CITY OF SALEM 00669
FLEET SERVICE COORDINATOR
NATURE OF WORK

Thisisskilled customer service and technica work with an auto service customer to document and identify
equipment concerns and communicate repair findings to customers.

The work involves identifying customer concerns, inspections, road test and tria operation of equipment
for thepurpose of identifying mechanica or safety conditions, writing work orders, ensuring customer needs
are met, performing routine maintenance and repairs to vehicles, rotating in vehicles and equipment for
preventative maintenance. Thework involvescons derable customer contact, effectivelistening of customer
needs and concerns, performing skilled mechanical repairs and communicating customer needs on work
ordersto service technicians. Work is performed with considerabl e independence after work routines are
learned. Work is conducted under the genera supervision of the Fleet Services Supervisor.

Thework is digtinguished from the Fleet Service Technicians by the focus of the work on communicating
customer needs and identifying vehicle operation concerns rather than primarily on repair of equipmen.

ILLUSTRATIVE EXAMPLES OF WORK

(Any snglepostion of acdlasswill not usudly involvedl of theessentid dutieslisted and many positionswill
involve essentiad duties which are not listed.)

Greets customers, listens to customer concerns about equipment operation, identifies equipment
maintenance needs, inspects equipment for potential sources of malfunctions, prepares service order
request. Researches equipment repair history. Determines placement of equipment needing repair, issues
rental equipment as needed. When vehicle has been repaired, explainsrepairs madeto client, answers any
questions. If repair complaints occur, refers customer to proper source for resolution.

Performs minor vehicle repair such as replace light bulbs or lamps, changes flat tires. Performs any other
minor repair using abasic set of toolswhich dlows avehicleto be repaired to operationd readiness within
30 minutes of arrival. Repairs or assistsmechanicsin repair of shock absorbers, brakes, and transmissions,
adjusts clutches, and baances and digns wheds, repairs steering mechanisms and suspension systems,
replacesbrakeliningsand pads, repairshydraulic cylinders; turn discsand drumsand makesrelated repairs
to brake systems. Tunes engines using testing equipment. Inspects, adjusts, and replaces parts including
vaves, pisons, main bearing assemblies, gear trains, couplings, hydraulic pumps, and cooling, fue and
exhaust systems; inspects and repairs eectricd systems; repairs sarters and generators.  Reviews
mechanical repairs to ensure customer concern is resolved and vehicle is a operationd readiness.

Schedul es preventive maintenanceingpection on al equipment, contacts customersconcerning preventative
maintenance repairs. Prepares maintenance reports as needed. Inspects newly purchased equipment
againg bid specifications to ensure equipment complies with purchase order.

Coordinates delivery of equipment to be replaced and issues replacement equipment to customers.



EQUIPMENT INSPECTOR (Cont.) 669

Assgts customers with fud and propane gtation problems. Monitors parking and keys for dl vehidesin
shop for maintenance. Reportsincidents of vandaism, pilferage, or equipment abuse. Prepares avariety
of equipment related reports.

Coordinates outsde repair of equipment.

Performs telephone, eectronic mails and written customer satisfaction surveys and organizes feedback to
Fleet Services Supervisor.

Performs other related work as required.

WORK QUALIFICATIONS

Experience dedling with customers concerning equipment service and repair and experience in skilled
vehicle repair and maintenance; graduation from high school or automotive trade schoal; or any equivaent

combination of experience and training which provides the following knowledges, skills, and &bilities:

Consderable knowledge of trouble shooting eectrica, fue, hydraulic, pumping or cooling system
malfunctions on awide variety of mechanicd, diesd or dectrica equipmen.

Congderable skill in mechanicd repair of avariety of vehicles and congtruction equipment and in the use
of basc hand tools involved in minor vehicle repair.

Kill in the operation of avariety of vehicles and equipment sefety.
ill in diagnosing system mdfunction in avariety of vehides and equipment.

il in reviewing mechanical repairs to assure vehicle is a operationd readiness and customer concerns
have been resolved.

Consderable ability to establish and maintain cooperative, positive working relationships with clients.
Ability to communicate both oraly and in writing.
Ability to plan and organize work for accomplishment.

Ability to prepare a variety of written reports, maintain preventive maintenance schedules and maintain a
variety of records.

Possession of avaid Oregon Class A or the ahility to obtain avaid Class A Licensewithin one month of
appointment. Must be able to meet City driving standards.



EQUIPMENT INSPECTOR (Cont.) 669

Work is performed in an outdoor setting and around a automotive repair complex. Work is performed
during a shift. Work involves standing on concrete surfaces the mgjority of the work shift, maneuvering
one's body around vehicles to check operationa condition. Work involves working with a variety of
chemicals, fuds, and lubricantswith safety precautions. Work involvesworking in conditionswhichinvolve
dugt, ails, grease, noise, and moving equipment. Work involves preparing a variety of documents and
interacting with customers which may occasiondly be upst.
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