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                                                    CLASS:  AUTOMOTIVE POOL MANAGER I	

       NOTE:  Each position within this classification may be required to possess all or some of these knowledge, skills or abilities.
	#
	Knowledge, Skill, Ability
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	Knowledge of:

	K1. 
	Intermediate knowledge of the principles and methods of garage management and operation of fleet facilities for the effectiveness and efficiency of the operation, utilization, maintenance, repair, and storage of State-owned vehicles and the overall business operations.

	K2. 
	General knowledge of service and repair requirements of vehicles for effective and efficient operation, utilization, maintenance, repair, and storage of State-owned vehicles.

	K3. 
	General knowledge of the basic principles of internal combustion engines for effective and efficient operation, utilization, maintenance, repair, and storage of State-owned vehicles.

	K4. 
	General knowledge of the methods and costs of components commonly used in the repairing of automotive equipment bodies, fenders, and accessories for effective and efficient operation, utilization, maintenance, repair, and storage of State-owned vehicles and of overall business operations.

	K5. 
	General knowledge of the layout of garage and shop facilities for the effectiveness, safety, and efficiency of overall business operations. 

	K6. 
	Intermediate knowledge of basic safety practices related to the dispensing and storage of gasoline, CNG, and other flammable fluids for the safety and security of overall business operations.

	K7. 
	General knowledge of Federal Motor Vehicle Safety Standards and Occupational Safety and Health Administration standards for the safety and security of overall business operations.

	K8. 
	General knowledge of various fleet related licensing, permits and regulations (e.g., EPA, OSHA, underground storage tank, hazardous waste, air pressure vessels, etc.) for the effectiveness, efficiency and safety of overall business operations.

	K9. 
	General knowledge of DMV regulations and requirements pertaining to State-owned vehicles for the effectiveness and efficiency of overall business operations.

	K10. 
	Intermediate knowledge of fleet administration relating to the leasing of State-owned vehicles to various State entities (e.g., agencies, Legislature, employees, etc.) for the effectiveness and efficiency of overall business operations.

	K11. 
	General knowledge of the departmental budgeting process to effectively develop and/or assist in the development of the work unit and/or program budget.      

	K12. 
	General knowledge of basic accounting principles and methods (e.g., invoicing, credits, billing, etc.) for the effectiveness and efficiency of overall business operations.

	K13. 
	Intermediate knowledge of the State's procurement methods, rules and requirements to effectively enter into contracts for products or services from outside vendors.

	K14. 
	Advanced knowledge of supervisor principles and practices to plan, oversee and direct the work of subordinate employees.

	K15. 
	General knowledge of the supervisor’s role in the Department’s Equal Employment Opportunity Program and processes available to promote the department’s equal employment opportunity policies and objectives in making hiring and employment decisions.  

	K16. 
	Intermediate knowledge of the supervisor’s role in labor relations and processes available to meet the program objectives. 

	K17. 
	General knowledge of conflict resolution techniques to effectively address and deal with conflict and issues that may arise in the garage setting.

	K18. 
	General knowledge of computer software and databases (e.g., Fleet Focus, Microsoft Office, Excel, ABMS, Power Point, PAL, Outlook, etc.) for the effectiveness and efficiency of overall business operations.

	K19. 
	Intermediate knowledge of personnel management principles, methods, and techniques, while operating within a team concept, which contributes to and promotes a positive, cooperative and professional work environment

	K20. 
	General knowledge of personnel procedures to effectively ensure personnel actions (e.g., recruitment, hiring, promotions, testing, labor relations, constructive intervention, etc.) are in compliance with State and Federal laws and regulations as enforced by the Department of Personnel Administration (DPA) and the State Personnel Board (SPB), as well as DGS and OFA’s policies, procedures and objectives.  




	

	Skill to:

	S1. 
	

	S2. 
	

	S3. 
	

	S4. 
	

	S5. 
	

	S6. 
	

	S7. 
	

	S8. 
	

	S9. 
	

	S10. 
	

	S11. 
	

	S12. 
	



	




	Ability to:

	A1. 
	Ability to develop and recommend standards, policies and procedures in order to effectively manage a State garage setting.

	A2. 
	Ability to use tact and diplomacy when dealing with the needs and/or requirements of the agencies and customers served in order to effectively meet the customers’ needs.

	A3. 
	Ability to effectively establish and maintain cooperative relations with departmental employees, personnel from other State agencies, staff from federal and State regulatory and/or consultants, vendors, and or public while ensuring compliance with the Division’s mission, goals and objectives.

	A4. 
	Ability to establish, maintain and analyze detailed records related to garage management in order to effectively manage a State garage setting. 

	A5. 
	Ability to prepare reports and correspondence at a level required for successful job performance to effectively provide information to various entities (e.g., management, staff, customers, etc.)

	A6. 
	Ability to prepare budget estimates in order to effectively develop and/or assist in the development of the work unit and/or program budget.      

	A7. 
	Ability to analyze situations accurately and thoroughly, in order to determine and implement effective and appropriate courses of action.

	A8. 
	Ability to apply basic accounting principles and procedures to effectively audit, monitor and complete financial accounting records relating to garage management.

	A9. 
	Ability to give clear, accurate instructions and directions to work assignments and performance expectations to staff.

	A10. 
	Ability to effectively communicate, both orally and in writing, in order to secure and maintain the respect and cooperation of others while ensuring compliance with the Division’s mission, goals and objectives.   

	A11. 
	Ability to effectively promote and be accountable for customer satisfaction and quality service

	A12. 
	Ability to operate computer software (i.e., databases, spreadsheets, project management software, Outlook, etc.) for the effectiveness and efficiency of overall business operations.

	A13. 
	Ability to use standard office equipment and machines including fax machine, copy machine, telephone, and calculator for the effectiveness and efficiency of overall business operations.

	A14. 
	Ability to effectively resolve disagreements, conflicts and/or disputes in connection with work responsibilities to maintain a professional business environment.

	A15. 
	Ability to effectively work under the pressure of tight timelines and/or budgets when completing projects or assignments.

	A16. 
	Ability to effectively contribute through the supervisor’s role in labor relations and processes in order to meet the Department’s objectives.





	




	Special Personal Characteristics:

	SPC1. 
	Willingness to . . . 

	SPC2. 
	Willingness to . . . 

	SPC3. 
	Willingness to . . . 

	SPC4. 
	Willingness to . . . 



____________________________________
Samples:

Willingness to work overtime and on-call hours as required.
Willingness to work rotating shifts (that is, Saturday and or Sunday shifts) in emergency situations on an as-needed basis.
Willingness to work holiday work shifts in emergency situations.
Willingness to climb ladders to heights of approximately 30 feet.
Willingness to work at heights between approximately 30 and 100 feet.
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