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CLASS CODE:
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REV:
00/00
OVERTIME STATUS:
E
HIGHWAY FLEET SHOP SUPERVISOR

DESCRIPTION:  Under general supervision, supervises skilled mechanical staff in the repair and maintenance of the full range of highway vehicles and equipment in a large shop; performs related work as required.

EXAMPLES OF WORK:  (A position may not be assigned all the duties listed, nor do the listed examples include all the duties that may be assigned.)

Plans, assigns, and supervises the work activities of assigned staff to attain work goals and to insure consistent application of policies, procedures and standards.

Supervises and evaluates the work of assigned staff; recommends personnel actions related to selection, discipline, performance, leave, grievance dispositions, status changes and separation and to identify employee training needs.

Receives or initiates work assignments; schedules, assigns, coordinates, and guides the work of assigned staff in accordance with established requirements, to assist management in the timely accomplishment of assigned work load.

Trains assigned staff.

Establishes daily work-order priority.

Assures that established vehicle and equipment preventive maintenance programs are performed.

Inspects vehicles and equipment to determine adherence to proper operation, maintenance, repair and service procedures.

Advises and instructs mechanics on unusual repair problems.

Responsible for creating and maintaining a safe shop environment.

Responsible for the procurement of repair parts and materials.

Directs the machinist in the fabrication of parts and other equipment for individual equipment and for inventory.

Inspects new equipment and instructs mechanics in specialized repair or service procedures required.

Analyzes costs of parts, supplies and other materials and makes decisions and/or recommendations on repair, replacement & surplusing accordingly.

Inspects the condition of vehicles and equipment to determine feasibility of repair.

Perform administrative duties related to purchasing repair parts, inventory and payments.

HIGHWAY FLEET SHOP SUPERVISOR  (continued)
FULL PERFORMANCE KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (These may be acquired on the job and are needed to perform the work assigned.)

Knowledge of:  supervisory and personnel practices; personnel rules and regulations, union contract and related personnel policies and procedures.

Ability to:  prioritize, plan and assign work in a constantly changing environment; evaluate and supervise assigned staff; apply mechanical knowledge to troubleshoot and make required repairs and modifications to vehicles and equipment.

ENTRY KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (Applicants will be screened for possession of these through written, oral, performance and/or other evaluations.)

Ability to:  listen effectively to directions; get along with co-workers, supervisors and managers; express ideas verbally and in writing; supervise others; some work in field in inclement weather, exposure to gasoline, fumes and grease; general supervision received as needed.

JOB PREPARATION GUIDELINES:  (Entry knowledge, abilities, and/or skills may be acquired through, BUT ARE NOT LIMITED TO, the following coursework/training and/or experience.)

Any combination of training and/or experience that will enable the incumbent to possess the required knowledge, abilities and skills.  A general qualification guideline is a high school education or equivalent and experience in auto/diesel repair and/or skilled experience in supervision of technical work.

