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CLASS:  Service Assistant (Automotive)

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

	Verifies “running” vehicles fluid levels (engine oil, transmission fluid, brake fluid, coolant, etc) are sufficient in order to prepare vehicles to sell at the Auction by conducting a visual inspection under the hood under close supervision of the Auction Manager (Sr. Inspector of Automotive Equipment).

	2. 
	Verifies “running” vehicles fluid levels (engine oil, transmission fluid, brake fluid, coolant, etc) are sufficient in order to prepare vehicles by conducting a visual inspection for daily/monthly use by State agencies under the hood under close supervision of the Automotive Pool Manager.

	3. 
	Replaces fan belts, radiator hoses, door handles, visors, light bulbs, batteries, cables, and other miscellaneous items using the appropriate hand tools as needed in order to prepare vehicles to sell at the Auction by conducting a visual inspection under the hood under close supervision of the Auction Manager (Sr. Inspector of Automotive Equipment).

	4. 
	Replaces fan belts, radiator hoses, door handles, visors, light bulbs, batteries, cables, and other miscellaneous items under the hood using the appropriate hand tools as needed to prepare vehicles for daily/monthly use by State agencies under close supervision of the Automotive Pool Manager.

	5. 
	Adjusts fan belts, radiator hoses, door handles, visors, light bulbs, batteries, cables, and other miscellaneous items using the appropriate hand tools as needed in order to prepare vehicles to sell at the Auction by conducting a visual inspection under the hood under close supervision of the Auction Manager (Sr. Inspector of Automotive Equipment).

	6. 
	Adjusts fan belts, radiator hoses, door handles, visors, light bulbs, batteries, cables, and other miscellaneous items under the hood using the appropriate hand tools as needed to prepare vehicles for daily/monthly use by State agencies under close supervision of the Automotive Pool Manager.

	7. 
	Removes license plates in order to prepare vehicles to sell at the Auction by using hand tools such as screwdrivers, wrenches, sockets, etc., under close supervision of the Auction Manager (Sr. Inspector of Automotive Equipment).

	8. 
	Installs license plates as needed using hand tools such as screwdrivers, wrenches, sockets, etc., under close supervision of the Automotive Pool Manager.

	9. 
	Performs other minor detail operations (i.e., clean windows, vacuum and wash vehicles, etc.) as needed in order to prepare vehicles for daily/monthly use by using glass cleaner, vacuum, Armorall, etc., under close supervision of the Automotive Pool Manager.

	10. 
	Performs other minor detail operations (i.e., clean windows, vacuum and wash vehicles, etc.) as needed in order to prepare vehicles to sell at the Auction using glass cleaner, vacuum, Armorall, etc., under close supervision of the Auction Manager (Sr. Inspector of Automotive Equipment).

	11. 
	Assists mechanic personnel in the disassembly of automotive equipment needing repair using hand tools such as screwdrivers, wrenches, sockets, etc., under close supervision of the Auction Manager (Sr. Inspector of Automotive Equipment).

	12. 
	Assists mechanic personnel in the assembly of automotive equipment needing repair using hand tools such as screwdrivers, wrenches, sockets, etc., under close supervision of the Auction Manager (Sr. Inspector of Automotive Equipment).

	13. 
	Conducts daily basic safety inspections on state vehicles in order to prepare vehicles to sell at the Auction by using the checklist from OFAM Form Safety Inspection Worksheet under close supervision of the Auction Manager (Sr. Inspector of Automotive Equipment).

	14. 
	Conducts daily basic safety inspections on state vehicles in order to prepare vehicles to sell at the Auction by using the checklist from OFAM Form under close supervision of the Automotive Pool Manager.

	15. 
	Reports information to the mechanic of obvious chassis or body damage in order to ensure vehicle records are maintained accurately in accordance with OFAM policies and procedures by simple visual inspection under close supervision of the Auction Manager (Sr. Inspector of Automotive Equipment).

	16. 
	Reports information to the manager of obvious chassis or body damage in order to ensure vehicle records are maintained accurately in accordance with OFAM policies and procedures by simple visual inspection under close supervision of the Automotive Pool Manager.

	17. 
	Checks the condition of the battery in order to prepare vehicles to sell at the Auction by starting the vehicle under close supervision of the Auction Manager (Sr. Inspector of Automotive Equipment).

	18. 
	Checks the condition of the battery in order to maintain safe vehicle operations by visual inspection of the vehicle under close supervision of the Automotive Pool Manager.

	19. 
	Writes work orders for the vehicle in order to ensure vehicle records are maintained accurately in accordance with OFAM policies and procedures by completing the form accordingly under close supervision of the Auction Manager (Sr. Inspector of Automotive Equipment). 

	20. 
	Fills out requisitions for spare parts in order to ensure vehicle records are maintained accurately in accordance with OFAM policies and procedures by completing the form accordingly under close supervision of the Auction Manager (Sr. Inspector of Automotive Equipment).

	21. 
	Writes receipts for the vehicle in order to ensure vehicle records are maintained accurately in accordance with OFAM policies and procedures by completing the form 5G accordingly under close supervision of the Automotive Pool Manager.

	22. 
	Writes receipts for the vehicle in order to ensure vehicle records are maintained accurately in accordance with OFAM policies and procedures by completing the form accordingly under close supervision of the Auction Manager (Sr. Inspector of Automotive Equipment).

	23. 
	Accepts vehicles to be auctioned daily in order to ensure vehicle records are maintained accurately in accordance with OFAM policies and procedures by ensuring appropriate documents accompany the vehicles under close supervision of the Auction Manager (Sr. Inspector of Automotive Equipment).

	24. 
	Records vehicle mileage use to ensure vehicle records are maintained accurately in accordance with OFAM policies and procedures using the 5G daily under close supervision of the Automotive Pool manager.

	25. 
	Moves vehicles in order to maximize Auction lot/site capacity in accordance with OFAM policies and procedures, the California Vehicle Code, and safe driving practices by parking within designated spaces under close supervision of the Auction Manager (Sr. Inspector of Automotive Equipment).

	26. 
	Moves vehicles in order to maximize garage lot/site capacity in accordance with OFAM policies and procedures, the California Vehicle Code, and safe driving practices by parking within designated spaces under close supervision of the Automotive Pool manager.

	27. 
	Retrieves vehicles in order to maximize Auction lot/site capacity in accordance with OFAM policies and procedures, the California Vehicle Code, and safe driving practices by driving to customer pickup area under close supervision of the Auction Manager (Sr. Inspector of Automotive Equipment).

	28. 
	Retrieves vehicles in order to maximize garage lot/site capacity in accordance with OFAM policies and procedures, the California Vehicle Code, and safe driving practices by parking within designated spaces under close supervision of the Automotive Pool manager.

	29. 
	Operates forklift in order to maximize Auction lot/site capacity in accordance with OFAM policies and procedures, the California Vehicle Code, and safe driving practices to move “non runner” vehicles as needed under close supervision of the Auction Manager (Sr. Inspector of Automotive Equipment).

	30. 
	Operates forklift as necessary in order to move miscellaneous items at garage in accordance with OFAM policies and procedures, under close supervision of the Automotive Pool manager.

	31. 
	Disposes of debris and accumulated residue in order to maintain a clean and safe working environment by following the OFAM policies and procedures on garage operations and adhering to OSHA, EPA, and standard automotive repair industry policies and practices using broom and dustpan as needed under direction of the Statewide Safety Coordinator.

	32. 
	Removes oil spots in order to maintain a clean and safe working environment by following the OFAM policies and procedures on garage operations and adhering to OSHA, EPA, and standard automotive repair industry policies and practices by using dry sweep and/or solvent daily as needed under direction of the Statewide Safety Coordinator.

	33. 
	Mops oil residue in order to maintain a clean and safe working environment by following the OFAM policies and procedures on garage operations and adhering to OSHA, EPA, and standard automotive repair industry policies and practices by using mop and solvent bucket daily under close under direction of the Statewide Safety Coordinator.

	34. 
	Disposes of oil contaminated solvent and dry sweep in order to maintain a clean and safe working environment by following the OFAM policies and procedures on garage operations and adhering to OSHA, EPA, and standard automotive repair industry policies and practices by using a hazardous receptacle container as needed under direction of the Statewide Safety Coordinator.

	35. 
	Cleans various cleaning tools (i.e., mop, broom, dustpan, and solvent bucket, etc.) in order to maintain a clean and safe working environment by following the OFAM policies and procedures on garage operations and adhering to OSHA, EPA, and standard automotive repair industry policies and practices by using water and appropriate solution as needed under close supervision of the appropriate manager (Automotive Pool Manager, Auction Manager, Sr. Inspector of Automotive Equipment).

	36. 
	Maintains various cleaning tools (i.e., mop, broom, dustpan, and solvent bucket, etc.) in order to maintain a clean and safe working environment by following the OFAM policies and procedures on garage operations and adhering to OSHA, EPA, and standard automotive repair industry policies and practices by using water and appropriate solution as needed under close supervision of the appropriate manager (Automotive Pool Manager, Auction Manager, Sr. Inspector of Automotive Equipment).

	37. 
	Assists dispatch office to complete reservation in selection of vehicle using phone communication with the Dispatcher under the close supervision of the Automotive Pool Manager.

	38. 
	Assists in loading and unloading supplies transported in vehicles under the close supervision of the Automotive Pool Manager.

	39. 
	Provides professional service to the customer/vendor in order to maintain good relations between garage and State agencies by using customer service skills under the close supervision of the Automotive Pool Manager.

	40. 
	Drops off vehicles to offsite vendors in order to have vehicle repaired by following the OFAM policies and procedures under the close supervision of the Automotive Pool Manager.

	41. 
	Retrieves vehicles from offsite vendors in order to return vehicle to the garage by following the OFAM policies and procedures under the close supervision of the Automotive Pool Manager.
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