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INITIAL TASK LISTING

                                                      CLASS:   AUTOMOTIVE POOL MANAGER II
     NOTE:  Each position within this classification may perform some or all of these tasks.

	Task #
	Task



	
	GARAGE MANAGEMENT

	1. 
	Determine vehicle serviceability in order to ensure state owned vehicles are maintained properly for customers’ use by visual inspection, review of manual and electronic history records, Form STD.271 (vehicle maintenance record), expertise of program and best industry practices, and at the direction of the Fleet Operations Manager and/or Assistant Chief and in accordance with the Office of Fleet Administration (OFA) Fleet Handbook, Department of General Services (DGS) and OFA policies and procedures, the State Administrative Manual (SAM), and standard automotive repair industry policies and standards.

	2. 
	Maintain key accountability and availability in order to ensure vehicle security and control by ensuring keys are in designated secure location, oral and written communication skills, computer for printout of key rosters, telephone, and at the direction of the Fleet Operations Manager and/or Assistant Chief and in accordance with the OFA Fleet Handbook, DGS and OFA policies and procedures, and the SAM.

	3. 
	Recommend facility repairs and/or improvements (e.g., equipment repair, striping, lighting, etc.) in order to ensure a safe working environment by using safety guidelines, oral and written communication skills, computer, telephone, expertise of program and best industry practices, and at the direction of the Fleet Operations Manager and/or Assistant Chief and in accordance with the OSHA, EPA, and ADA guidelines, OFA Fleet Handbook, DGS and OFA policies and procedures, and the SAM.

	4. 
	Obtain and maintain required permits (e.g., fuel tanks, elevator, air pressure vessel, hazardous material, etc.) in order to ensure a safe working environment by using safety guidelines, oral and written communication skills, computer and telephone, expertise of program and best industry practices, and at the direction of the Fleet Operations Manager and/or Assistant Chief and in accordance with the Department of Industrial Relations (DIR), OSHA and EPA guidelines, local, city and county ordinances and regulations, OFA Fleet Handbook, DGS and OFA policies and procedures, and the SAM.

	5. 
	Conduct quality control audits of in-house Preventative Maintenance Shop (PM) and commercial vendors’ work in order to ensure State owned vehicles are maintained properly by visually inspecting vehicle, compare work performed to itemized repairs from work order and/or invoice, and using expertise of best industry practices, and at the direction of the Fleet Operations Manager and/or Assistant Chief and in accordance with OFA Fleet Handbook, DGS and OFA policies and procedures, the SAM, and standard automotive repair industry policies and standards.   

	6. 
	Review OFA-6 forms for completeness and accuracy in order to ensure needed repairs and/or modifications of State owned vehicles have been completed and meets OFA requirements by review of the form and using expertise of the program and best industry practices, and at the direction of the Fleet Operations Manager and/or Assistant Chief and in accordance with the OFA Fleet Handbook, DGS and OFA policies and procedures, the SAM, and standard automotive repair industry policies and standards.

	7. 
	Create, correct and/or update entries in the Fleet Focus database in order to ensure the efficient operation of the State garage by using the Fleet Focus database, written communication skills, computer and expertise of the program, and at the direction of the Fleet Operations Manager and/or Assistant Chief and in accordance with the OFA Fleet Handbook, DGS and OFA policies and procedures, and the SAM.

	8. 
	Visually inspect state owned vehicles in order to determine if repair work will be in house or sublet to private vendor by visual inspection, review of OFA-6 and PM shop work schedule, and expertise of program and best industry practices, and at the direction of the Fleet Operations Manager and/or Assistant Chief and in accordance with the OFA Fleet Handbook, DGS and OFA policies and procedures, and standard automotive repair industry policies and standards.

	9. 
	Authorize and/or direct repairs (accident related, maintenance and/or modification) to state owned vehicles of up to $5000 to the appropriate entity (vendor or Inspection Services) in order to ensure vehicle meets OFA standards by communicating with vendors, Inspection Services inspectors and using the Fleet Focus database, oral and written communication skills, computer and telephone, and expertise of program and best industry practices, and at the direction of the Fleet Operations Manager and/or Assistant Chief and in accordance with the OFA Fleet Handbook, DGS and OFA policies and procedures, and standard automotive repair industry policies and standards.

	10. 
	Monitor the progress of state owned vehicles being repaired in order to ensure repairs are made in a timely manner by using the Fleet Focus database, oral and written communication skills, computer, telephone, and expertise of program and best industry practices, and at the direction of the Fleet Operations Manager and/or Assistant Chief and in accordance with the OFA Fleet Handbook, DGS and OFA policies and procedures, and standard automotive repair industry policies and standards.

	11. 
	Submit vehicle orders (OFA 54 and/or OFA 160) to the OFA equipment coordinator in order to ensure customers’ vehicle requests are properly tracked and accounted for by using vehicle requests, oral and written communication skills, fax, computer, telephone, and expertise of the program, and at the direction of the Fleet Operations Manager and/or Assistant Chief and in accordance with the OFA Fleet Handbook, DGS and OFA policies and procedures, and the SAM.

	12. 
	Review incoming invoices for accuracy and completeness in order to ensure invoices are paid timely and accurately by using the ABMS and Fleet Focus databases, invoices, computer skills, and expertise of program and best industry practices, and at the direction of the Fleet Operations Manager and/or Assistant Chief and in accordance with the OFA Fleet Handbook, DGS and OFA policies and procedures, and the SAM.

	13. 
	Identify and resolve issues relating to invoices in order to ensure invoices are paid timely and accurately by using invoices and invoice dispute form, oral and written communication skills, telephone, computer, and expertise of program and best industry practices, and at the direction of the Fleet Operations Manager and/or Assistant Chief and in accordance with the OFA Fleet Handbook, DGS and OFA policies and procedures, and the SAM.

	14. 
	Verify and maintain vendor data in order to ensure invoices are paid timely and accurately by using the ABMS and Fleet Focus databases, approved vendor list, invoices, printouts, oral and written communication skills, telephone, computer, and expertise of program and best industry practices, and at the direction of the Fleet Operations Manager and/or Assistant Chief and in accordance with the OFA Fleet Handbook, DGS and OFA policies and procedures, and the SAM. 

	15. 
	Schedule auto body repair estimators in order to inspect collision damaged vehicles by using, oral and written communication skills, telephone, computer, digital camera, expertise of program and best industry practices, and at the direction of the Fleet Operations Manager and/or Assistant Chief and in accordance with the OFA Fleet Handbook, DGS and OFA policies and procedures, the SAM and standard automotive repair industry policies and standards.

	16. 
	Monitor and account for fuel level in bulk tanks in order to ensure the State garage has adequate and appropriate supplies of fuel and petroleum products, by visual inspection of tanks, dispensing records, automated fuel system printouts, and at the direction of the Fleet Operations Manager and/or Assistant Chief, in accordance with local, city and county ordinances and regulations, OFA Fleet Handbook, DGS and OFA policies and procedures, the SAM, and standard automotive repair industry policies and standards.  

	17. 
	Order and coordinate delivery of fuel and/or bulk petroleum product in order to ensure the State garage has adequate and appropriate supplies of fuel and petroleum products, by using contracted vendor, oral and written communication skills, computer and telephone, and at the direction of the Fleet Operations Manager and/or Assistant Chief, in accordance with local, city and county ordinances and regulations, OFA Fleet Handbook, DGS and OFA policies and procedures, the SAM, and standard automotive repair industry policies and standards.

	18. 
	Operate and monitor the Compressed Natural Gas (CNG) station in order to ensure CNG fuel is available for State owned vehicles by visual inspection of controls and gauges and using operational manuals, manufacturer’s checklist and expertise of program and best industry practices, and at the direction of the Fleet Operations Manager and/or Assistant Chief, in accordance with local, city and county ordinances and regulations, OFA Fleet Handbook, DGS and OFA policies and procedures, the SAM, and standard automotive repair industry policies and standards.

	19. 
	Oversee the preparation (e.g., cleaning, detailing, minor mechanical repair, etc.) of State owned vehicles in order to ensure vehicles are ready for customer’s use by using visual inspection, various forms such as equipment inspection checklist (OFA G-5), oral and written communication skills, and expertise of program and best industry practices, and at the direction of the Fleet Operations Manager and/or Assistant Chief and in accordance with the OFA Fleet Handbook, DGS and OFA policies and procedures,  the SAM and standard automotive repair industry policies and standards.

	20. 
	Resolve customer disputes relating to billing issues (e.g., repair, rental, etc,) in order to ensure the efficient operation of the State garages by using the ABMS and Fleet Focus databases, oral and written communication skills, telephone, computer, expertise of program and best industry practices, and at the direction of the Fleet Operations Manager and/or Assistant Chief and in accordance with the OFA Fleet Handbook, Department of General Services (DGS) and Office of Fleet Administration (OFA) policies and procedures and the State Administrative Manual (SAM).

	21. 
	Produce reports relating to fleet inventory, vehicle pool operations and staff productivity in order to ensure the efficient operation of the State garages by using the ABMS, PAL, and Fleet Focus database, and expertise of the program, and at the direction of the Fleet Operations Manager and/or Assistant Chief and in accordance with the OFA Fleet Handbook, DGS and OFA policies and procedures, and the SAM.

	
	HEALTH AND SAFETY

	22. 
	Request and coordinate removal and disposal of hazardous waste (e.g., lead acid battery, bulk petroleum, used tires and engine coolant, etc.) in order to ensure hazardous wastes are safely removed by contacting vendor from State contract register, and using contract requirements, oral and written communication skills, computer, telephone, expertise of the program and best industry practices, and at the direction of the Fleet Operations Manager and/or Assistant Chief, in accordance with EPA guidelines, local, city and county ordinances and regulations, OFA Fleet Handbook, DGS and OFA policies and procedures, the SAM, and standard automotive repair industry policies and standards.  

	23. 
	Maintain the safety and security of employees, garage property (i.e., computer, desks, chairs, etc.) and work areas in order to ensure a safe working environment and compliance with CalOSHA and ADA guidelines through personal observation, meeting with staff, establish and/or post guidelines for prevention of employee injury, expertise of the program and best industry practices, and at the direction of the Fleet Operations Manager and/or Assistant Chief and in accordance with the OSHA, ADA, and EPA guidelines, OFA Fleet Handbook, DGS and OFA policies and procedures, the SAM, and standard automotive repair industry policies and standards.  

	24. 
	Oversee the safety program in order to ensure a safe working environment by conducting safety meetings, inspecting work areas, post safety procedures and bulletins, etc., using oral and written communication skills, and expertise of the program and best industry practices and at the direction of the Fleet Operations Manager and/or Assistant Chief and in accordance with the OSHA, ADA and EPA guidelines, OFA Fleet Handbook, DGS and OFA policies and procedures, the SAM, and standard automotive repair industry policies and standards.  

	25. 
	Schedule safety and regulatory site inspections in order to ensure a safe working environment by using safety guidelines, Microsoft Outlook calendar, oral and written communication skills, computer, telephone and expertise of program and best industry practices, and at the direction of the Fleet Operations Manager and/or Assistant Chief and in accordance with the OSHA, ADA and EPA guidelines, OFA Fleet Handbook, DGS and OFA policies and procedures, the SAM and standard automotive repair industry policies and standards.  

	26. 
	Address stressful situations (e.g., dissatisfied employee and/or customer, work relationships, heavy workloads, meeting deadlines, etc.) in the workplace, in a professional and tactful manner, with a goal of avoiding further escalation by utilizing effective interpersonal skills, training, etc., at the direction of the Fleet Operations Manager and/or Assistant Chief and in accordance with DGS and OFA policies and procedures, and the SAM.

	
	SUPERVISION

	27. 
	Plan, direct, supervise and oversee the work activities of subordinate employees in order to ensure the efficient operation of the State garage by reviewing work schedules, workload, shift coverage, staffing levels, verbal and written communications skills, computer, telephone and using expertise of program, and at the direction of the Fleet Operations Manager and/or Assistant Chief and in accordance with the OFA Fleet Handbook, DGS and OFA policies and procedures and SAM.

	28. 
	Schedule appropriate number of staff in order to ensure the efficient operation of the State garage by using computer, shift schedules, and expertise of program and best industry practices , and at the direction of the Fleet Operations Manager and/or Assistant Chief and in accordance with the OFA Fleet Handbook, DGS and OFA policies and procedures, and the SAM.

	29. 
	Provide and/or assist with on-the-job training to subordinate staff relating to the tasks of the job in order to ensure knowledge and skills needed to effectively complete work assignments by using program expertise and resources such as the Fleet Focus database, OFA Fleet Handbook, and various job related manuals, and at the direction of the Fleet Operations Manager and/or Assistant Chief and in accordance with the OFA Fleet Handbook, DGS and OFA policies and procedures and SAM.

	30. 
	Initiate and/or participate in the Progressive Disciplinary process in order to correct and/or improve an employee’s performance and/or behavior or address issues of substandard performance by utilizing various sources (e.g., Individual Development Plan [IDP], Employee Assistance Program [EAP], probationary reports, training records, etc.) and at the direction of the Fleet Operations Manager and/or Assistant Chief in accordance with SPB laws, rules and regulations, DGS and OFA policies and procedures.

	31. 
	Monitor and approve subordinate staff attendance, hours spent on tasks, special projects, etc. in order to ensure accurate representation of time reported utilizing the ABMS and Fleet Focus databases, and at the direction of the Fleet Operations Manager and/or Assistant Chief and in accordance with Bargaining Unit agreement, DGS and OFA policies and procedures.

	32. 
	Promote the department’s Equal Employment Opportunity (EEO) program in order to maintain a work environment that is free of discrimination and harassment by utilizing various resources (e.g., training, laws, rules, regulations, departmental policies and procedures, etc.) and at the direction of the Fleet Operations Manager and/or Assistant Chief and in accordance with Bargaining Unit agreement, DGS and OFA policies and procedures.
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