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                                                      CLASS:    AUTOMOTIVE POOL ATTENDANT I

     NOTE:  Each position within this classification may perform some or all of these tasks.
	Task #
	Task
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	Verifies various fluid levels of state-owned vehicles (e.g., engine oil, transmission, brake, power steering, washer and or coolant, etc.) fluid levels are sufficient in order to maintain vehicles for rental and customer usage by manually and visually checking fluid dipsticks under the direction of the supervisor and/or garage management and in accordance with OFA policies and procedures.

	
	Replaces and adjusts various state-owned vehicle minor mechanical parts (e.g., fan belts, radiator hoses, door handles, and/or batteries, etc.) in order to maintain vehicles for rental and customer usage by using various hand tools (screwdrivers, pliers, and/or wrenches, etc.) under the direction of the supervisor and/or garage management, and in accordance with OFA policies and procedures.

	
	Fills state-owned vehicles’ fuel tanks with appropriate fuel (e.g., gasoline, compressed natural gas, and/or propane) in order to maintain vehicles for rental and customer usage by using appropriate fuel dispensers under the direction of the supervisor and/or garage management and in accordance with OFA policies and procedures.

	
	Performs minor detail operations (e.g., installing license plates, windshield wipers, lenses, light bulbs, and/or visors, etc.) to state-owned vehicles in order to maintain vehicles for rental and customer usage by using screwdrivers, wrenches and/or sockets, etc., under the direction of the supervisor and/or garage management and in accordance with OFA policies and procedures.

	
	Mounts, dismounts and balances automotive and light truck tires in order to maintain vehicles for rental and customer usage by using vehicle lift, air grinder, tire changing machine and balancer, and/or sockets, etc., under the direction of the supervisor and/or garage management and in accordance with OFA policies and procedures.

	
	Conducts basic safety inspections on state-owned vehicles in order to maintain vehicles’ safety for rental and customer usage by using the checklist of the OFA Form 35 Safety Inspection Worksheet under the direction of the supervisor and/or garage management, and in accordance with OFA policies and procedures, and Cal-OSHA.

	
	Inspects and documents state-own vehicles to determine deficiencies that need to be repaired in order to maintain vehicles for rental and customer usage by using visual inspection and OFA Form 5G under the direction of the supervisor and/or garage management, and in accordance with OFA policies and procedures.

	
	Submits OFA Form 5G documentation of state-owned vehicle defects and/or safety issues to State Garage Service Center and/or Service Writer in order to maintain vehicles for rental and customer usage by using visual inspection, OFA Form 35 under the direction of the supervisor and/or garage management, and in accordance with OFA policies and procedures.

	
	Delivers and/or pickups state-owned vehicles from various locations in order to maintain vehicles for rental and customer usage by using safe driving practices under the direction of the supervisor and/or garage management and in accordance with OFA policies and procedures.

	
	Assists garage management in sending vehicle manufacturer recall notices to clients to ensure state-owned vehicles are safe and reliable with appropriate maintenance expenditures by using either the mail service (US Post Office and/or interagency mail) and/or in person under the direction of the supervisor and/or garage management, and in accordance with OFA policies and procedures.

	
	Monitors vehicle manufacturer campaigns to ensure state-owned vehicles are safe and reliable with appropriate maintenance expenditures by using OFA Form 5G and FleetAnywhere under the direction of the supervisor and/or garage management, and in accordance with OFA policies and procedures

	
	Verifies and compares repair invoices to ensure the appropriate maintenance expenditures of state-owned vehicles by using warranty coverage documents under the direction of the supervisor and/or garage management and in accordance with OFA policies and procedures.

	
	Requests reimbursement of items covered by warranty from automaker to ensure the appropriate maintenance of state-owned vehicles by using warranty coverage documents and writing skills under the direction of supervisor and/or garage management, and in accordance with OFA policies and procedures.

	
	Dispatches state-owned daily rental vehicles for customer’s use to ensure the appropriate maintenance of state-owned vehicles by using the FleetAnywhere database, logs, etc. under the direction of the supervisor and/or garage management and in accordance with OFA policies and procedures.

	
	Monitors and/or tracks state-owned vehicles sent to vendors for accident repair to ensure the appropriate maintenance of state-owned vehicles by using the FleetAnywhere database, logs, telephone, etc. under the direction of the supervisor and/or garage management, and in accordance with OFA policies and procedures.

	
	Prepares and/or updates various forms (e.g., dispatch tags, vendors invoices, service orders) and/or logs (e.g., maintenance, vehicle mileage) in order to maintain vehicles for rental and customer usage and ensure vendor invoices are completed by using the FleetAnywhere database, photocopier, and fax machine under the direction of the supervisor and/or garage management, and in accordance with OFA policies and procedures.

	
	Retrieve and park state-owned vehicles to maximize garage capacity and by using safe driving practices under the direction of the supervisor and/or garage management, and in accordance with OFA policies and procedures and the California Vehicle Code.

	
	Sweeps and mops garage area in order to maintain a clean and safe working environment by using floor sweeper and scrubber, mops, brooms, drysweep, dustpan, solvent, and/or bucket, etc., under the direction of the supervisor and/or garage management, and in accordance with OFA policies and procedures, OSHA, Environmental Protection Act (EPA) and standard automotive repair industry policies and practices.

	
	Disposes of debris, residue, oil contaminated solvent and drysweep in order to maintain a clean and safe working environment by using broom, dustpan, and/or hazardous receptacle container, under the direction of the supervisor and/or garage management, and in accordance with OFA policies and procedures, OSHA, EPA and standard automotive repair industry policies and practices. 

	
	Clean the interior and exterior of state-owned vehicles in order to ensure safe, reliable and serviceable transportation for OFA clients by using glass cleaner, shop cloth rags, vacuum, and/or automated car wash, under the direction of the supervisor and/or garage management, and in accordance with OFA policies and procedure.

	
	Organizes and maintains office work area in a neat and orderly fashion in order to ensure an efficient and secure State Garage operation, under the direction of the Automotive Pool Manager and/or Automotive Pool Attendant III, and in accordance with OFA policies and procedures.

	
	Provide garage services and/or information to clients (e.g., demonstrate the operation of disable access equipment, shuttle, vehicle recovery and/or towing) in order to ensure an efficient and secure State garage operation, by using vendor information booklets (e.g., vendor repair sights, natural gas fueling stations, etc.), tactfulness, communication skills and/or safe driving practices, etc., under the direction of supervisor and/or garage management, and in accordance with OFA policies and procedures.

	
	Monitors pedestrian and/or parking traffic into State Garages in order to ensure an efficient and secure State garage operation by directing to the appropriate section of the garage and/or office by using, tactfulness and communication skills under the direction of supervisor and/or garage management, and in accordance with OFA policies and procedures.  

	
	Attends training and/or safety meetings (e.g., computer, video, classroom, and/or meetings,) for personal and/or job related objectives (e.g., upward mobility, career development, and/or departmental mandated, etc.) in order to enhance knowledge of job related functions and/or meet departmental and/or state mandated requirements (e.g., OSHA, Drivers Training, Crossroads Training, etc.) under the direction of the supervisor and/or garage management, and in accordance with OFA policies and procedures. 

	
	Provides and/or assists with on-the-job training to Mechanical Technical Occupational Trainees (MTOT) and/or Service Assistants by using various resources (e.g., manuals, forms, booklets, tours, etc.) to ensure knowledge and skills needed to effectively complete work assignments at the direction of supervisor and/or garage management, and in accordance with OFA policies and procedures.  



Shared/Testing/Job Analysis/Initial Task Listing – New 10/31/02

Note:	Highlighted tasks were eliminated from further consideration which had a CT or RT rating of less than 0.5 and an IT Index of less than 2.0.  (See “Task Rating Summary Worksheet”.)
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