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EQUIPMENT SERVICES MANAGER
KIND OF WORK:  This is highly responsible administrative work in directing all activities of the fleet management program for a large public works operation.

DISTINGUISHING FEATURES OF THE WORK:  An employee in this class is responsible for planning, organizing and directing a total fleet management program for both automotive and heavy equipment.  Work is performed under the general supervision of a public works administrative superior with considerable latitude for discretion and independent judgment in accordance with established guidelines and procedures.  Supervision is exercised over skilled, technical, clerical and laboring personnel.

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.)  Plans, organizes, coordinates and directs the total operation of the fleet management program; develops comprehensive preventive maintenance programs for all types of equipment; develops plans for in-shop and in-field repair and servicing of equipment; directs the preparation and maintenance of equipment records and reports; prepares equipment bid specifications; creates specifications for fuel, lubricants, tires, and tools; reviews bids; coordinates equipment acquisition and storage; establishes and oversees a motor pool program; develops and maintains an inventory control system; prepares the annual operating departmental budget; plans and administers formal and on-the-job training programs for subordinate employees; plans and makes recommendations regarding the most efficient usage of equipment; prepares and makes detailed reports; reviews accident and police reports for fleet vehicles; evaluates equipment to determine cost of repair versus actual value; reviews time and labor rates; manages online auction for disposal of tools, vehicles, and equipment; monitors fuel and oil consumption reports; reviews and updates Blue Book rental rates for all equipment; monitors recalls and warranties for vehicles and equipment; assists in the preparation of emergency plans; performs related work as required.

ESSENTIAL REQUIREMENTS OF THE WORK:  Comprehensive knowledge of the principles and practices of modern fleet management; comprehensive knowledge of the methods, materials, equipment and operation of general automotive and heavy equipment repair shops; thorough knowledge of the characteristics and maintenance needs of a wide variety of automotive and mechanical equipment; thorough knowledge of equipment cost record keeping practices; ability to organize shop facilities and subordinate personnel to meet fluctuating and unusual demands; ability to prepare comprehensive reports of mechanical maintenance activities and costs; ability to establish and maintain effective working relationships with subordinates, department heads and other employees.

MINIMUM QUALIFICATION REQUIREMENTS:  Attainment of a minimum of a bachelor's degree from a recognized college or university in business administration or closely related field and a minimum of five years responsible administrative experience in fleet management; or a combination of education and experience equivalent to these requirements.
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