HELIX WATER DISTRICT

July 20, 2009
EQUIPMENT MAINTENANCE COORDINATOR

JOB SUMMARY

Equipment Maintenance Coordinator is a nonexempt journey to advanced journey level technical class. Under general supervision administers the District’s vehicle and equipment maintenance and replacement program; performs short and long range analysis and forecasting of the District’s vehicle and equipment needs; schedules and coordinates vehicle and equipment training coordinates the maintenance, repair and inspection of District vehicles and equipment; assists in administering vehicle and equipment maintenance contracts; and performs related duties as assigned.

DUTIES AND RESPONSIBILITIES

Duties include but are not limited to the following:

1. Coordinates, schedules and monitors the maintenance, repair and inspection of District vehicles and equipment performed by outside contractors and vendors, both on-site and at other repair facilities; monitors and evaluates maintenance and repair work to ensure that District requirements and quality standards are met; works with District staff and contractors to ensure minimal downtime and optimal readiness for use; oversees maintenance and repair work performed on-site by contractor mechanics including maintaining all records.
2. Coordinates inspection,  certification and obtaining permits for all District vehicles and equipment   in order to meet legal and regulatory requirements.

3. Negotiates with outside vendors regarding the purchase, certification and maintenance and repair of vehicles and equipment.

4. Ensures vehicles and equipment are operationally ready by personal inspection and regular follow up with supervisors and operators; stays abreast of operations and maintenance activities and schedules repair work at most advantageous times.

5. Evaluates, recommends, and purchases  vehicles, equipment and supplies; evaluates purchase specifications and bidder responses; coordinates the testing and evaluation of new equipment with vendors and staff; makes recommendations regarding changes to vehicles and equipment as appropriate.

6. Utilizes computer maintenance software to  maintain records on vehicle and equipment usage, maintenance and repair history, fuel usage and related matters; prepares summaries, reports, forms and other documents and materials; orders fuel and supplies replenishments.

7. Performs hazardous waste inventory control, disposal and record keeping for District vehicles and equipment.

8. Monitors Department of Motor Vehicle reports; coordinates annual OSHA inspection and certification of specialized equipment.  

9. Ensures compliance with State of California Highway Patrol Brake Safety Inspection Terminal (BIT) quarterly inspection program for District commercial vehicles and  equipment; reviews and maintains daily inspection reports in compliance with BIT requirements.

10. Assists with the preparation of the annual vehicle forecasting, budget purchases and presentation of Board Report.

11. Troubleshoots problems with vehicles and equipment and coordinates and schedules repairs.

12. Coordinates annual JPIA residual values for vehicles and equipment.

13. Serves as the Equipment Unit Leader within the District’s Emergency Response Organization.
14. Drives vehicles, equipment and trailers to and from repair facilities and job sites as needed.

15. Schedules, prepares and conducts classroom and hands-on training and certification for specialized vehicle and equipment. 
DESIRED MINIMUM QUALIFICATIONS

Knowledge of:
1. The types of vehicles and equipment used in a water utility operations and maintenance program and their uses, operations, maintenance and repair requirements.

2. Methods, practices, materials and tools used in automotive and equipment repair.

3. Fleet management methods, practices and procedures, including record keeping practices and methods.

4. Federal and state laws and regulations applicable to the operation, repair, inspection and certification of vehicles and equipment used by the District.

5. Safe work and vehicle operation practices.

6. Operation of computers and standard software used in office and fleet management functions.

7. Basic principles and practices of supervision applicable to overseeing and providing work direction to contractor mechanics and other vendor personnel.

Ability to:
1. Oversee and coordinate the maintenance and repair of District vehicles and equipment through the work of contractors, vendors and District staff.

2. Formulate long-range plans for vehicle and equipment purchase and maintenance needs.

3. Develop and customize vehicle and equipment specifications unique to the District’s operational needs.

4. Organize, set priorities and carry out responsibilities independently and with initiative within established guidelines to achieve optimal equipment availability and readiness for use.

5. Understand, interpret, explain and apply rules and regulations applicable to areas of assigned responsibility.

6. Troubleshoot, diagnose and evaluate the repair of vehicle and equipment problems. 

7. Represent the District effectively in meetings and negotiations with bidders, vendors and District personnel.

8. Organize and maintain vehicle, maintenance and repair, fuel usage and other confidential files and record keeping systems.
9. Communicate clearly and concisely orally and in writing.

10. Use fleet maintenance software to maintain all vehicle and equipment records including producing reports and queries related to District vehicles and equipment.

11. Prepare clear, concise and accurate reports, records, summaries and other written materials. 

12. Coordinate, evaluate and negotiate vehicle and equipment contracts.

13. Conduct training and coaching of employees in safe vehicle and equipment practices, techniques and operation.
14. Establish and maintain effective working relationships with others encountered in the course of work.

15. Operate District vehicles and equipment.
Training and Experience:

Training and experience substantially equivalent to high school graduation or G.E.D. equivalent; completion of courses offered through vocational or technical schools on automotive and equipment repair and fleet management practices; or four years of progressively responsible work in the management, administration and repair and maintenance of vehicles and construction equipment.
Licenses; Certificates; Special Requirements:

A valid Class A California driver’s license and the ability to maintain insurability under the District’s Vehicle Insurance Policy. 

PHYSICAL AND MENTAL DEMANDS AND WORK ENVIRONMENT

The physical and mental demands and the work environment characteristics described here are representative of those required for the performance of job duties.

Physical Demands:

While performing the duties of this class, the employee is regularly required to sit, stand and walk; talk or hear, in person and by telephone, and hear vehicle alarms when working around moving equipment; use hands to finger, handle, feel or operate vehicles, tools, controls and office equipment; and reach with hands and arms. The employee regularly walks on uneven surfaces and lifts up to 50 pounds; and frequently climbs steps, stairs and ramps.

Specific vision abilities required by this job include close vision and the ability to adjust focus, depth perception, peripheral vision and color vision. 

Mental Demands:

While performing the duties of this class, the employee is regularly required to use written and oral communication skills; read and interpret data, information and documents; analyze and solve problems; observe and interpret people and situations; make arithmetic calculations; learn and apply new information or skills; perform on multiple, concurrent tasks with constant interruptions; work under deadlines and interact with those encountered in the course of work.

Work Environment:

The employee works under typical office conditions for portions of the work day and the noise levels are usually quiet. For portions of the work day, the employee works in outside working conditions and around moving equipment and machinery.

GM Approval:  ____________________

Equipment Maintenance Coordinator
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