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JOB DESCRIPTION
TITLE TRANSPORTATION FLEET MANAGER
QUALIFICATIONS

To perform this job successfully, an individual must be able to perform each essential duty
satisfactorily. The requirements listed below are representative of the knowledge, skill,
and/or ability required. Reasonable accommodations may be made to enable individuals
with disabilities to perform the essential functions.

Education/ Bachelor’s degree in Business or related field from a four-year college or

Experience university; or five years related experience and/or training; or equivalent
combination of education and experience. Basic computer skills required
(i.e., ability to use email, Excel and Word).

Language Skills Ability to read, analyze, and interpret general business periodicals,
professional journals, technical procedures, or governmental regulations.
Ability to write reports, business correspondence, and procedures
manuals. Ability to effectively present information and respond to
questions from groups of managers, clients, customers, and the general
public.

Mathematical Skills  Ability to calculate figures and amounts such as discounts, interest,
commissions, proportions, percentages, area, circumference, and volume.
Ability to apply concepts of basic algebra and geometry.

Certificate/License N/A

Reasoning Ability Ability to solve practical problems and deal with a variety of concrete
variables in situations where only limited standardization exists. Ability
to interpret a variety of instructions furnished in written, oral, diagram or
schedule form.

Physical Demands The physical demands described here are representative of those that
must be met by an employee to successfully perform the essential
functions of this job. Reasonable accommodations may be made to
enable individuals with disabilities to perform the essential functions.
While performing the duties of this job, the employee is required to sit,
talk and hear; stand and walk; use hands to finger, handle, or feel; reach
with hands and arms. The employee occasionally lifts and/or moves up to
50 pounds. Specific vision ability required by this job includes close
vision, distance vision, and the ability to adjust focus. The employee
shall remain free of any alcohol or non-prescribed controlled substance in
the workplace throughout his/her employment by the District.



Work Environment ~ The work environment characteristics described here are representative

of those an employee encounters while performing the essential functions
of this job. Reasonable accommodations may be made to enable
individuals with disabilities to perform the essential functions. The noise
level in the work environment is usually moderate.

REPORTS TO Director of Transportation

GENERAL RESPONSIBILITIES

1.

4.

5.

Supervises and coordinates all aspects of bus inspections according to state statutes and
maintains all vehicle service facilities for the District.

Coordinates parts budget formulation and routine expenditures for the Transportation
Department as it pertains to the Service Department.

Supervises and coordinates all aspects of other district vehicles and their service
facilities necessary to conduct an efficient cost effective preventive maintenance
program.

Serves as a member of the Safe Driver Committee.

Coordinates fleet technology requirements with the technology department.

SPECIFIC RESPONSIBILITIES

1.

2.

Supervises and evaluates all employees assigned to the Transportation fleet.

Develops, schedules, and supervises all aspects of the vehicle preventive maintenance
program for all school district repair sites according to state statutes. Assures that a state
certified Inspector Trainer has all technicians to be state certified school bus inspectors
and that their certification is current.

Supervises, coordinates, and directs the repair of all automotive equipment requiring
either scheduled or unscheduled maintenance for all repair sites.

Supervises the inventory and schedules timely procurement of all repair parts, materials,
and supplies necessary to conduct an efficient and cost effective preventive maintenance
program for all repair sites.

Develops cooperative bids with the Collier County Fleet Department and the City of
Naples insuring the best and lowest cost on vehicle repair parts, oil and lubricants,
gasoline and diesel fuel, tires and related services and all other areas related to the
transportation department for all repair sites.

Initiates and maintains administrative documents necessary to control, evaluate, and
substantiate the maintenance program: including the automotive equipment and
personnel supportive costs.



10.

11.

12.

13.

14.

15.

Utilizes all computerized fleet management programs.

Supervises all OSHA requirements that are generated by the District Safety Manager
concerning areas such as MSDS sheets, etc.

Ensures that no unsafe vehicle is placed into operational service.

Initiates reports to the Director of Transportation of any vehicle that is uneconomical to
repair based on age and mileage requirements.

Prepares bids for new vehicle purchase and vehicle replacement for the school district.

Enters all new school buses in the Internet School Bus Inventory as required by School
Transportation Management Florida Department of Education

Assists Director in preparing surplus vehicle listing. Prepares all necessary paperwork
for surplus items.

Manages all license and permit files necessary to the function of the department and the
personnel therein and insures that such are current and up to date.

Performs other duties as assigned.



