Commonwealth of Massachusetts

Human Resources Division

Class Specification

Supervisor of Garage and Motor Pool Series

I.
SUPERVISOR OF GARAGE AND MOTOR POOL SERIES:
Supervisor of Garage and Motor Pool
II.
SUMMARY OF SERIES:

Incumbents of positions in this series supervise the operation of the garage and motor pool; monitor the acquisition, operation and maintenance of all vehicles and motor equipment; maintain records; prepare vehicle and equipment specifications; and perform related work as required.
III.
ORGANIZATIONAL LEVELS:

Supervisor of Garage and Motor Pool is a supervisory job.
IV.
EXAMPLES OF DUTIES COMMON TO ALL LEVELS IN SERIES:

1.
Plans, schedules and supervises the operation, repair and maintenance of vehicles and motorized equipment assigned to the motor pool for the transportation of employees and/or materials.
2.
Monitors use of motor pool vehicles; ensures inspections at required intervals; plans and supervises schedules; and schedules repair and maintenance of vehicles and equipment.

3.
Prepares specifications and recommends acquisition of vehicles and equipment; maintains adequate inventories of and requisitions parts, supplies and equipment; and inspects supplies and equipment purchased for conformance to specifications.

4.
Monitors use of vehicles, supplies and equipment; coordinates trips to minimize vehicle use; prepares statistics and reports of vehicle, equipment and supply use; and recommends purchase of vehicles based on average use statistics.

V.
DIFFERENCES BETWEEN LEVELS IN SERIES:

None.
VI.
RELATIONSHIPS WITH OTHERS:

Major work contacts are with agency personnel and outside vendors and contractors.
VII.
SUPERVISION RECEIVED:

Incumbents of positions at this level receive general supervision from employees of higher grade who provide policy guidance, assign work and review performance for effectiveness and conformance to policy and procedures.
VIII.
SUPERVISION EXERCISED:

Incumbents of positions at this level exercise direct supervision (i.e., not through an intermediate level supervisor) over 1 – 5 maintenance and/or service personnel. 

IX.
WORKING CONDITIONS:

Supervisors of Garage and Motor Pool work exposed to automobile exhaust fumes and flammable chemicals; may travel for job related purposes; and may work nights, weekends and holidays.
X.
QUALIFICATIONS REQUIRED AT HIRE FOR ALL LEVELS IN SERIES:

1.
Knowledge of the principles and practices of automotive mechanics and heavy equipment repair.
2.
Knowledge of tools, materials and equipment used in the repair and maintenance of automotive repair and maintenance.

3.
Knowledge of methods and techniques of motor pool or automotive garage operation.

4.
Knowledge of principles, practices and techniques of supervision.

5.
Knowledge of safety practices and procedures followed in automotive mechanics.

6.
Knowledge of the laws, rules and regulations governing motor vehicle inspection.

7.
Ability to read, interpret and apply the laws, rules, regulations, policies, procedures, standards and guidelines governing assigned unit activities.

8.
Ability to give oral instructions in a precise, understandable manner.

9.
Ability to follow written instructions.

10.
Ability to read and understand terminology, symbols, codes and standard abbreviations used in automotive mechanics.

11.
Ability to read and interpret documents such as equipment operating manuals, technical specifications and maps.

12.
Ability to maintain accurate records.

13.
Ability to adjust to changing situations to meet emergency or changing program or production requirements.
14.
Ability to deal tactfully with others.

15.
Ability to establish and maintain harmonious working relationships with others.

16.
Ability to exercise sound judgment.

XI.
QUALIFICATIONS ACQUIRED ON JOB AT ALL LEVELS IN SERIES:

1.
Knowledge of laws, rules, regulations, policies, procedures, standards and guidelines governing assigned unit activities.
2.
Knowledge of types and uses of agency forms.

XII.
MINIMUM ENTRANCE REQUIREMENTS:

Applicants must have at least (A) three years of full-time, or equivalent part-time, experience operating a motor pool or automotive or heavy equipment garage, of which (B) one year was in a supervisory capacity or (C) any equivalent combination of the required experience and the substitutions below. 
Substitutions:

I.
An Associate’s degree or higher in automotive or diesel mechanics may be substituted for one year of the required (A) experience.*
*Education toward such a degree will be prorated on the basis of the proportion of the requirements actually completed.

NOTE:
There will be no substitutions allowed for the (B) experience.

XIII.
SPECIAL REQUIREMENTS:

Possession of a current and valid Massachusetts Motor Vehicles Operator’s License.
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