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FINAL EDITED TASK LISTING

                     CLAS CLASS: JR. INSPECTOR OF AUTOMOTIVE EQUIPMENT 

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

	Task #
	Task



	1. 
	Travel to various geographical sites to perform inspections of motor vehicles and/or mobile equipment (i.e. automobiles, trucks, construction/farm equipment, generators, boats, and other miscellaneous vehicles and equipment) under the guidelines of the Office of Fleet Administration. 

	2. 
	Under general direction, inspect and test State-owned motor vehicles and mobile equipment to determine their conditions and conformity with established mechanical maintenance policies and recommending needed service, repairs, or replacement in compliance with Federal and State Standards, automotive manufacturer specifications, Office of Fleet Administration policies and procedures, management memos, executive orders, and the State Administrative Manual.


	3. 
	Under general direction, inspect the safety, serviceability, and modification of motor vehicles and mobile equipment for state agencies and make recommendations by physically examining equipment in accordance with automotive manufacturer’s specifications, various state agencies specifications, and reference material available to determine motor vehicle value in order to facilitate progress reports and approved billing process.

	4. 
	Under general direction, inspect, test and write brief synopsis of vehicles involved in traffic accidents and review repair estimates and invoices to ensure repairs are completed in compliance with Federal and State Standards, automotive manufacture specifications, Office of Fleet Administration policies and procedures and the State Administrative Manual.

	5. 
	Under general direction, survey motor vehicles and mobile equipment by conducting an inspection of the overall condition by referring to reference materials available to determine motor vehicle value versus repair cost and/or replacement cost in compliance with Federal and State Standards, automotive manufacturer specifications, Office of Fleet Administration policies and procedures, management memos, executive orders, and the State Administrative Manual.

	6. 
	Under general direction, ensure adaptive driving equipment are in proper working order by reviewing documents, testing, and inspecting to ensure that the vehicles and equipment meet specifications in compliance with Federal and State Standards, automotive manufacturer specifications, Office of Fleet Administration policies and procedures, management memos, executive orders, and the State Administrative Manual. 

	7. 
	Under general direction, ensure compliance of Department of General Services Vehicle Purchase specifications by inspecting, testing and verifying quality of workmanship in compliance with State Contracts prior to acceptance of new motor vehicles and mobile equipment.

	8. 
	Under general direction, ensure all assigned vehicles are in proper working order in compliance with Office of Fleet Administration policies and procedures by taking the vehicle to the state garage or approved state vendor facility for the prescribed service maintenance schedule as needed.

	9. 
	Under general direction, verify repair shops are in compliance with Office of Fleet Administration approved vendor terms and conditions by conducting on-site inspection of local repair shop premises, equipment and invoices, and inform other inspectors, supervisors, and Office of Fleet Administration headquarters.

	10. 
	Under general direction, determine the appropriate repair method by referring to manufacturer recommendations, Office of Fleet Administration procedures and accepted industry standards, to maintain and repair motor vehicles and mobile equipment in a safe manner.

	11. 
	Under general direction, respond to state agencies requests and questions concerning motor vehicle and mobile equipment repairs and state fleet policies and procedures used in compliance with Federal and State Standards, automotive manufacturer specifications, Office of Fleet Administration policies and procedures, management memos, executive orders, and the State Administrative Manual.

	12. 
	Under general direction, schedule appointments for performing routine inspections in order to maintain a safe and reliable fleet of motor vehicles and mobile equipment in compliance with Federal and State Standards, automotive manufacturer specifications, Office of Fleet Administration policies and procedures, management memos, executive orders, and the State Administrative Manual.

	13. 
	Under general direction, assist state agencies over the phone or in person by providing authorization for repair work and/or modifications on state motor vehicles and mobile equipment by following preventative maintenance guidelines, manufacturer recommendations and referring to Parts and Labor manuals.

	14. 
	Under general direction, assist state agencies and vendors with automotive inspection needs in order to ensure that repairs are completed properly and in a timely manner and provides referrals of approved repair facilities in compliance with Federal and State Standards, automotive manufacturer specifications, Office of Fleet Administration policies and procedures, management memos, executive orders, and the State Administrative Manual.

	15. 
	Under general direction, review and approve motor vehicles and mobile equipment repairs by maintaining a tracking system and recording repairs of State motor vehicles and mobile equipment in order to maintain appropriate records and facilitate the billing process in compliance with Office of Fleet Administration policies and procedures.

	16. 
	Under general direction, assist state agencies with the acquisition and disposition of motor vehicles and mobile equipment by scheduling appointments and responding to calls to inspect, test, review and investigate the need, and make appropriate recommendations in compliance with Federal and State Standards, automotive manufacturer specifications, Office of Fleet Administration policies and procedures, management memos, executive orders, and the State Administrative Manual.

	17. 
	Under general direction, make verbal and/or written recommendations in the repair, maintenance and purchase of motor vehicles and mobile equipment to ensure that procurement and accounting guidelines have been followed in compliance with Federal and State Standards, automotive manufacturer specifications, Office of Fleet Administration policies and procedures, management memos, executive orders, and the State Administrative Manual.

	18. 
	Under general direction, analyze motor vehicle and mobile equipment data to assess accident damage and determining the cost of repair versus replacement cost in compliance with Federal and State Standards, automotive manufacturer specifications, Office of Fleet Administration policies and procedures, management memos, executive orders, and the State Administrative Manual.

	19. 
	Maintain accurate records of inspection findings by completing Office of Fleet Administration (Form OFA 6) and file for future reference in order to keep the Office of Fleet Administration and state agencies appraised of fleet assets in compliance with Federal and State Standards, automotive manufacturer specifications, Office of Fleet Administration policies and procedures, management memos, executive orders, and the State Administrative Manual.

	20. 
	Resolve disputes or discrepancies of maintenance repair invoices by researching the Fleet database to ascertain if repair work is covered under manufacturer warranty and if work completed by the vendor meets manufacturer guidelines in order to protect the State from fraud and unwarranted charges.

	21. 
	Verify and approve repair invoices by reviewing documents as defined by the Office of Fleet Administration and manufacturer recommendations for routine repair and maintenance of State motor vehicles and mobile equipment in compliance with Federal and State Standards, automotive manufacturer specifications, Office of Fleet Administration policies and procedures, management memos, executive orders, and the State Administrative Manual.

	22. 
	Under general direction, audit state agencies fleet to ensure they are operating efficiently and economically in compliance with Federal and State Standards, automotive manufacturer specifications, Office of Fleet Administration policies and procedures, management memos, executive orders, and the State Administrative Manual.

	23. 
	Under general direction, coordinate with state agencies and other inspectors on inspections and repairs of motor vehicles and mobile equipment during the inspection process to ensure compliance with Federal and State Standards, automotive manufacturer specifications, Office of Fleet Administration policies and procedures, management memos, executive orders, and the State Administrative Manual.

	24. 
	Act as a back-up to local field Inspectors by responding to state agencies requests on the inspection process and testing of motor vehicles and mobile equipment in compliance with Office of Fleet Administration policies and procedures, management memos, executive orders, and the State Administrative Manual.

	25. 
	Maintain professional and technical knowledge by attending training to keep up with current industry standards and administrative processes in compliance with Federal and State Standards, automotive manufacturer specifications, Office of Fleet Administration policies and procedures, management memos, executive orders, and the State Administrative Manual.

	26. 
	Provide training to state agencies on motor vehicle and mobile equipment related information and state fleet policies and procedures in order to inform state agencies of fleet related updates in compliance with Federal and State Standards, automotive manufacturer specifications, Office of Fleet Administration policies and procedures, management memos, executive orders, and the State Administrative Manual.

	27. 
	Under general direction, assist in amending specifications when necessary to meet vehicle codes by reviewing documents and making needed corrections to ensure vehicle modifications are in compliance with Federal and State Standards, automotive manufacturer specifications, Office of Fleet Administration policies and procedures, management memos, executive orders, and the State Administrative Manual.

	28. 
	Complete monthly mileage log and submit to the appropriate state garage by utilizing computers in accordance to Office of Fleet Administration policies and procedures.

	29. 
	Update a storage permit, if applicable, by completing a Home Storage Permit and submitting to headquarters annually as required by the Office of Fleet Administration policies and procedures.

	30. 
	Investigate reoccurring fleet problems by researching invoices, manufacturer specifications, technical service bulletins, etc. and provides reports to supervisors and managers in a timely manner.

	31. 
	Investigate fraudulent repairs to state motor vehicles and mobile equipment in compliance with Federal and State Standards, automotive manufacturer specifications, Office of Fleet Administration policies and procedures, management memos, executive orders, and the State Administrative Manual and provides reports and recommendations to supervisors and managers in a timely manner.

	32. 
	Attend regional and statewide staff meetings to share information regarding Fleet programs and procedural updates. 

	33. 
	Recruit additional repair vendors used by state agencies in repairs of motor vehicles and mobile equipment by visiting potential repair vendors and providing terms and conditions required by the State of California (i.e., standard state contract requirements, current valid State and Local license, appropriate insurance, etc.).

	34. 
	Contact other inspectors, garage personnel, supervisors and Office of Fleet Administration headquarters staff, and other state agencies for assistance in complex fleet issues.

	35. 
	Under general direction, conduct inspections, contract approvals and oversight, audits, and provides direction and recommendations to state agencies and repair vendors, in order to control state fleet costs in compliance with Federal and State Standards, automotive manufacturer specifications, Office of Fleet Administration policies and procedures, management memos, executive orders, and the State Administrative Manual. 

	36. 
	Assist state agencies in obtaining, distributing and reutilizing other state agencies excess and/or used motor vehicles and mobile equipment in compliance with Federal and State Standards, automotive manufacturer specifications, Office of Fleet Administration policies and procedures, management memos, executive orders, and the State Administrative Manual.

	37. 
	Under general direction, assist the Office of Risk Insurance Management and provide written reports to assist in the subrogation of state accident claims and save state costs related to the accident in compliance with Federal and State Standards, automotive manufacturer specifications, Office of Fleet Administration policies and procedures, management memos, executive orders, and the State Administrative Manual.

	38. 
	Operate a computer and various software programs (i.e., Internet, Outlook, Excel, Microsoft Word, etc.) to access information on-line, communicate with others, and successfully perform job related duties in accordance with State, Department and/or Division policy and procedures.
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