PERSONNEL COMMITTEE
13-0254R
RESOLUTION APPROVING PROPOSED SPECIFICATIONS FOR THE NEW

CIVIL SERVICE CLASSIFICATION OF FLEET ASSISTANT, AND
SPECIFYING CONTRACT BENEFITS FOR SAME.

CITY PROPOSAL:

RESOLVED, that the proposed specifications for the new civil service
classification of fleet assistant, which were approved by the civil service
board on May 7, 2013, and which are filed with the city clerk as Public

Document No. , are approved; that said classification

shall be subject to the city’s collective bargaining agreement with its basic
unit employees; and that pay range for said classification shall be Range 28,
$3,438 to $4,044 per month. The proper city officials are authorized to
execute and implement an agreement with the union to provide for employing one

or more unit members consistent with this resolution.

Approved: Approved for presentation to council:
,/:
W k }w 5 //; / l /! _—
Department Director ‘// Chief Admlnlstratﬁ\:BOff cer
Approved as to form: Approved:
Auditor

HR CIV 1s 5/6/2013

STATEMENT OF PURPOSE: This new classification has been created to maintain
all records related to over eight hundred vehicles and major items of
equipment owned by the City including warranty, maintenance, licensing (for



over~the-road vehicles), and total cost of ownership. This classification
will also perform receipt, disbursement, and preparation for disposition of
items including providing information and assistance to the bid and
disposition processes. The pay range negotiated for the classification is
Range 28, $3438 to $4044 per month.



FLEET ASSISTANT

SUMMARY/PURPOSE:

This classification tracks and maintains vehicles and equipment from acquisition to
disposition and assures that City vehicles and equipment are fully functional and
available for use in the best possible condition when required by City employees.

ESSENTIAL DUTIES AND RESPONSIBILITIES (Other duties may be assigned):

Maintain thorough records of vehicles and equi nt acquired for use by the
City.

Monitor manufacturer recall and campaig
ensure vehicles and equipment are maintained acc

Maintain warranty and repair records fl vehicles a

and technical bulletins and

equipment.
Provide information relevan
and disposition.
Inspect vehicle
Manage the

To perform this : ' , an individual must be able to perform each essential

skills and abilities' required.

ents listed below are representative of the knowledge,

Education & Experience Requirements

1.

2.

Four years of experience in asset maintenance and management, including
inventory processing and control.
Experience in automotive service and/or fleet operations preferred.

License Requirements

1.

A driver’s license valid in Minnesota

Knowledge Requirements



oo

Knowledge and experience with manufacturers' warranty programs, claims
processes, and payments.

Knowledge of manufacturers' technical bulletins, factory recalls, and campaigns.
Knowledge of vehicle licensing requirements.

Knowledge of asset acquisition and disposition procedures.

General knowledge of vehicle and equipment maintenance and operation.

Skill Requirements

Ability Requirements
1.

aOrLN =~

2.

Skill in oral and written communication.
Skill in prioritizing and multitasking.

Skill in completing forms and providing reports
Skill in simple data analysis, data reporting, ank
Skill in using computers and related applica

other information requested.
blem solving.

Ability to understand and carry ou i nunications and
instructions.
Ability to establish and maintain effective working relati with coworkers,
supervisors, peers, and th ; '
Ability to understand infor i ce manuals in written and/or
diagrammatic form. '

| variety o V’f}eathe'r conditions.
posure to exhaust, welding, and

up to 50 pounds.
basis.

Genist: CT

Union: Basic Pay: CSB:

CC:

Res: EEOC: - EEOF: WC:

20130326




