[image: ]FINAL EDITED TASK LISTING


                                                      CLASS:  LEAD AUTO MECHANIC	

     NOTE:  Each position within this classification may perform some or all of these tasks.
	Task #
	Task
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	1. 

	Performs as lead in charge of a group of Automobile Mechanics and Mechanic’s Helpers in the adjustment, servicing, and repair of automotive equipment in order to coordinate the workload in a timely manner to ensure that the quality and quantity of work meets operational goals and objectives.

	2. 
	Coordinates and assigns work for the Automobile Mechanics and Mechanic’s Helpers in order to diagnose and repair automotive equipment (e.g., sale preparation of surveyed state-owned vehicles, diagnostics, tune-ups, relining and adjusting of brakes, wheel aligning, transmission and differential, electrical, minor body repair, etc.) in order to maintain vehicles and equipment owned by the state for use by state employees.

	3. 
	Assists Automobile Mechanics and Mechanic’s Helpers in connection with major repairs to automotive equipment (e.g., diagnostics, tune-ups, relining and adjusting of brakes, wheel aligning, transmission and differential, electrical, minor body repair, etc.) in order to train and develop employee skills. 

	4. 
	Performs minor welding and brazing work (e.g., cuts, rolls, fits, assembles and welds metal shapes by heat and cold application solders, spot welds, arc welds) using acetylene, propane and safety gear to repair and maintain vehicles and equipment owned by the state for use by state employees.

	5. 
	Repairs, removes, fabricates and/or installs automotive parts (e.g., fenders, hoods, panels, radiator grills, bumpers, gasoline tanks, tool boxes, chain boxes, partitions, cabinets, bins, compartments, floors, doors, window frames, channels, regulators and locks, etc.) to meet operational needs of vehicles and equipment owned by the state for use by state employees.

	6. 
	Diagnose, maintain and repair complex electrical, electronic and computer system problems relating to vehicles and equipment owned by the state for use by state employees using diagnostic equipment (e.g., computerized scanners, infrared smog machines, etc.) according to manufacturer’s specifications.

	7. 
	Installs replacement of interior and exterior lights and glass in vehicles and equipment owned by the state for use by state employees.

	8. 
	Operates shop equipment (e.g., valve grinders, drum and rotor lathes, tire changing machines, smog machines, wheel balancers, hoists, drills, drill presses, automotive testing and diagnostic equipment, sanders, miscellaneous pneumatic tools, electric drills, hydraulic jacks, hoists, etc.) according to manufacturer’s guidelines and following Cal-OSHA and Federal Motor Vehicle Safety Standards (FMVSS) in order to perform maintenance and repair to vehicles and equipment owned by the state for use by state employees.

	9. 
	Inspect automotive equipment to determine the corrective action necessary (e.g., check oil, fan belts, tires, glass, wipers, mirrors, hoses, fluid levels and/or batteries, accident damage, etc.) to comply with Department of Motor Vehicles (DMV) regulations in the prevention of vehicle mechanical failure and injury to vehicle operators and the public.

	10. 
	Inspects the mechanics completed repairs to vehicles and equipment owned by the state for use by state employees to ensure quality and  proper repairs were performed.

	11. 
	Inspects shop machines and equipment (e.g., valve grinders, drum and rotor lathes, tire changing machines, smog machines, wheel balancers, hoists, drills, drill presses, automotive testing and diagnostic equipment, sanders, miscellaneous pneumatic tools, electric drills, hydraulic jacks, hoists, etc.) and sees that they are properly maintained and calibrated in accordance to Cal-OSHA and manufacturer’s recommended guidelines. 

	12. 
	Deliver and/or pick up state-owned vehicles and/or equipment from various locations in order to perform repairs and/or maintenance.

	13. 
	Conduct safety checks of vehicles according to manufacturer’s  guidelines and FMVSS to minimize mechanical failure.

	14. 
	Set up and/or maintain a preventive maintenance program for all vehicles and equipment according to manufacturer’s guidelines and OFA procedures.

	15. 
	Directs and enforces the safety rules and precautions of the OFA and Cal-OSHA safety programs for shop personnel to prevent injuries.

	16. 
	Conduct safety meetings with Preventive Maintenance Shop employees in accordance with OFA, FMVSS, Cal-OSHA rules and regulations using interpersonal skills.

	17. 
	Expedites work by checking on work-in-progress and securing needed supplies for the Preventive Maintenance Shop.

	18. 
	Instruct operators/drivers in the proper operation and servicing of state-owned vehicles.

	19. 
	Dispense gasoline, oil, anti-freeze and/or other fluids as needed in state-owned vehicles.

	20. 
	Estimate and/or list the cost of automotive repairs to determine cost effectiveness of repair by completing a standard work order.

	21. 
	Monitor repairs and maintenance of automotive equipment to see that it complies with the estimate of cost.

	22. 
	Review invoices and repair orders for proper parts and labor charges.

	23. 
	Consult with proper personnel (e.g., supervisor, fleet inspectors, Service Writer/Center, Business Services Officer, etc.) to develop repair sequences to minimize total downtime of damaged state-owned vehicles.

	24. 
	Prepare routine reports (e.g., tool inventories, work-in-process, safety, accidents, etc.) using standard forms, computer software (e.g., ABMS, Personnel Attendance Leave (PAL), Shop Key, Fleet Anywhere, e-mail, etc.) to keep management apprised of Preventive Maintenance Shop activities. 

	25. 
	Keep records of transactions (e.g., Smog Certificates, Work Orders, Maintenance Books, etc.) for auditing purposes as directed by the State Administrative Manual (SAM).

	26. 
	Review and approve employee PAL entries to ensure accurate use of accrued leave and time worked.

	27. 
	Inspect stock records for receipt and/or availability of parts and/or equipment needed using computer software and/or inventory sheets.

	28. 
	Complete requests for needed supplies and parts to maintain and repair state-owned vehicles using standard forms and/or computer software.

	29. 
	Recommend the purchase of shop equipment, tools and/or supplies to replenish exhausted inventories.

	30. 
	Maintain staff schedule (e.g., vacation, sick leave, FMLA, etc.) in order to maximize shop productivity.

	31. 
	Coordinate with the supervisor of the vehicle auction to ensure vehicles are ready for sale using computer software (e.g., Fleet Anywhere, e-mail), telephone, fax, etc.

	32. 
	Meet and consult with industry representatives on latest technologies and/or innovations for vehicle repair and maintenance guidelines, procedures, standards, products, tools, and equipment using interpersonal skills.

	33. 
	Attend and/or schedule training and development (e.g., industry standards, advanced vehicle technology, personal development, career advancement, safety, manufacturer’s new product training, required departmental training, etc.) as required by state rules and regulations.
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