ORANGE COUNTY CLASS SPECI FI CATI ON

Tl TLE: FLEET SUPERVI SOR GRADE: 12
TI TLE ABBREVI ATI ON: FLEET SUPERVI SOR TI TLE NO.: 6379
JURIS.CL:  C SALARY CODE: 01 UNIT:  EEO CODE: SC FLSA CODE: NE(2)
DEPARTMENT: DEPARTMENT OF PUBLI C WORKS DIVISION:  MOTOR POOL
SUPERVI SOR' S TI TLE: FLEET SERVI CES
MANAGER

DI STI NGUI SHI NG FEATURES OF THE CLASS: The work invol ves
responsibility for the County Mtor Pool maintenance program The
devel opnment and i npl enentation of a preventive maintenance schedule is
a significant part of this position. Wrk is performed under the
general supervision of the Fleet Services Manager. Supervision is
exerci sed over assigned Mdtor Pool staff. Does related work as
required.

TYPI CAL WORK ACTI VI Tl ES:

1. Establish and nonitor maintenance program for County Motor Pool
vehi cl es, including scheduling vehicles for needed service,;

2. Maintains records for all rental and | oaner vehicles assigned to
County Departnents, including trip and m | eage | ogs;

3. Handl es warranty and insurance paperwork;

4. Arranges for all work including inspections, collision and
transm ssion repairs and alignnent;

5. Maintains vehicle repair records and furni shes data for annual
tradei ns;

6. Oversees operation of parts department including billings,
i nvoi ces and parts charge-outs;

7. Uses two-way radio to dispatch assistance to disabl ed notor pool
vehi cl es;

8. Coordi nates vehicle inmpounding procedures with District Attorney's
O fice;

9. Prenares nurchase orders for shon nmanual s. eaui nnent and sunnli es.



10. Oversees conputer operations in Central Mtor Pool area.
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FULL PERFORMANCE KNOW.EDGES, SKILLS, ABILITIES AND PERSONAL
CHARACTERI STI CS:  Thor ough know edge of the principles of maintenance
managenent dealing with autonotive and hi ghway equi pnment; good

knowl edge of vehicle repair and mai ntenance; good know edge of parts
for autonotive equi pnent repair; good know edge of inventory systens
and procedures; good know edge of NYS Inspection |aws; good know edge
of business arithnmetic and English; working know edge of conputer
operations; ability to get along well with others; ability to
understand and carry out conplex oral and witten directions; clerical
aptitude; nental alertness; good judgnment; tact; courtesy; physical
condition commensurate with the denmands of the position.

M NI MUM QUALI FI CATI ONS:  Ei t her:

(A) Graduation from high school or possession of a high school
equi val ency di ploma with courses in vehicle repair and mai ntenance
and three (3) years of shop experience including one (1) year of
supervi sory experience; OR

(B) Five years of experience as descri bed above.
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