City of Chattanooga, TN

Classification Title:  Fleet Maintenance Shop Supervisor


	Department:  

Fleet Maintenance
	
	Pay Grade:
	TBD

	Supervision 
Received From:  
Fleet Manager
	
	FLSA Status:
	Exempt

	Supervisory Responsibility For:  Fleet Maintenance Shift Supervisors
	
	Established:

Revised:
	06/29/07

11/07/07


CLASSIFICATION SUMMARY:

Incumbents in this classification are responsible for assisting in the management of the fleet maintenance program for the City, which includes supervising, organizing, monitoring, and reviewing the daily fleet maintenance and preventative maintenance programs.  Duties include: monitoring and maintaining fleet and equipment inventory, prioritizing and allocating work orders, monitoring shop operations, preparing and coordinating bid specifications, monitoring compliance with applicable regulations, and preparing a variety of reports.  Work requires limited supervision and the use of independent judgment and discretion.
SERIES LEVEL:

The Fleet Maintenance Shop Supervisor is the sixth level of a six level fleet services series.
ESSENTIAL FUNCTIONS:

(The following duties ARE NOT intended to serve as a comprehensive list of all duties performed by all employees in this classification, only a representative summary of the primary duties and responsibilities. Incumbent(s) may not be required to perform all duties listed and may be required to perform additional, position-specific duties.)

· Supervises lower level fleet maintenance staff to include: prioritizing and assigning work; conducting performance evaluations; ensuring staff are trained; ensuring that employees follow policies and procedures; maintaining a healthy and safe working environment; and, making hiring, termination, and disciplinary recommendations.

· Supervises the day-to-day operations of fleet maintenance shop operations, which includes planning, coordinating, administering, and evaluating projects, processes, procedures, systems, and standards; ensures compliance with Federal, State, and Local laws, regulations, codes, and/or standards.

· Supervises the maintenance and repair of applicable vehicles and/or equipment.

· Prepares and maintains a variety of operational, productivity, and activity reports.

· Supervises and participates in the preparation and maintenance of a variety of records related to repairs, maintenance, and associated costs.

· Assists with budget preparation and administration; prepares cost estimates for budget recommendations; submits justifications for budget items; monitors and controls expenditures.

· Prepares, processes, and allocates work orders; plans, organizes, and prioritizes vehicles and equipment for maintenance and repairs; coordinates work with internal employees and/or external contractors or vendors.

· Prepares estimates related to the repair and cost of fleet maintenance activities.  Coordinates repairs with insurance adjustors for vehicles involved in accidents.

· Monitors and maintains supply, equipment, and part inventories; procures supplies, equipment, and parts when inventory is low or depleted; maintains related records.

· Negotiates with vendors on warranty considerations.

· Participates in preparing specifications for equipment, vehicles, and/or other related apparatus for purchase.  Reviews bid responses and makes recommendations on vendor selection.

· Performs other duties as required.

MINIMUM QUALIFICATIONS:

High School Diploma, or G.E.D., completion of a certified mechanic technical training program, and a minimum of six years progressively responsible fleet maintenance experience, including one year of supervisory experience.

LICENSING AND CERTIFICATIONS:

Valid Tennessee Driver’s License.

Class B CDL.  

Advanced ASE Certification(s).  

ASE Master Mechanic preferred.

KNOWLEDGE AND SKILLS:

Knowledge of supervisory principles; vendor management principles; inventory management principles; methods, techniques, parts, tools and materials used in the maintenance and repair of diesel and gasoline powered vehicles; diagnostic devises utilized in identifying vehicle and/or equipment malfunctions; the operation and maintenance of a wide variety of hand, power and shop tools and equipment common to the field; safe work methods and safety regulations pertaining to the work; shop mathematics; and tire changing techniques.

Skill in monitoring and evaluating subordinates; prioritizing and assigning work; training lower level staff on work procedures and practices; using a computer and related software applications; preparing reports; performing major vehicle and equipment repairs; maintaining and repairing vehicles and equipment; detecting and diagnosing vehicle and equipment malfunctions; performing routine vehicle maintenance activities to applicable vehicles and equipment; operating and maintaining a wide variety of hand, power and shop tools and equipment used in the work; understanding and following oral and written instructions; preparing records and reports; reading and interpreting manuals, specifications and drawings; and, establishing and maintaining effective working relationships with other employees and those contacted in the course of the work.

PHYSICAL DEMANDS

Positions in this class typically require:  climbing, balancing, stooping, kneeling, crouching, reaching, standing, walking, pushing, pulling, lifting, fingering, grasping, feeling, talking, hearing, seeing and repetitive motions.

WORK ENVIRONMENT:

Medium Work: Exerting up to 50 pounds of force occasionally, and/or up to 20 pounds of force frequently, and/or up to 10 pounds of force constantly to move objects.

Incumbents may be subjected to moving mechanical parts, electrical currents, vibrations, fumes, odors, dusts, gases, poor ventilation, chemicals, oils, extreme temperatures, and intense noises.

SPECIAL REQUIREMENTS:

Safety Sensitive:  Y

Department of Transportation - CDL: Y
Child Sensitive: N
The City of Chattanooga, Tennessee is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the City will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective and current employees to discuss potential accommodations with the employer.
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