CITY OF HOUSTON

JOB DESCRIPTION

Job Code: 651.5

Job Title: CAR ATTENDANT SUPERVISOR

Pay Grade: 13

GENERAL SUMMARY:

Supervises maintenance, service and repair activities of fleet vehicles.
RESPONSIBILITIES:

e Determines and directs work schedules and assignments.

¢ Reviews reports and records determining life cycle of fleet vehicles.

e Recommends fleet vehicle disposal and replacement; determines adequate stock level of parts and
supplies.

e Coordinates warranty and maintenance problems with dealerships.

e Develops department budgets and recommends capitol expenditures for maintenance equipment.

PECIFICATIONS:

KNOWLEDGE:
Basic knowledge of grammar, spelling, punctuation and simple mathematical functions like percentages,
ratios, etc. as might normally be acquired through attainment of a high school diploma or a GED.

EXPERIENCE:
Two years of directly related experience are required.

COMPLEXITY:
Work consists of routine standard procedures and tasks where simple analytical ability is required to select
and execute actions.

IMPACT OF ACTIONS:

Errors in work typically lead to minor inconvenience and costs. Work is typically performed under moderate
supervision and within standard operating procedures. The incumbent occasionally can function
autonomously, with the supervisor available to answer questions as they arise.

SUPERVISION EXERCISED :
Direct Supervision:
Involves scheduling, supervision and evaluation of work as a "first-line supervisor", recommends

personnel actions, such as hiring, terminations, pay changes of non-supervisory personnel.

Indirect Supervision:
No indirect reports.



SPECIFICATIONS: (continued)
CONTACTS:

Internal Contacts:

Level of internal contact is primarily with professionals and supervisors. Interaction involves routine
information exchange and/or simple service activity requiring common courtesy; e.g., answering
questions, giving directions in response to simple requests.

External Contacts:

Level of external contact is primarily with lower-level service representative and vendors. Interaction
involves routine information exchange and/or simple service activity which requires common
courtesy; e.g., directing calls, and answering simple questions.

PHYSICAL EFFORT:
The position is physically comfortable, the individual has discretion about walking, standing, etc.

WORK ENVIRONMENT:
There are no major sources of discomfort, i.e., essentially normal office environment with acceptable lighting,
temperature and air conditions.

PHYSICAL SKILL:

Requires the ability to make coordinated gross motor movements in response to changing external stimuli
within moderately demanding tolerances; or the ability to make coordinated eye/hand movements on a
patterned response space within low tolerance demands with no real speed requirements.

MISCELLANEOUS:

All duties and responsibilities may not be included in the above job description.

JOB FAMILY:

Car Attendant
Car Attendant Leader
Car Attendant Supervisor
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