10-7-88 FLEET SERVI CES MANAGER, 9103

Summary of Duti es: Pl ans, nmanages and directs through subordinate
supervisors, the repair, service, inspection, preventive naintenance,
di spatch and operation of a |large fleet of transportation and
construction equi pnment includi ng autonobi |l es, trucks, and various
types of specialized auxiliary equi prment; and perforns rel ated worKk.

D sti ngui shi ng Feat ures: A Fl eet Services Manager may function as a
section head or second level supervisor directing and coordinating the
day-to-day activities of a |arge group of enpl oyees assigned to
several work units in various geographic |ocations, engaged in the
repai r, maintenance, service, dispatch or operation of a large fleet
of various types of diesel and gasoline powered vehicles. Enployees
of this class are responsi bl e for nmaki ng i ndependent deci si ons on
matters involving the interpretation and inpl enentati on of polices and
procedures whi ch affect subordinates. The class of Fl eet Services
Manager is distinguished fromthe classes of Director of H eet

Servi ces and Equi prent Superintendent in that the latter two cl asses
are limted to directing activities of organizations perform ng
primarily maintenance and repair duties only, and do not have
responsibility for dispatch or fleet operation functions. An enpl oyee
in the class of Fl eet Services Manager recei ves direction
from managenent in the formof broad objectives and is evaluated in
terns of quality, efficiency and econony of results obtained.

Exanpl e of Duti es: A Fl eet Services Manager plans, coordinates and
directs, through subordi nate personnel, a |arge group of enpl oyees
assigned to various shops perform ng mai ntenance, repair, non-repair
servicing and lubrication, or, procurenent, rental or dispatch
activities for various types of transportation and construction

equi prent i ncluding: trucks, trailers, autonobiles, tractors, power
shovel s, pole-dollies, insulator washers, cable stringing equipnent,
graders, air conpressors, W nches, cranes, punps and aerial boons;
admnisters a preventative mai ntenance program directs a stores
section supplying repair, nmachine and wel di ng shops engaged prinarily
in the fabrication and repair of parts for autonotive and construction
equi pnent; directs activities involved in the operation of a
conputerized fleet information systemand an autonated fueling system

Furni shes transportati on and constructi on equi pnent to ot her
divisions; assigns fleet and rental units for maxi numefficiency and
continuity and adequacy or transportation and constructionservice;
supervi ses the establishnment of schedul es, routes, sequence of
assignnents and consolidation of |oads to ensure effective use of
operators and equi pnent;

Revi ews reports, sketches, blue prints, and rel ated records;
ascertains the need for parts, repairs or other required work; reviews
aut onoti ve and construction equi pment mnai nt enance and repair
activities and reports of conpleted work for adequacy of service to
users, confornmance w th shop standards, efficiency of shop operation



and adherence to safety rules and regul ati ons; nay nake personal

i nspections of shop facilities and repaired equi pnent and observe
field operation of vehicles and equi pnment to nonitor and inprove

mai nt enance, fabrication and repair nethods; directs and coordi nates
experinmental testing on newy purchased, fabricated, nodified or
repaired fleet equi pnent;

Coordi nates preparation of annual budget including recommendations for
capital additions and repl acenents; prepares and reviews |abor and
material cost estimates for proposed fleet work; investigates and
nmakes recomrendations for the purchase of new equi pnent and and

nodi fications to existing equi pnent; review new equi pnent
specifications; admnisters time, naterial, shop cost and personne
recor dkeepi ng functi ons;

Mai ntai ns contacts with transportati on and constructi on equi pnent
firns to obtain informati on on new equi pnent and changes in repair

t echni ques; coordi nates work with several in-house and outside
contract shops, and consults with representatives of manufacturers and
ot her agencies; arranges delivery of special and non-stock parts;
initiates recommendati ons for new contracts for outside services and
materials; reviews and eval uates existing contracts for confornmance to
standards; anal yzes and eval uates bids for purchase of new equi pnent
and makes recommendati ons for acceptance or rejection;

Makes deci si ons on enpl oynment and assi gnnment of supervisory personnel ;
confers with supervisory, engineering, procurenment and ot her personnel
to coordinate work activities anong repair shops and other groups and
di scuss job costs, personnel, work | oad, operating and techni cal
mattters pertaining to shop activities; reconmends and i npl enents
fleet policies and procedures to achi eve desired objectives; and may
occasionally be assigned to other duties for training purposes or to
meet technol ogi cal changes or energenci es.

Qualifications: A good know edge of the organization and functions of
a fleet services division as it relates to the need for repair,
servicing, transportation and the operation of notorized heavy duty
transportation and construction equi prment; a good know edge of | ega
requi renents for nmoving construction equi pment and overl ength,

overwei ght, overheight, and overw dth | oads; a good know edge of the
nmet hods and probl ens invol ved in di spatching trucks and the operation,
| oadi ng, unl oadi ng, adaptability, uses, capacities, characteristics,
and capabilities of transportation and construction equi pnment; a good
know edge of equi pment used in the assenbly, adjustnent, servicing,
operation and repair of a wide variety of transportation,

construction, and rel ated equi prent; a good know edge of the operating
requi renents of standard and special transportation, construction, and
road mai nt enance equi prent; a good know edge of preventive nai nt enance
and non-repair servicing practices and nethods; a good know edge of
occupational hazards in an equi pnent repair and servicing shops, and
appropriate safety precautions and devi ces; a good know edge of the
geography of the Gty and of the surroundi ng areas; a good know edge




of the nethods of keeping shop and equi pnment records and of conputing
mai nt enance and repair costs; a good know edge of technol ogi cal

devel opnents and sources of information in the field of fleet
operati on, nmaintenance, service and repair;

A good know edge of the provisions of Menoranda of Understandi ng
(MJUs) as they apply to subordi nate personnel; a good know edge of the
principles and practices of public personnel admnistration including
budget preparati on and personnel nanagenent; a good know edge of the
laws and regul ations related to equal enpl oynent opportunity and
affirmati ve action; a good know edge of applicable safety rules and
regul ati ons;

A wor ki ng know edge of auto painting, battery servicing,

bl acksmt hi ng, machi ne shop, sheet netal, upholstery, welding, and
related shop and field work; a working know edge of purchasing
procedures and storekeepi ng net hods; a working know edge of Gty
personnel rules, policies and procedures;

The ability to direct and coordi nate the work of a nunber of

organi zational units working on a |large fleet of transportation and
construction equi pnent; the ability to plan, lay out, assign, and

i nspect the work performance of dispatchers, truck operators, and

ot her transportation and constructi on equi pnent repair and service
enpl oyees; the ability to estinmate the cost of hauling freight and of
usi ng construction equipnent; the ability to investigate and report
upon accidents in which equipnent is involved; the ability to nmake
sound recomendations relative to the replacenent, rental, or purchase
of transportation and construction equipnent;

The ability to read and interpret blueprints and specifications; the
ability to assenble and organi ze data; the ability to prepare clear
and conprehensi ve reports regardi ng work | oad, personnel, overtine,
and conpl ete equi pnent purchase specifications; the ability to anal yze
studi es, surveys, reports of costs, operating nethods and probl em
areas and devel op appropri ate changes and i nprovenents; the ability to
i npl enent new pl ans, prograns and policies; and the ability to dea
tactfully and effectively with other enpl oyees and the public.

Four years of full-tine paid experience as a Autonotive Supervisor, in
a class which is at that |evel which provides |ine supervisory
experience the repair, maintenance, servicing, dispatching,

procurenent or the operation of large fleet of transportation or
construction equipnent is required for Fl eet Services Manager.

Appoi ntnment to this position is subject to a one-year probationary
period as provided by Section 109 of the Gty Charter.

License: Awvalid California driver's license and a good dri ving
record i s required.



Physi cal Requirenents: Strength to performaverage lifting of |ess
than 5 pounds and occasionally over 15 pounds; good speaki ng and
hearing ability; and good eyesight.

Persons with nedical limtations nmay, wth reasonabl e accomodati ons,
be capabl e of performng the duties of some of the positions in this
class. Such determ nation nust be nade on an individual basis in
[ight of the person's limtations, the requirenments of the position,
and the appointing authority's ability to effect reasonabl e
accomodations to the person's limtations.

As provided in Gvil Service Commssion Rule 2.5
and Section 4.55 of the Admnistrative Code, this
specification is descriptive, explanatory and not
restrictive. It is not intended to decl are what
the duties and responsibilities of any position
shal | Dbe.



