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ASSISTANT PARTS MANAGER
KIND OF WORK:  This is responsible administrative work in assisting the Parts Manager in maintaining and controlling an effective parts inventory system for the Mobile Municipal Garage.

DISTINGUISHING FEATURES OF THE WORK:  An employee in this class is responsible for assisting in the administration and supervision of a large, complex, computerized parts inventory control system including all operational planning, scheduling and directing activities required to maintain adequate stock levels and accurate material cost records.  Duties are performed under minimal supervision of the Parts Manager.  Supervision may be exercised over Parts Clerks and Automotive Parts Buyers.  Important and frequently used work aids include computer terminal and microfiche. 

EXAMPLES OF WORK:  (Any one position may not include all of the duties listed nor do the listed examples include all tasks which may be found in positions of this class.)  Assists in the supervision of department daily activities; assists in the determination of inventory items and stock levels; supervises the operation of the parts service counter; implements department procedures for charging repairs parts to asset driven work orders; oversees the maintenance of remote storeroom and service truck inventories; resolves problems; keeps a constant up-to-date check on stock items to insure the availability of items and minimize down time; determines what customers need, checks if item is stocked or needs to be special ordered; determines changes in manufacturer's parts numbers; insures enough employees are on duty during peak hours; plans and directs safety training and procedures; trains personnel in all phases of a computerized inventory operation; checks incoming stock to be placed in designated storage areas; performs related work as required.

ESSENTIAL REQUIREMENTS OF THE WORK:  Good knowledge of computerized inventory control practices; some knowledge of supervision; ability to speak clearly, count and read numbers and words; ability to communicate effectively, spell correctly and write legibly and accurately; ability to organize work; ability to establish and maintain effective working relationships with employees.

MINIMUM QUALIFICATION REQUIREMENTS:  Graduation from a standard senior high school, or the successful completion of the General Educational Development (GED) test, and a minimum of three years progressively responsible experience in the operation of a modern computerized parts department, preferably including supervisory experience; or a combination of education and experience equivalent to these requirements.
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