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FINAL EDITED TASK LISTING

                                                      CLASS:  SENIOR INSPECTOR OF AUTOMOTIVE EQUIPMENT
NOTE:  Each position within this classification may perform some or all of these tasks.

	Task #
	Task



	1. 
	Reviews purchase orders and purchase estimates for vehicles and mobile equipment for all State agencies (unless exempt) by evaluating the appropriateness of the purchase to ensure purchase documents from client agencies/departments for equipment meets State and Federal laws, procurement rules, contract specifications, departmental purchasing requirements and policies, using current contract specifications, manufacturers' specifications, and the Federal Energy Policy Act (FEPA), under the general direction of the Staff Services Manager I (SSM I).

	2. 
	Analyzes purchase orders and purchase estimates for vehicles and mobile equipment for all State agencies (unless exempt) by evaluating the appropriateness of the purchase to ensure purchase documents from client agencies/departments for equipment meets State and Federal laws, procurement rules, contract specifications, departmental purchasing requirements and policies, using current contract specifications, manufacturers' specifications, and the FEPA, under the general direction of the SSM I.

	3. 
	Analyzes the valid need for the equipment by reviewing STD. OFA 6 reports submitted from Inspectors of Automotive Equipment to ensure documents from client agencies/departments for equipment meets State and Federal laws, procurement rules, contract specifications, departmental purchasing requirements and policies, using current contract specifications, manufacturers' specifications, and the FEPA, under the general direction of the SSM I.

	4. 
	Approves surveyed equipment when appropriate to ensure documents from client agencies/departments for equipment meets State and Federal laws, procurement rules, contract specifications, departmental purchasing requirements and policies, using current contract specifications, manufacturers' specifications, and the FEPA, under the general direction of the SSM I.

	5. 
	Reviews agency requests for additional or replacement equipment to ensure documents from client agencies/departments for equipment meets State and Federal laws, procurement rules, contract specifications, departmental purchasing requirements and policies, using current contract specifications, manufacturers' specifications, and the FEPA, under the general direction of the SSM I.

	6. 
	Confers with Inspectors and/or Senior Inspectors about any questionable agency requests or Inspector recommendations requiring further investigation to ensure documents from client agencies/departments for equipment meets State and Federal laws, procurement rules, contract specifications, departmental purchasing requirements and policies, using current contract specifications, manufacturers' specifications, and the FEPA, under the general direction of the SSM I.

	7. 
	Coordinates transactions for the sale and transfer of used vehicles and mobile equipment to ensure the appropriate sale and transfer of used vehicles and mobile equipment of all State agencies, and between State agencies and legally recognized tax-supported entities are cost effective, utilizing inspector reports, published estimating guides, OFAM policies, departmental management memos, under the general direction of the SSM I.

	8. 
	Evaluates alternative transactions for the sale and transfer of used vehicles and mobile equipment to ensure the appropriate sale and transfer of used vehicles and mobile equipment of all State agencies, and between State agencies and legally recognized tax-supported entities are cost effective, utilizing inspector reports, published estimating guides, OFAM policies, departmental management memos, under the general direction of the SSM I.

	9. 
	Reviews vehicle and mobile equipment sale and transfer documents for completeness to ensure the appropriate sale and transfer of used vehicles and mobile equipment of all State agencies, and between State agencies and legally recognized tax-supported entities are cost effective, utilizing inspector reports, published estimating guides,  OFAM policies, departmental management memos, under the general direction of the SSM I.

	10. 
	Evaluates agencies’ needs in the cost of purchasing new mobile equipment to ensure the appropriate sale and transfer of used vehicles and mobile equipment of all State agencies, and between State agencies and legally recognized tax-supported entities are cost effective, utilizing inspector reports, published estimating guides, OFAM policies, departmental management memos, under the general direction of the SSM I.

	11. 
	Assess if another agency's assets can be re-utilized to ensure the appropriate sale and transfer of used vehicles and mobile equipment of all State agencies, and between State agencies and legally recognized tax-supported entities are cost effective, utilizing inspector reports, published estimating guides, OFAM policies, departmental management memos, under the general direction of the SSM I.

	12. 
	Maintains information of all statewide requests for used equipment to ensure the appropriate sale and transfer of used vehicles and mobile equipment of all State agencies, and between State agencies and legally recognized tax-supported entities are cost effective, utilizing inspector reports published estimating guides, personal computer, OFAM policies, departmental management memos, under the general direction of the SSM I.

	13. 
	Dispatches inspectors or senior inspectors to evaluate proposed equipment's safe condition and potential usefulness to ensure the appropriate sale and transfer of used vehicles and mobile equipment of all State agencies, and between State agencies and legally recognized tax-supported entities are cost effective, utilizing personal computer, telephone, communication devices, OFAM policies, departmental management memos,  under the general direction of the SSM I.

	14. 
	Inspects proposed equipment's safe condition and potential usefulness to ensure the appropriate sale and transfer of used vehicles and mobile equipment of all State agencies, and between State agencies and legally recognized tax-supported entities are cost effective, utilizing personal computer, telephone, communication devices, OFAM policies, departmental management memos, under the general direction of the SSM I.

	15. 
	Estimates any refurbishing costs to ensure the appropriate sale and transfer of used vehicles and mobile equipment of all State agencies, and between State agencies and legally recognized tax-supported entities are cost effective using published estimating guides, OFAM policies, departmental management memos, under the general direction of the SSM I.

	16. 
	Identifies the current equipment value to ensure the appropriate sale and transfer of used vehicles and mobile equipment of all State agencies, and between State agencies and legally recognized tax-supported entities are cost effective, using published estimating guides, OFAM policies, departmental management memos, under the general direction of the SSM I.

	17. 
	Contacts vendors in order to identify the current equipment value and to ensure the appropriate sale and transfer of used vehicles and mobile equipment of all State agencies, and between State agencies and legally recognized tax-supported entities are cost effective, utilizing personal computer, telephone, communication devices, OFAM policies, departmental management memos, and published estimating guides, under the general direction of the SSM I.

	18. 
	Reviews written justifications for compliance with OFAM policies, departmental management memos and policies to ensure the appropriate sale and transfer of used vehicles and mobile equipment of all State agencies, and between State agencies and legally recognized tax-supported entities are cost effective, utilizing the OFAM policies and procedures, DGS Manual/Policy, State Administrative Manual (SAM), Public Contract Code (PCC), Government Codes (GC), Business and Professional Codes (B&P) Code, State Contracting Manual (SCM), Department of Personnel Administration (DPA) Code , and applicable State/Federal laws, under the general direction of the SSM I.

	19. 
	Acts as the equipment broker between agencies by performing consultative services to ensure the appropriate sale and transfer of used vehicles and mobile equipment of all State agencies, and between State agencies and legally recognized tax-supported entities are cost effective, utilizing the OFAM policies and procedures, DGS Manual/Policy, SAM, PCC, GC, B&P Code, SCM, DPA Code, and applicable State/Federal laws, under the general direction of the SSM I.

	20. 
	Ensures departmental delegation and procurement contract process is adhered to prior to vendors being awarded modification contracts in order to approve vehicle modification requests, utilizing the OFAM policies and procedures, , DGS Manual/Policy, SAM, PCC, GC, B&P Code, SCM, DPA Code, and applicable State/Federal laws, under the general direction of the SSM I. 

	21. 
	Reviews specifications for work to be performed, bid submissions, award criteria, any exemptions or departmental delegations, and OFA 6 reports from local Inspectors or Senior Inspectors of Automotive Equipment in order to approve vehicle modification requests, utilizing the OFAM policies and procedures, DGS Manual/Policy, SAM, PCC, GC, B&P Code, SCM, DPA Code, and applicable State/Federal laws, under the general direction of the SSM I.

	22. 
	Designs detailed mobile equipment specifications for state agencies upon request to assist agencies in procuring the most useful mobile equipment for their specific needs, utilizing equipment manufacturers' specifications,  telephone, email, the Office of Fleet Administration (OFA) policies and procedures, DGS Manual/Policy, SAM, PCC, GC, B&P Code, SCM, DPA Code, and applicable State/Federal laws, under the general direction of the SSM I.

	23. 
	Confers directly with equipment manufacturer representatives, the public or private users of mobile equipment and mobile equipment regulatory agencies to assist agencies in procuring the most useful mobile equipment for their specific needs, utilizing the telephone or email, the Office of Fleet Administration (OFA) policies and procedures, DGS Manual/Policy, SAM, PCC, GC, B&P Code, SCM, DPA Code, and applicable State/Federal laws, under the general direction of the SSM I.

	24. 
	Approves the rental and/or lease of mobile equipment for all state agencies to ensure compliance with state contract policy. Utilizing the Office of Fleet Administration (OFA) policies and procedures, DGS Manual/Policy, SAM, PCC, GC, B&P Code, SCM, DPA Code, and applicable State/Federal laws, under the general direction of the SSM I.

	25. 
	Reviews agency requests and justifications for purchasing, borrowing or re-utilizing equipment from another agency to ensure compliance with state contract policy. Utilizing the Office of Fleet Administration (OFA) policies and procedures, DGS Manual/Policy, SAM, PCC, GC, B&P Code, SCM, DPA Code, and applicable State/Federal laws, under the general direction of the SSM I.

	26. 
	Contacts Inspectors or Senior Inspectors of Automotive Equipment to request assistance in evaluating the stated use and availability of other equipment within agency's own fleet, utilizing the OFAM policies and procedures, DGS Manual/Policy, SAM, PCC, GC, B&P Code, SCM, DPA Code, and applicable State/Federal laws, under the general direction of the SSM I.

	27. 
	Formulates policy change recommendations for the Assistant Chief of Inspection Services and the Chief of Fleet and Asset Management to assure that OFAM procedures, processes and practices are sound and in compliance with state and federal laws, rules and guidelines by: utilizing OFAM publications, management memos, SAM, FEPA, GC, DPA Codes, OFAM policies, under the general direction of the SSM I.

	28. 
	Trains Inspectors of Automotive Equipment to ensure adequate knowledge of job duties and compliance with State codes and regulations using personal knowledge, OFAM policies and procedures, DGS Manual/Policy, SAM, PCC, GC, B&P Code, SCM, DPA Code, and applicable State/Federal laws, under the general direction of the SSM I. 

	29. 
	Supervises the work of Inspectors of Automotive Equipment to ensure adequate job performance and compliance with State codes and regulations using personal knowledge, OFAM policies and procedures, DGS Manual/Policy, SAM, PCC, GC, B&P Code, SCM, DPA Code, and applicable State/Federal laws, under the general direction of the SSM I.

	30. 
	Supervises the work of a group of field inspectors in a large geographical area of the State to ensure level of service, adequate job performance, and compliance with State codes and regulations using personal knowledge, OFAM policies and procedures, DGS Manual/Policy, SAM, PCC, GC, B&P Code, SCM, DPA Code, and applicable State/Federal laws, under the general direction of the SSM I.

	31. 
	Provides personal inspection services in a limited portion of the State in order to maintain level of service and compliance with State codes and regulations using personal knowledge, OFAM policies and procedures, DGS Manual/Policy, SAM, PCC, GC, B&P Code, SCM, DPA Code, and applicable State/Federal laws, under the general direction of the SSM I.

	32. 
	Participates in special studies in order to provide consultation services to OFAM and other state agencies, using personal knowledge, OFAM policies and procedures, DGS Manual/Policy, SAM, PCC, GC, B&P Code, SCM, DPA Code, and applicable State/Federal laws, under the general direction of the SSM I.

	33. 
	Compiles reports on special projects in order to provide fleet recommendations to other state agencies using personal computer, research data, statistical information, personal knowledge, OFAM policies and procedures, DGS Manual/Policy, SAM, PCC, GC, B&P Code, SCM, DPA Code, and applicable State/Federal laws, under the general direction of the SSM I.

	34. 
	Conducts interviews with candidates for employment to determine the appropriateness of candidate qualifications to current job requirements and expectations for job performance using department policies, DPA rules and guidelines, EEO objectives, under the general direction of the SSM I.

	35. 
	Conducts reference checks for candidates being considered for hire to determine the appropriateness and relatedness of prior work experience to current job requirements and performance expectations in the work unit using department policies, DPA rules and guidelines, EEO objectives, under the general direction of the SSM I.

	36. 
	Approves vacation, overtime requests, and/or time off in order to meet operational needs using PAL, departmental policies and procedures, DPA guidelines, Bargaining Unit guidelines, under the general direction of the SSM I.

	37. 
	Verifies time reporting to maintain accurate leave records using PAL, departmental policies and procedures, DPA guidelines, Bargaining Unit guidelines, under the general direction of the SSM I.

	38. 
	Participates in the Constructive Intervention process by documenting employee performance for coaching, counseling, and disciplinary activities of subordinate employees in the work unit to ensure adequate job performance using department policies and procedures, DPA rules and guidelines, Bargaining Unit guidelines, under the general direction of the SSM I.

	39. 
	Completes annual performance review (IDP) and/or probation reports of subordinate employees in the work unit to ensure adequate job performance plan using department policies and procedures, DPA rules and guidelines, Bargaining Unit guidelines, under the general direction of the SSM I. 

	40. 
	Ensures office is adequately supplied and equipment is maintained and functional (e.g., vehicle, fax machine, computers, electronic devices) to ensure essential functions of the job can be met using OFAM policies and procedures, DGS manual/policy, SAM, SCM, Cal-card rules and policies under the general direction of the SSM I.

	41. 
	Ensures employees attend mandatory training such as Defensive Driving, Security Awareness, Sexual Harassment, etc., to ensure employees are informed/trained in departmental policies and procedures using Office of Human Resources policies, personnel liaison, enrollment process, etc., under the general direction of the SSM I.

	42. 
	Resolves complaints received from other State agencies to ensure accordance with OFAM policies and procedures, DGS manual/policy, SAM, PCC, Government Code, B&P Codes, SCM, DPA Code, and applicable State/Federal Laws the general direction of the SSM I. 

	43. 
	Promotes safe and proper usage of State equipment and tools in the performance of job duties to increase safety, decrease costs to the state, and provide safe, reliable, and cost effective transportation for the State of California using manufacturer recommended procedures under the general direction of the SSM I.

	44. 
	Holds monthly meetings (e.g., safety, general, etc.) in order to promote safety awareness and ensure field staff are updated on policies and procedures using OFAM policies and procedures, DGS manual/policy, SAM, SCM, under the general direction of the SSM I.

	45. 
	Plans work activities of employees to ensure efficient operation of work unit and goals are met using OFAM policies and procedures, DGS manual/policy, SAM, SCM, under the general direction of the SSM I.

	46. 
	Organizes work activities to ensure efficient operation of work unit and that unit goals are being met using OFAM policies and procedures, DGS manual/policy, SAM, SCM, under the general direction of the SSM I.

	47. 
	Monitors work activities to ensure efficient operation of work unit and that unit goals are being met using OFAM policies and procedures, DGS manual/policy, SAM, SCM, under the general direction of the SSM I.

	48. 
	Acts as a subject matter expert to provide needed information on specified classifications for job analysis and exam development using SPB guidelines, under the general direction of the SSM I.  

	49. 
	Travel throughout assigned areas in the performance of job duties to ensure compliance with OFAM policies and procedures, DGS manual/policy, SAM, PCC, Government Code, B&P Codes, SCM, DPA Code, and applicable State/Federal Laws the general direction of the SSM I.   

	50. 
	Makes hiring decisions and employment decisions to promote the departments’ Equal Employment Opportunity policies and practices using department policies, DPA rules and guidelines, EEO objectives, under the general direction of the SSM I.

	51. 
	Interprets provisions of collective bargaining agreements to ensure compliance in the course of supervising represented employees using department policies, DPA rules and guidelines, EEO objectives, under the general direction of the SSM I.

	52. 
	Conducts field sales to dispose of equipment no longer cost effective to repair or transport to state auction yard, using OFAM policies and procedures, DGS manual/policy, SAM, PCC, GC, B&P Codes, SCM, DPA Code, and applicable State/Federal Laws under the general direction of the SSM I.
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