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Class Definition

Under direction, performs difficult managerial and administrative
work involving considerable responsibility, complexity and variety.
Plans, develops and directs a Fleet Management program involving
automotive and mechanical equipment acquisition, maintenance, repair,
evaluation, and inspection for a county. Performs a wide variety of
administrative work to administer the Fleet Management program.
Performs other related duties as assigned.

Examples of Important Duties

1. Plans, directs, and coordinates the operations of the central
repair facility and all equipment maintenance and repair shops.
Sets standards and policies to provide a uniform level of
maintenance. Analyzes and evaluates the effectiveness and
efficiency of all repair and equipment maintenance facilities.

2. Oversees the analysis and evaluation of the performance of the
automotive and construction equipment in the fleet to develop
responsive purchase specifications. Reviews, coordinates, and
controls all requests for purchase of vehicles and medium/heavy
equipment. Makes decisions on the replacement and disposition of
all vehicles and equipment.

3. Develops and implements changes and improvements in the
maintenance, repair and control of all motorized equipment to
ensure maximum and efficient usage and operation.

4. Develops and oversees the implementation of information systems
to improve fleet management operation effectiveness.

5. Manages budget for fleet management operations. Prepares annual
budget request for unit. Controls expenditures in accordance
with approved budget. Obtains bids and price quotations. Writes
purchase orders and requisitions.

6. Supervises fleet management staff. Plans, schedules, and assigns
work. Evaluates work and counsels staff on ways to improve
performance. Selects staff. Recommends and initiates
training/certification of mechanic personnel. Initiates
disciplinary action. Approves time cards and leave requests.
Investigates employee grievances/accidents, fires, crimes.
Reviews personnel actions. Advises staff on ways to solve 
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Examples of Important Duties  (continued)

technical problems  comply with administrative procedures, and
improve management of facilities.

7. Keeps records. Maintains and supervises records of expenditures,
cost analyses, time cards, inventory of supplies and equipment,
maintenance schedules, etc. Writes periodic administrative and
operational reports.

8. Coordinates fleet management activities with other departments,
divisions and outside agencies as necessary.

Important Worker Characteristics

A. Considerable knowledge of (l) operation of a complex automotive
maintenance and fleet operation; (2) maintenance of automotive
and equipment systems; (3) management practices and procedures;
(4) administrative practices; (5) business administration; (6)
supervision; (7) budget preparation and control; (8) Commission
policies, procedures, and organization.*

B. Ability to (l) solve complex problems involving many variables;
(2) analyze and evaluate data; (3) calculate fractions,
decimals, and percentages; (4) read and write technical reports
and correspondence; (5) use proper spelling, punctuation and
grammar; (6) speak clearly; (7) make oral presentation; (8)
organize work efficiently and effectively; (9) provide courteous
service.

* Developed primarily after employment.

Minimum Qualifications

1. Bachelor's degree in business or public administration or
related field from an accredited college or university, and four
years of varied and responsible experience in the administration
of a large fleet maintenance operation, including budget
preparation, analysis, and control; automatic data processing
controls; and financial accounting responsibility; or

2. An equivalent combination of education and experience.

3. Valid Maryland driver's license, or the ability to acquire one.



Working Conditions

Works in office. Considerable pressure to meet deadlines. Position is
subject to 24-hour call.


