CITY OF ROSWELL, GEORGIA
CLASSIFICATION SPECIFICATION

CLASSIFICATION TITLE:
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FLSA:
WC:
PG:
EEO:

E735
N
8810
510
7

FLEET MAINTENANCE SUPERVISOR

PURPOSE OF CLASSIFICATION
The purpose of this classification is to supervise assigned staff in performing mechanical work involving
maintenance and repair of vehicles, light/heavy equipment, and other automotive/mechanical machinery.

ESSENTIAL FUNCTIONS
The following duties are normal for this position. The omission of specific statements of the duties does not
exclude them from the classification if the work is similar, related, or a logical assignment for this classification.
Other duties may be required and assigned.
Supervises, directs, and evaluates assigned staff, processing employee concerns and problems, directing work,
counseling, disciplining, and completing employee performance appraisals.
Provides direction, training, guidance, and assistance to assigned employees: coordinates daily work activities;
responds to employee problems/concerns; assists in selecting new employees; confers with assigned staff, assists
with complex/problem situations, and provides technical expertise; establishes safety and department rules; enforces
department rules and regulations.
Supervises and assists in performing general mechanical repair work on vehicles, trucks, police/fire emergency
vehicles, motorcycles, light equipment, heavy machinery, road machinery, parks equipment, mowing equipment,
specialized equipment, gasoline/diesel engines, generators, or other automotive/mechanical equipment.
Supervises shop activities/operations: manages flow of work in/out of shop; organizes, prioritizes, and schedules
workload; assigns work to mechanics or to outside service providers as appropriate; monitors status of work, inspects
completed work, and troubleshoots problem situations.
Supervises and assists in inspecting, testing, and diagnosing problems involving various systems/components of
vehicles or equipment: examines vehicles and equipment to determine necessary repair or maintenance work; conducts
diagnostic testing; consults with drivers or equipment operators to obtain input on problems, assist in diagnosing
problems, or prevent future problems; determines parts/supplies necessary to conduct repairs.
Supervises and assists in performing appropriate repair, removal, replacement, rebuilding, or maintenance work on
vehicle/equipment systems and components: removes or replaces brakes, brake pads, wheels, steering components,
shocks, transmissions, vehicle cylinder heads, differentials, suspension springs, starters, alternators, water pumps,
thermostats, radiators, flywheels, fuel injectors, or other components; removes or replaces engines, engine parts, and
engine gaskets; removes and repairs engine electronics and transmission electronics; checks engine timing and
performance; turns, replaces, or resurfaces rotors/drums; replaces rings, bearings, and universal joints; repairs/replaces
clutches; repairs or rebuilds carburetors and generators; adjusts, repairs, or relines brakes; performs front end
alignments; troubleshoots and repairs front and rear suspensions; replaces fuel pumps and injection pumps; flushes
cooling systems; repairs air conditioning systems and recovers refrigerant; installs, removes, repairs or replaces doors,
lifts, seats, radios, lights, windows, mirrors, or emergency sirens; installs decals and logos on vehicles as appropriate.
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Implements scheduled preventive maintenance work to ensure regular servicing/maintenance of mechanical systems
and equipment: sharpens blades; removes and replaces oil, filters, spark plugs, diesel and hydraulic filters, coolant,
chains, bearings, batteries, and broken/work components.
Performs general welding work: cuts metal, fills holes, and welds metal components; repairs broken/cracked parts or
fabricates new parts; installs metal components; modifies metal/steel components of equipment.
Supervises and assists in performing routine and preventive maintenance on vehicles and equipment: pumps fuel into
vehicles; checks fluid levels and replaces fluids as needed; drains/replaces oil; cleans/replaces batteries and filters;
removes/replaces belts, hoses, fuses, bulbs, blades, skids, and other parts; flushes radiators and coolant systems;
replaces spark plugs and wires; lubricates mechanical parts and greases equipment; services air conditioning systems;
checks air pressure level of tires; patches holes/punctures in tires; repairs/replaces damaged tires; rotates and balances
tires.
Operates a variety of machinery, equipment, and tools associated with repairing, maintaining and testing vehicles and
equipment, which may include a motor vehicle, utility truck, heavy machinery, light equipment, tractor, mowing
equipment, hoist, vehicle lift, hydraulic jack, engine analyzer, tire machine, tire changer, battery charger, brake lathe,
air compressor, pressure washer, parts washer, generator, refrigerant recovery machine, drill, drill press, metal grinder,
pump, welder, cutting torch, gauges, meters, diagnostic instruments, testing instruments, mechanic tools, or two-way
radio.
Responsible for garage cleaning/maintenance necessary to keep garage/tools/equipment in operable condition which
may include inspecting equipment, greasing equipment, washing/cleaning vehicles and equipment, or cleaning
shop/work areas.
Makes emergency service calls for disabled vehicles or equipment at work sites or on the road as needed.
Monitors inventory levels of department equipment, parts, tools, and supplies: ensures availability of adequate
materials to conduct work activities; initiates requisitions for new/replacement materials.
Follows safety procedures, utilizes safety equipment, and monitors work environment to ensure safety of employees
and other individuals; reports accidents and incidents.
Utilizes and maintains vehicle/equipment service records, warranty records, or other documentation of work
activities via fleet computer software for entire city vehicle asset inventory and life cycle tracking.
Performs administrative tasks: reviews employee time sheets and forwards for processing; reviews invoices, assigns
proper budgetary codes, and forwards for processing; assists in preparing performance reviews for assigned personnel.
Assists the Fleet Services Manager as needed to monitor the internal Fleet Services Fund using vehicle software and
city financial systems to track vehicle costs and maintenance and other data.
Prepares or completes various forms, reports, correspondence, logs, checklists, work board, vehicle reports, work
orders, inspection records, maintenance/repair records, purchase requisitions, or other documents.
Receives various forms, reports, correspondence, work orders, invoices, receipts, credit card records,
vehicle/equipment maintenance records, diagrams, schematics, service manuals, service bulletins, safety recall
notices, material safety data sheets, parts catalogs, directories, policies, procedures, reference materials, or other
documentation; reviews, completes, processes, forwards or retains as appropriate.
Communicates with supervisor, employees, other departments, vendors, service providers, and other individuals as
needed to coordinate work activities, review status of work, exchange information, or resolve problems.
Maintains an awareness of new parts/equipment, procedures, trends, and advances in the profession; reads professional
literature; maintains professional affiliations; attends workshops and training sessions as appropriate.
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ADDITIONAL FUNCTIONS
Provides assistance or backup coverage to other employees or departments as needed.
Performs general tasks, which may include picking up or delivering vehicles from/to various locations, washing
vehicles, conducting emission testing of vehicles, or calibrating speedometers.
Performs other related duties as required.

MINIMUM QUALIFICATIONS
High School Diploma or GED, supplemented by vocational training in automotive and diesel repair; five years of
experience in gasoline and diesel repair work or any equivalent combination of education, training, and experience
which provides the requisite knowledge, skills, and abilities for this job. Must possess and maintain a valid Class B
Georgia Commercial Driver’s License (CDL) including appropriate endorsements.

PERFORMANCE APTITUDES
Specific Knowledge, Skills, or Abilities: Requires thorough knowledge of tire, vehicle, and equipment maintenance
and repair. Must be familiar with various types of internal combustion engines and hydraulic systems. Must be able to
learn, comprehend, and apply all city or departmental policies, practices, and procedures necessary to function
effectively in the position.
Data Utilization: Requires the ability to review, classify, categorize, prioritize, and/or analyze data. Includes
exercising discretion in determining data classification, and in referencing such analysis to established standards for
the purpose of recognizing actual or probable interactive effects and relationships.
Human Interaction:
supervisory capacity.

Requires the ability to apply principles of persuasion and/or influence over others in a

Equipment, Machinery, Tools, and Materials Utilization: Requires the ability to operate and control the actions of
equipment and machinery, requiring the monitoring, adjustment, regulation, and/or setting of multiple conditions.
Verbal Aptitude: Requires the ability to utilize a wide variety of reference, descriptive, and/or advisory data, and
information.
Mathematical Aptitude: Requires the ability to perform addition, subtraction, multiplication, and division; the
ability to calculate decimals and percentages; the ability to utilize principles of fractions; and the ability to interpret
graphs.
Functional Reasoning: Requires the ability to apply principles of rational systems; to interpret instructions
furnished in written, oral, diagrammatic, or schedule form; and to exercise independent judgment to adopt or modify
methods and standards to meet variations in assigned objectives.
Situational Reasoning: Requires the ability to exercise judgment, decisiveness, and creativity in situations
involving evaluation of information against measurable or verifiable criteria.
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ADA COMPLIANCE
Physical Ability: Tasks require the ability to exert very moderate physical effort in light work, typically involving
some combination of stooping, kneeling, crouching and crawling, and which may involve some lifting, carrying,
pushing and/or pulling of objects and materials of moderate weight (12-20 pounds).
Sensory Requirements: Some tasks require the ability to perceive and discriminate colors or shades of colors, sounds,
odor, depth, texture, and visual cues or signals. Some tasks require the ability to communicate orally.
Environmental Factors: Performance of essential functions may require exposure to adverse environmental
conditions, such as dirt, dust, pollen, odors, wetness, humidity, rain, fumes, temperature and noise extremes,
machinery, vibrations, electric currents, or bright/dim lights.

The City of Roswell is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the
City will provide reasonable accommodations to qualified individuals with disabilities and encourages both
prospective and current employees to discuss potential accommodations with the employer.
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