es enpl oyee j ob perfornmance and make recommendati ons
on discipline and term nati ons.

Interviews, admnisters tests, and nmakes hiring
recommendat i ons on candi dates for Garage Attendant and
Seni or Garage Attendant.

Responds to and processes enpl oyee gri evances.

Conpl etes accident reports for injury clains.
Comuni cat es equal enpl oynent/affirnmative action
information to enpl oyees.

Applies job-related criteria in selecting, orienting,

assi gning, training, counseling, evaluating, and

di sci pl i ni ng subordi nat es.

Assi sts enployees in preparing for pronotion as described
inthe Qty's Affirmative Action Program

May occasionally be assigned to other duties for training
pur poses or to neet technol ogi cal changes or energencies.

Qual i

fications: Incunbents nust have the foll ow ng know edges

and abilities:

A goo
*

d know edge of:

The net hods and probl ens i nvol ved in di spat chi ng passenger
vehi cl es.

Met hods and procedures involved in the nonmechani cal
servicing and preventive mai ntenance of autonotive
transportati on equi pnent.

Batteries, tires, and synptons of an unsafe vehicle.

Tinme required, quality and quantity of work to be perforned
by subordi nat es.

Behavi ors or synptons which indicate an enpl oyee's fitness
to performduti es;

Supervisory principles and practices, including planning,
del egating and controlling the work of subordinates;

Techni ques of training, instructing, and eval uating
subor di nate' s wor k performance;

Techni ques for counseling, disciplining, and notivating
subor di nat e personnel ;

Procedures for grievance handli ng;

Supervisory responsibility for equal enploynent opportunity
and affirmative action as set forth in the Gty's
Affirmative Action Program

Ef fective safety principles and practi ces;



A wor ki ng knowl edge of:

* Accident and fire prevention nethods used in an autonotive
st orage gar age.

* Menor anda of understanding as they apply to subordinate
per sonnel .

A general know edge of:
* Gty personnel rules, policies and procedures;

The ability to:

* Plan, lay out, supervise, and inspect the work of a group
of enpl oyees engaged i n the nonnechani cal servicing of
aut onoti ve transportation equipnent.

* Make tinme-saving deci sions regardi ng the di spatching of
not or vehi cl es.

* Keep tine, equipnent, |ocation, repair, and servicing
records.

* Instruct drivers in the proper and econom cal operation of

aut onoti ve transportation equipnent.

Deal tactfully and effectively with others.
* Use, understand, and give directions fromcity naps.
* Determne work | oad, availability of personnel, and time
required to conplete a job assignment.
Performarithnetic conputations
VWr k under pressure.
Communi cate tactfully and effectively with others.
File al phabetically, nunerically, and chronol ogical ly.
Fill out forns neatly and accurately.
Wite brief narrative reports.
Anticipate future workl oads and needs.
Schedul e work assignnents fairly and inpartially.
Establish and naintain a work environnent to enhance both
enpl oyee noral e and productivity.
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M ni num Requi renents:

Two years of full-time paid experience as a Garage Attendant or
inaclass which is at least at that |evel in the nonmechani ca
servicing of autonotive transportation equi pnent.

Licenses: Awvalid California driver's license is required.

Physi cal requirenents:

Strength to performTifting up to five pounds and occasionally
over fifteen pounds; good speaking and hearing ability; and good
eyesi ght .

Those with nmedical Iimtations nmay be able to performthe duties
of sone positions in this class w th reasonabl e accommodati on.
The deci sion to accommobdat e sonmeone's limtations will be nade
on an individual basis and depends on the types of [imtations,



what the hiring departnent can reasonably do to accomodat e
them and the specific qualifications for the job.

As provided in CGvil Service Comm ssion Rule 2.5 and
Section 4.55 of the Adm nistrative Code, this specification
is descriptive, explanatory and not restrictive. It is not
intended to declare what all of the duties and
responsibilities of any position shall be.



