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FINAL KSA LISTING

                                                    CLASS:   AUTOMOTIVE POOL ATTENDANT I


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

	#
	Knowledge, Skill, Ability



	
	Knowledge of:

	K1. 
	Knowledge of basic preventative maintenance schedules methods for routine automotive maintenance for safe and dependable vehicles and/or equipment.

	K2. 
	Knowledge of tools and materials used in routine automotive maintenance and/or repair work for safe working conditions.

	K3. 
	Knowledge of basic clerical functions such as typing, copying, faxing, using telephone, and/or filing, etc., used in an automotive maintenance office/garage to complete work tasks. 

	K4. 
	Knowledge of basic safety practices related to use and storage of gasoline and other flammable fluids and materials for safe working environment.

	K5. 
	Knowledge of basic personal computer and software used in an automotive maintenance office/garage to complete automated forms.


	
	Skill to:

	S1. 
	Skill to safely operate various types of vehicles (e.g., cars, trucks, vans, automatic or manual transmissions) to move vehicles for maintenance and garage space.

	S2. 
	Skill to follow and observe all safety rules and procedures in a vehicle/garage setting.

	S3. 
	Skill to communicate effectively to conduct business during the course of work.

	S4. 
	Skill to multitask assignments assigned by multiple entities (e.g., management, supervisors, and/or other staff) effectively.

	S5. 
	Skill to work cooperatively with those contacted in the workplace.

	S6. 
	Skill to recognize minor deficiencies in automotive equipment for needed repairs.


	
	Ability to:

	A1. 
	Ability to possess a valid California Drivers’ License for the operation of any two-axle vehicle with the exception of a 15-passenger bus.

	A2. 
	Ability to perform basic mathematical computations (such as addition, subtraction and multiplication) used in automotive maintenance.

	A3. 
	Ability to follow oral and written instructions related to the maintenance of automotive equipment and garage.

	A4. 
	Ability to understand product directions, warnings, and operation manuals.

	A5. 
	Ability to work while exposed to gas fumes, grease, loud noise, dust, dirt and other unpleasant conditions.  

	A6. 
	Ability to use a personal computer to create, monitor and complete automated reports, forms, etc. used in an automotive maintenance office/garage.

	A7. 
	Ability to keep routine records used in the maintenance of automotive equipment and garage.


	
	Special Personal Characteristics:

	SPC1. 
	Willingness to work in a garage setting. 

	SPC2. 
	Possession of a valid California Drivers license.

	SPC3. 
	Keep work area organized and clean.

	SPC4. 
	Willingness to stand, walk, extend arms, stoop and/or bend, for extended periods of time.

	SPC5. 
	Keenness of observing and reporting safety hazards to co-workers and/or supervisor. 

	SPC6. 
	Willingness to work outside exposed to unpleasant weather conditions.

	SPC7. 
	Willingness to work with changing assignments and demanding customers. 
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