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Kane County
Job Description
Job Title:   
Equipment/Fleet Maintenance Coordinator
Job Code:
       


Division:  
Sheriff’s Office
Effective Date:  10/01/12
Department:  
Sheriff’s Office
Last Revised:   10/01/12
GENERAL PURPOSE
Under general supervision from the Chief Deputy Sheriff, performs mechanical duties of a fleet operation for the Kane County Sheriffs Office; performs technical work in vehicle and equipment maintenance and mechanics as needed.  May be called upon to assist with infrastructure/building maintenance.  
SUPERVISION RECEIVED

Works under the general supervision of the Chief Deputy Sheriff. 

SUPERVISION  EXERCISED

None.

ESSENTIAL FUNCTIONS
Performs routine administrative duties as needed to implement equipment/vehicle maintenance program(s) and schedules; organizes daily work plan; monitors work in progress to ensure quality and timely completion.
Responsible for the maintenance and repair of all vehicles and equipment assigned to the divisions of the Sheriffs Office including but not limited to vehicles, boats, OHV’s, utility trailers, camp trailers, motor homes, generators and specialty vehicles. 
Implements and monitors a preventative maintenance program to assure cost effective maintenance and a scheduled maintenance program to provide maintenance by manufacturers specifications.

Maintains a complete inventory system through the recording of all expenditures of each vehicle, maintenance, equipment, gasoline, repairs, parts, supplies, etc.
Maintains records and logs in order to document all installations and repairs of installed equipment.
Monitors departments, by analysis of vehicle and equipment utilization and evaluation of equipment specifications.

Maintains mechanical training and certification to provide needed technical skills for the repair of the Sheriffs Office automobiles and equipment.

Assists with the development of specifications for vehicles and equipment to be used by the Sheriffs Office; assists in the delivery of vehicles and equipment; insures that all vehicles and equipment purchased are licensed and registered as required by State of Utah law.
Welds; replaces parts; repairs parts; repairs electrical systems; diagnoses vehicles for minor body and fender work; performs tune ups; troubleshoots problems when needed.
Keeps maintenance and repair records; performs preventive maintenance on all departmental vehicles and equipment; orders parts. 

Installs and/or removes various forms of electronic equipment (e.g., police radios, emergency lights, video cameras, antennas, radars, wiring, etc.).

Designs and fabricates special components to accommodate the installation of necessary equipment in vehicles (e.g., car harnesses, brackets for radio equipment, etc.).
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Checks all repair work performed in shop for completeness. This includes physical inspections and road tests before vehicle is turned back to user departments.

Maintains an organized system of technical information pertaining to electronic equipment and tools in order to ensure the availability of information for maintenance and repairs.
Will be responsible for the organization and cleanliness of work areas. Cleans assigned work area in order to eliminate hazards.
May be assigned to assist with the essential functions outlined in the Facilities Maintenance Coordinator Job Description

Performs related duties as assigned.
MINIMUM QUALIFICATIONS
1.         Education and Experience


A.
Graduation from High School, or equivalent, plus course work in auto and equipment mechanics at a trade school or at least three (3) years experience as an auto mechanic or related field.

OR


B.
An equivalent combination of education and experience.

2.
Knowledge, Skills, and Abilities:

Knowledge of methods, techniques and procedures involved in vehicle and equipment maintenance repairs and replacement.

Considerable knowledge of safety practices and techniques in mechanics; considerable knowledge of diesel and gas engine mechanics; considerable knowledge of vehicle make-up; considerable knowledge of automotive shop function and the parts and supplies required.

Ability to troubleshoot, diagnose and repair equipment with accuracy and speed; ability to create effective working relationships with coworkers.

Ability to read and interpret dials, gauges, meters, graphs and electrical wiring diagrams pertaining to the installation, testing, operation and repair of mobile communications equipment.

Ability to install, repair or remove vehicle equipment by assembling or disassembling, repairing or replacing parts and components.




Ability to coordinate programs, prepare reports and maintain accurate records.


Ability to communicate both orally and in writing.  Explain technical information in layman's terms to service users and other personnel to answer questions and provide information about equipment and its operation.
3.
Special Requirements:

          

Subject to call out after hours. 



May be subject to a variable work schedule.



Automotive ASE certification is encouraged. 



Must have a valid Drivers License. (CDL recommended)
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4. Work Environment:

Tasks require variety of physical activities, generally involving muscular strain, such as 
walking, standing, stooping, sitting, reaching, lifting, etc.  Talking, hearing and seeing is 
essential to the performance of the job.   Must have common eye, hand, and finger dexterity.  
Mental application utilizes memory for details, verbal instructions, discriminating thinking.  
Frequent local travel is required in normal course of job performance.  Occasionally exposed 
to high work places, volatile materials, electrical hazards, and toxic materials.  Strength of 
arms, hands, legs, and back required in the performance of essential functions. Must be able 
to lift objects weighing up to 90 lbs. 







*****
Disclaimer:  The above statements describe the general nature, level, and type of work performed by the employee(s) assigned to this classification.  They are not intended to be an exhaustive list of all responsibilities, demands, and skills required of personnel so classified.  Job descriptions are not intended to and do not imply or create any employment, compensation, or contract rights to any person or persons.  Management reserves the right to add, delete, or modify any and/or all provisions of this description at any time as needed without notice.  This job description supersedes earlier versions.
I _______________________________ have reviewed the above job description.    Date:_________________

(Employee)
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