[image: image1.png]


FINAL EDITED TASK LISTING

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

	Task #
	Task



	1. 
	Supervises the staff in order to assist in the planning, organizing, and directing of the operation of the State Garage, and Customer Service Office, utilizing the State Administrative Manual (SAM) Sections 4100, the Office of Fleet Administration (OFA) Fleet Handbook, and standard automotive repair and rental industry practices, Project Accounting & Leave (PAL) system, DGS policies and guidelines, Memorandum of Understanding (MOU) provisions, and State Personnel Board (SPB) or Department of Personnel Administration (DPA) laws and rules under the general direction of the Automotive Pool Manager or Staff Services Manager (SSM I), Assistant Chief Fleet Operations Garage Manager.  

	2. 
	Reviews work schedules, shift coverage, and staffing levels in order to assist in the planning, organizing, and directing of the operation of the State Garage, and Customer Service Office, utilizing the State Administrative Manual (SAM) Sections 4100, the Office of Fleet Administration (OFA) Fleet Handbook, and standard automotive repair and rental industry practices, Project Accounting & Leave (PAL) system, DGS policies and guidelines, Memorandum of Understanding (MOU) provisions, and State Personnel Board (SPB) or Department of Personnel Administration (DPA) laws and rules under the general direction of the Automotive Pool Manager or SSM, Assistant Chief Fleet Operations Garage Manager.

	3. 
	Provides guidance to the Customer Service Office staff in order to assist in the planning, organizing, and directing of the operation of the Customer Service Office and the Invoice Processing Unit of the State Garage, utilizing the State Administrative Manual (SAM) Sections 4100, the Office of Fleet Administration (OFA) Fleet Handbook, and standard automotive repair and rental industry practices, Project Accounting & Leave (PAL) system, DGS policies and guidelines, Memorandum of Understanding (MOU) provisions, and State Personnel Board (SPB) or Department of Personnel Administration (DPA) laws and rules under the general direction of the Automotive Pool Manager or SSM, Assistant Chief Fleet Operations Garage Manager.

	4. 
	Supervises the Customer Service Office staff by directing the operation of the Customer Service Office and the State Garage, utilizing the State Administrative Manual (SAM) Sections 4100, the Office of Fleet Administration (OFA) Fleet Handbook, and standard automotive repair and rental industry practices, Project Accounting & Leave (PAL) system, DGS policies and guidelines, Memorandum of Understanding (MOU) provisions, and State Personnel Board (SPB) or Department of Personnel Administration (DPA) laws and rules under the general direction of the Automotive Pool Manager or SSM, Assistant Chief Fleet Operations Garage Manager.

	5. 
	Oversees Vehicle Registration staff by reviewing vehicle documentation for completion and accuracy in order to assist in the planning, organizing, and directing of the operation of the Customer Service Office and the Invoice Processing Unit of the State Garage, utilizing the State Administrative Manual (SAM) Sections 4100, the Office of Fleet Administration (OFA) Fleet Handbook, DGS and DMV policies and guidelines, under the general direction of the Automotive Pool Manager or SSM I, Assistant Chief Fleet Operations Garage Manager.

	6. 
	Reviews electronic history files in order to ensure that state vehicles are maintained properly, and are safe and available for state employee use, utilizing the SAM Sections 4100, the OFA Fleet Handbook, and standard automotive repair and rental industry practices under the general direction of the Automotive Pool Manager or SSM, Assistant Chief Fleet Operations Garage Manager.

	7. 
	Ensures vehicles are readied for use and available by inspecting vehicle ready lines, visually inspecting vehicles, and physically inventorying pool vehicles to ensure that state vehicles are maintained properly, and are safe for state employee use utilizing the SAM Sections 4100, the OFA Fleet Handbook, and standard automotive repair and rental industry practices under the general direction of the Automotive Pool Manager or SSM, Assistant Chief Fleet Operations Garage Manager.

	8. 
	Ensures that dispatch operations are functioning properly by auditing dispatch documents to ensure that state vehicles are safe and available for state employee use, utilizing the SAM Sections 4100, the OFA Fleet Handbook, and standard automotive repair and rental industry practices under the general direction of the Automotive Pool Manager or SSM, Assistant Chief Fleet Operations Garage Manager.

	9. 
	Verifies that monthly assignment operations are functioning properly by reviewing monthly assignment documents to ensure that state vehicles are maintained and accounted for properly, utilizing the SAM Sections 4100, the OFA Fleet Handbook, and standard automotive repair practices, under the general direction of the Automotive Pool Manager or SSM I, Assistant Chief Fleet Operations Garage Manager.

	10. 
	Arranges delivery and drop off of new DGS vehicles by coordinating with OFA headquarters to ensure vehicle orders, delivery and transport  are complete, utilizing the SAM Sections 4100, the OFA Fleet Handbook, under the general direction of the Automotive Pool Manager or SSM I, Assistant Chief Fleet Operations Garage Manager.

	11. 
	Inspects all newly purchased vehicles to ensure contract compliance, utilizing the SAM Sections 4100, the OFA Fleet Handbook, under the general direction of the Automotive Pool Manager or SSM I, Assistant Chief Fleet Operations Garage Manager.

	12. 
	Reviews delivery documents of all newly purchased vehicles to ensure vehicle orders, delivery and transport of all DGS fleet vehicles are timely and properly coordinated utilizing the SAM Sections 4100, the OFA Fleet Handbook, under the general direction of the Automotive Pool Manager or SSM I, Assistant Chief Fleet Operations Garage Manager.

	13. 
	Maintains vehicle keys for vehicles to ensure vehicle security and availability, utilizing the SAM Sections 4100, the OFA Fleet Handbook, under the general direction of the Automotive Pool Manager or SSM I, Assistant Chief Fleet Operations Garage Manager.

	14. 
	Complies with all governing regulations pertaining to the garage operations to ensure a safe working environment, utilizing OFA policies and procedures and OSHA policies and practices under the general direction of the Automotive Pool Manager or SSM I, Assistant Chief Fleet Operations Garage Manager.

	15. 
	Conducts Safety Program meetings in order to ensure a safe working environment, utilizing OFA policies and procedures and OSHA policies and practices under the general direction of the Automotive Pool Manager or SSM I, Assistant Chief Fleet Operations Garage Manager.

	16. 
	Updates safety folder to ensure a safe working environment in the Garage, utilizing OFA policies and procedures and OSHA policies and practices under the general direction of the Automotive Pool Manager or SSM I, Assistant Chief Fleet Operations Garage Manager.

	17. 
	Ensures invoicing discrepancies are corrected by overseeing the invoice processing function, identifying errors, and following up with customers in order to ensure that OFA vehicle invoices are paid, timely and accurately, utilizing the SAM Sections 4100, the OFA Fleet Handbook, and standard automotive repair and rental industry practices under the general direction of the Automotive Pool Manager or SSM I, Assistant Chief Fleet Operations Garage Manager.

	18. 
	Verifies data record forms are entered into FleetFocus and ABMS systems to ensure prompt payment of invoices, utilizing the SAM Sections 4100, the OFA Fleet Handbook, under the general direction of the Automotive Pool Manager or SSM I, Assistant Chief Fleet Operations Garage Manager or Chief Operations Garage Manager.

	19. 
	Reviews pending transaction files to ensure that OFA vehicle licensing, titling, and registration transactions are completed properly utilizing the SAM Sections 4100, DMV policies, the OFA Fleet Handbook, under the general direction of the Automotive Pool Manager or SSM I, Assistant Chief Fleet Operations Garage Manager.

	20. 
	Gathers missing transaction data from the other State Garage managers to ensure that OFA vehicle licensing, titling, and registration transactions are completed properly, utilizing the OFA Fleet Handbook, under the general direction of the Automotive Pool Manager or SSM I, Assistant Chief Fleet Operations Garage Manager.

	21. 
	Assists DMV transaction staff to ensure that OFA vehicle licensing, titling, and registration transactions are completed utilizing the SAM Sections 4100, the OFA Fleet Handbook, under the general direction of the Automotive Pool Manager or SSM I, Assistant Chief Fleet Operations Garage Manager.

	22. 
	Ensures licensing titling, and registration materials are kept in a locked area in to maintain security of documents in accordance with SAM Sections 4100, the OFA Fleet Handbook, OFA policies and procedures under the general direction of the Automotive Pool Manager or SSM I, Assistant Chief Fleet Operations Garage Manager.

	23. 
	Verifies clients/customers have received requested materials in order to ensure that OFA vehicle licensing, titling, and registration transactions are completed properly utilizing various communication equipment (ie., telehone, computer, hand held devices), SAM Sections 4100, the OFA Fleet Handbook, standard automotive repair and rental industry practices, OFA policies and procedures under the general direction of the Automotive Pool Manager or SSM, Assistant Chief Fleet Operations Garage Manager.

	24. 
	Maintains an adequate supply of DMV forms in order to ensure that OFA vehicle licensing, titling, and registration transactions are completed utilizing communication equipment (i.e., telehone, computer, hand held devices), standard office equipment ( i.e., fax machine, copier, scanner), SAM 4100, the OFA Fleet Handbook, OFA policies and procedures under the general direction of the Automotive Pool Manager or SSM I, Assistant Chief Fleet Operations Garage Manager.

	25. 
	Coordinates used tire removal and disposal with vendor/s or an assigned employee to ensure that the State Garage has adequate and appropriate supplies of fuel, bulk petroleum, and hazardous waste generated is removed in accordance with local/city/county ordinances and regulations utilizing state contract register, communication equipment (i.e., telehone, computer, hand held devices), standard office equipment ( i.e., fax machine, copier, scanner), information obtained from other State Garage managers, SAM Sections 4100, the OFA Fleet Handbook, standard automotive repair and rental industry practices, OFA policies and procedures under the general direction of the Automotive Pool Manager or SSM I, Assistant Chief Fleet Operations Garage Manager.

	26. 
	Assists Garage Manager with Hazmat Compliance issues in order to ensure that a State Garage has adequate and appropriate supplies in accordance with local/city/county ordinances and regulations regulations utilizing state contract register, communication equipment (i.e., telehone, computer, hand held devices), standard office equipment ( i.e., fax machine, copier, scanner), information obtained from other State Garage managers, SAM Sections 4100, the OFA Fleet Handbook, OFA policies and procedures under the general direction of the Automotive Pool Manager or SSM I, Assistant Chief Fleet Operations Garage Manager.

	27. 
	Ensures subordinate staff has sufficient leave credits available for the leave overtime in order to maintain an accurate reporting to the SCO, issuance of correct payroll warrants, accurate reporting to the OFS for the billing of services for clients utilizing the Project Accounting & Leave (PAL) system, DGS policies and guidelines, MOU provisions, and SPB or DPA laws and rules under the general direction of the Automotive Pool Manager or SSM, Assistant Chief Fleet Operations Garage Manager.

	28. 
	Reviews PAL entries for subordinate staff on dock or AWOL on or before the designated SCO monthly payroll cut-off date to maintain an accurate reporting to the SCO, issuance of correct payroll warrants, accurate reporting to the OFS for the billing of services for clients utilizing the Project Accounting & Leave (PAL) system, DGS policies and guidelines, MOU provisions, and SPB or DPA laws and rules under the general direction of the Automotive Pool Manager or SSM, Assistant Chief Fleet Operations Garage Manager.

	29. 
	Manages the dispatching of vehicles, maintenance, repair and storage in order to promote and be accountable for customer satisfaction and quality service, utilizing communication equipment (i.e., telehone, computer, hand held devices), standard office equipment ( i.e., fax machine, copier, scanner), customer feedback, SAM Sections 4100, the OFA Fleet Handbook, OFA policies and procedures under the general direction of the Automotive Pool Manager or SSM I, Assistant Chief Fleet Operations Garage Manager.

	30. 
	Maintians maintenance records and analyzes fleet records to develop methods and track vehicles and assets, utilizing communication equipment (i.e., telehone, computer, hand held devices), standard office equipment ( i.e., fax machine, copier, scanner), SAM Sections 4100, the OFA Fleet Handbook, DGS and OFA policies and procedures, under the general direction of the Automotive Pool Manager or SSM I, Assistant Chief Fleet Operations Garage Manager.

	31. 
	Communicates with interested parties to promote and be accountable for customer satisfaction and quality service and to initiate recommendations that promote innovative solutions to meet customer needs, utilizing communication equipment (i.e., telehone, computer, hand held devices), standard office equipment ( i.e., fax machine, copier, scanner), customer feedback, SAM Sections 4100, the OFA Fleet Handbook, DGS and OFA policies and procedures, Under the general direction of the Automotive Pool Manager or SSM I, Assistant Chief Fleet Operations Garage Manager.

	32. 
	Promotes effective vehicle utilization in order to maintain equality within the Fleet, utilizing appropriate standards, records, DGS policies and procedures under the general direction of the Automotive Pool Manager or SSM I, Assistant Chief Fleet Operations Garage Manager.

	33. 
	Prepares reports in order to provide information as requested, utilizing Fleetfocus, standard office equipment ( i.e., fax machine, copier, scanner), SAM Sections 4100, the OFA Fleet Handbook, DGS and OFA policies and procedures, under the general direction of the Automotive Pool Manager or SSM I, Assistant Chief Fleet Operations Garage Manager.

	34. 
	develops staff in order to meet workload needs, utilizing DGS and OFA policies and procedures, under the general direction of the Automotive Pool Manager or SSM I, Assistant Chief Fleet Operations Garage Manager.

	35. 
	Coordinates the surplus of vehicles for auction in order to eliminate antiquated or damaged vehicles from fleet, utilizing utilizing communication equipment (i.e., telehone, computer, hand held devices), standard office equipment ( i.e., fax machine, copier, scanner), customer feedback, SAM Sections 4100, the OFA Fleet Handbook, DGS and OFA policies and procedures, under the general direction of the Automotive Pool Manager or SSM I, Assistant Chief Fleet Operations Garage Manager.

	36. 
	Prepares probationary performance evaluations in order to assess training needs of staff, utilizing DGS and OFA policies and procedures, under the general direction of the Automotive Pool Manager or SSM I, Assistant Chief Fleet Operations Garage Manager.  

	37. 
	Coordinates disciplinary meetings and dicsussions in order to be in accordance with DGS and OFA policies and procedures, utilizing SAM, DPA laws and regulations, Bargaining unit policies and procedures, under the general direction of the Automotive Pool Manager or SSM I, Assistant Chief Fleet Operations Garage Manager.

	38. 
	Checks vehicle service records in order to schedule maintenance or repair work on fleet vehicles, utilizing the OFA Fleet Handbook, DGS and OFA policies and procedures, standard automotive repair practices, Bureau of Automotive Repair laws and regulations, under the general direction of the Automotive Pool Manager or SSM I, Assistant Chief Fleet Operations Garage Manager. 
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