' STD FOSITION DESCRIPTION U. S. Postal Service

SUPERVISOR, VEHICLE MAINTENANCE, EAS-15

FUNCTIONAL PURPOSE

Provides first Tine supervision over postal employees engaged in automotive repair,
preventive maintenance, and service work on postal vehicles.

DUTIES AND RESPONSIBILITIES

1. Schedules work assigmments for subordinate employees, making effective use of
specialized or skilled employees.

2. Supervises a small- to medium-size work force.

3. Reviéws work orders, making adjustments when necessary; checks guality of preventive
maintenance and repair work, ensuring proper vehicle performance and priority

schedules.
4, Makes estimates and recommendations required for major repair work.

5. Provides on-the-job instruction on new repair techniques, the proper use of specialized
equipment or tools and any other needed techniques or procedures.

Provides advice and consultation to all perimeter offices under the jurisdiction of the
vehicle maintenance facility.

7. Maintains required statistical records and reports, and ensures that necessary parts
and equipment are requisitioned.

8. Coordinates the activities of the vehicle maintenance shop with other supervisory
eaployees.,

9. Investigates accidents and prepares the necessary paperwork.

10. Has occasional phone and personal contact with automative parts, fuel suppliers, and
with the general public when providing information on surplus vehicles and obtaining

accident investigation information.

11. Exercises supervisory responsibility for the protective care and effective use of
equipment with particular regard for mechanized equipment,

12, Ezercises & high regard for the safely of 521F and others.

SpERYISIion

Manager, Fieet Operstlons; or other designated supervisor,

SELECTION METHOD
See Handbook EL-311, Section 540 - Selection Policies For Monbargaining Positions,
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LS. Postal Service

STD POSITION DESCRIPTION

SUPV VEHICLE MAINTENANCE EAS-17

FUNCTIONAL PURPOSE

Supervises a medium size group of craft employees performing

auvtomotive repair,

preventive maintenance, and service work on

postal vehicles; ensures proper vehicle perfcormance, the efficient

scheduling and completion of work,
resources,

the most effective use of
and cost-effective maintenance and repair work.

DUTIES AND RESPONSIBILITIES

1.

Ln

Supervises the scheduling, cocrdination, and timely completion
of periodic preventive maintenance for all vehicles under the
jurisdiction of the vehicle maintenance facility.

Reviews and adjusts work orders, evaluating and determining
priorities; schedules and assigns work; and checks the guality
of completed preventive maintenance and repair work.

Prepares repair cost estimates, and determines if work should
be completed in~house or contracted out, considering such
factors as costs, workload, and employee and equipment
capabilities; makes recommendations as to whether vehicles
should be overhauled or replaced; and authorizes major repair

work.

Supervises, ccnducts, and administers envirommental and
recycling programs to ensure compliance with local and
naticnal regulations and standards; maintains required
federal, state, and local reports and records.

Administers contracts for vehicle maintenance repairs and
services; coordinates, monitors, and evaluates contracted
work; and supervises the enforcement of all provisions of new
vehicle warranty claims and the rework of unsatisfactory
contractor repalrs.

Supervises the sale of surplus vehicles, including providing
information to the general public; coordinates with the
general public regarding the repair of private vehicles
involved in accidents with postal owned vehicles.

In the absence of a dedicated vehicle supplies supervisor,
supervises stockroom operaticns and the requisditicning of
regquired parts, eguipment, and supplies.

4

May supervise the operations of one or more auxiliary garages.

ce regarding both in-house

Provides technical advice and guidance x
and contractor repairs to all offices under the jurisdiction
of the vehicle maintenance facility.

{Continued on next page’
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{18, Postal Service

STD PCSITION DESCRIPTION

SUPV VEHICLE MAINTENANCE EAS-17
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14.

15.

l6.

Provides budget development input, and monitors and controls
costs within budget allocations.

Evaluates employee work performance and identifies training
needs; provides on-the~job instruction on repair techniques,
and the proper use of specialized equipment, tools, and shop
procedures; ensures that employees receive remedial,
developmental, and refresher training.

Meets with unicn representatives to discuss issues and
participates in the resclution of grievances; and initiates
action to correct performance and discipline problems.

£nsures employee compliance with established safety,
environmental, and recycling policies and procedures; inspects
work areas and eguipment; and investigates vehicle maintenance

employee accidents and prepares required reports.

Exercises supervisory responsibility for the protective care
and effective use of equipment, including diagnostic and

computerized equipment and systems.

SUPERVISION

Manager,

Vehicle Maintenance or Manager, Vehicle Maintenance

Facility
SELECTION METHOD

See Handbook EL-312, Secticn 740 - Selecticn Policies For
Nonbargaining Positions.

Document Date; OB/0E2002

Ceeupation Cods: 5823-0007
Page Zof 2



;:m'mlﬂﬂl mnxu ' U. S. Postal Servics

]

- SUPERVISOR, VEHICLE SUPPLIES, EAS-16

") FURCTTONAL PRPOSE .

Supervises the procurewent, warehousing, invemtory, and distribution of vehicle parts and
repair supplies for a district including vehicla maintenance facilities and auxiliary

garages.
OPERATIONAL REQUIREMENTS
Position authorizatios deterwined by Hesdquarters,

DUTIES AMD RESPONSIBILITIES

1. Supervises the acquisition of spare parts and vehicle repair supplies from all sources
including centralized procursmant, blanket purchase agressant (BPA), and emergency
purchase procedures; inspects new stock for quality vpom delivery.

2. Ovarsess and coordinates autosatic replenistment systams for naintenance supplies for
211 vehicle saintenance facilities within a district.

3. Supervises the warehousing of tools, parts, and supplias including n*intanance of
inventory controls; analysis of tools and parts usage including turnaver rates; and
recomends modtfications to acquisition cycles to eliminate sxcessive Inventories.

4, Establishes issuance cuntrols based on current regulations3 supervises the accurate
maintenance of transaction records for itess recaived and issued.

8. Supervises stockroom operations at vehicle saintamance facilities throughout a district
and ensures proper prucedures are practiced by Jocal vehicla maintananca amployees.

6. Provides technical guidance to managers and othars on proper stockroom organization and
oparation: esergency purchase procedures; and elimination of excessive inventories.,

7. Has regolar contact with spare parts and vehicle maintenance supplies vendors.

8. Prepares estimates for and adninisters a large-size budget for vehicle parts and
supplies,

9. Exercises a normal regard for the safety of 3alf and others with particular emphasis on
ensuring employes compliancs with extablished safety policies and procedures:
identifies and elininates safety hazards in the vehicle saintenance stockroom.

10, Exercises supervisory responsibility for the protective care of a stock of vehicle
maintenance tools and parts of a high dellar value: astabliishes accountability
grocedures snd ensures compliance. .

11. Assizts in the oversight of vehicis saintwnance contracts,

SUPERYLSION

Manager, Vehicls Maintanance

&
B
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SUPERVISOR, VEREICLE SUPPLIES, EAS-1§

AEQUTADNENTS

5.
|

Knowladge of 1 policies, proceduyres and ngn!atfmi regarding procurssant and
supply, 1nven ¥ control, and Yssuance of tools and parts.

Knowledge of inventory and Issuance control tectmiques and practicss, including
iutomatic replenishment systews., acouisition cycles, turnover rate amalysis,
sccountability + and stockroos organization and oparation,

Ability to mensge. fncluding plaaning, organizing, directing and monitoring programs,
mrojects, and work of peopls to meet organizatiomsl goaly.

Abliity to nicate orally and 1n weiting sufffcieat to prepars reports and make
recamendat! provide technical guidance to sanagers and others, and interact with
W" N ’

Anility to mrlpist:r 4 budget and to contral cperating costs within budgat
allocatioas,

Lility to mlluu contract compliance.

Ses Handhook EL-2""_!Section 540 - Selectiom Polictes For Nanbargaining Postticns.
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V., L. POBTAL BAVICK

STANDARD POSITION DESCRIPTION
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FUNCTION APPROVAL
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JOB EVALUATION APPROVAL
e aTURE THYLE Baid
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vaer-visor s Sho
1, FURCTIONAL PURPOSE

-

Suparvises a small sized work force angaged in automotive

vehicle body repair for a large post office.

1l. RESPONSIBILITY POR

1. Publie Contyot

sceidents and damage to vahicles.

Has oecasional contact with insurance adjusters about vehicle




]

N, RESPONSSILITY FOR {Contineed)

3 Aaseis (Facifitian/Keuipensis Netrrivls Cash)

- Exercises supervisory responsibi:ity for the normal protective

care of tools and equipment used.

P

3. Persennci
Takes personnel action for and supervises a small sized work

force of body and fender repairmen. and othar workers.

4. Work of Others

5. Budpey

6. Sefely
Exercises a normal regard for the safety of self and othexs
with particular emphasis for ensuring emvloyee ccmpliance

" with established safety policy and procedures.

B
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I0. DUTICS PERFORUED IN EXEGUTMG THE RESPONSIBILITIES 3909-460073 ,

T‘

s,

Supervises a rmall sized wory Tcree gengaged in automotive

vehicle body repair.

zntahlishgs body shop work practices; prepares work orders,

and assigns employess to tasks.

Conducts a continuous on-the-job training program for body

shop employees.

Raviews vehicle damage, establishes repair time and material

costs, and determines the 2pproach to repair of salvages.
Ihspacts finished work to ansuire its accaptability.

Maintains vehicle repair hintoricq and preparss statistical

reports.

*




= ¥, NEQUIREMENTS KOR PORITION

[T Pisciplines Asquired T cogh Formel Schoaling s Traleing

i

Vécational level understanding of body and fendar repair work.

i
z

-

Yoo

1. cxperience

fxtensive experience in body and fender repair work, including

o i

activities and supervision over the work of others. Wall~

deveioped human relations and communications skills.

1, Physical Requiremants

4. Othet Desirmbie Characteristics sad Skills

V. NGRMAL WORKING CONDITIONS

A normal garage enviromment.

AR
v, DECREE OF CIRECTION DR WPERVISION REGUIRED

pniversified procedures and standards under general supervision.

N Vi1, NORMALLY SUPERVISED 8Y

General Supervisor Vehicle Maintenance or designated supsrvisor.

T



