
SACRAMENTO CITY UNIFIED SCHOOL DISTRICT 
Position Description 

 

TITLE: Supervisor, Vehicle 
Maintenance 

CLASSIFICATION: Classified Supervisors 
Association (CSA) 

    
SERIES: Supervisor IV FLSA: Non-Exempt 
    
JOB CLASS CODE: 1660 WORK YEAR: 12 Months 
    
DEPARTMENT: Transportation Services SALARY: Range 22 

Salary Schedule G 
    
REPORTS TO: Assigned Supervisor BOARD APPROVAL: 

BOARD REVISION: 
09-15-05 
 

 
BASIC FUNCTION: 
 
Supervise, plan, organize, coordinate, and direct the day-to-day operation of the district vehicle repair facility 
requiring independent judgment and analysis. 
 
REPRESENTATIVE DUTIES: (Incumbents may perform any combination of the essential functions shown 
below [E]. This position description is not intended to be an exhaustive list of all duties, knowledge, or 

bilities associated with this classification, but is intended to accurately reflect the principle job elements.) a
 
Supervise, plan, organize, coordinate, and direct the day-to-day operation of the district vehicle repair facility 
requiring independent judgment and analysis.  E 
 
Supervise, train, and evaluate the performance of assigned staff, and participate in the interview and selection of 
new employees; process personnel records; make recommendations concerning staffing; counsel and discipline 
assigned staff according to district policies and procedures.  E 
 
Prioritize, schedule, and assign work; receive work orders, and assure accurate, cost effective, and timely 
completion of work assignments; assist other Transportation Supervisors as necessary.  E 
 
Attend meetings pertaining to new technology of buses and their fuels, and employee/workplace safety.  E 
 
Assist assigned supervisor with decision-making made by the Transportation Department which could have a major 
financial impact on the district; assist in the development of policies and procedures related to the Transportation 
Department.  E 
 
Assign and schedule preventive maintenance inspections, maintenance repair, ordering of parts, and inventory 
ontrol of school buses and related equipment; respond to emergency situations.  E c

 
Supervise investigations of accidents to determine the cause and extent of damage to involved vehicles; provide 
technical assistance for emergency vehicle recovery and repair; drive a district vehicle to conduct work; lift and 
carry heavy objects.  E 
 
Estimate cost of materials and labor; prepare and submit requisitions for materials and supplies; monitor and review 
invoices and purchase orders with vendors; assure appropriate stock levels are maintained for the division; assist 
with annual division budget preparation activities as directed.  E 
 
Contract for specialized repair services or arranges for off-site repair; authorize and arrange for purchase of unusual 
tools, parts, and equipment.  E 
 
Oversee the inspection, maintenance, and shutting down of the fuel island system according to state law; forecast 
fuel usage, and order fuel based on need; create off-site fuel key accounts and issue fuel keys; make bus ignition 
keys.  E 
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Communicate with district personnel, departments, and others to provide technical information, coordinate 
activities, and resolve issues, concerns, or questions regarding work orders and scheduling of projects; meet with 

endors; confer with district personnel regarding maintenance needs.  E v
 
Utilize state-of-the-art, two-way radio communications base to communicate with vehicle shop personnel, dispatch, 
and bus drivers; judge if drivers are fit drive due to exhaustion, drugs, alcohol, etc.  E 
 
Prepare and maintain a wide variety of safety and state-mandated reports, records, statistical data, and safety reports 
related to division activities; operate a computer and related software for correspondence, charts, vehicle tracking, 
employee performance evaluations; use flowcharts for troubleshooting; check invoices and assure proper charges 
re accurately maintained; submit to appropriate personnel and department as required.  E a

 
May perform skilled mechanical work in the inspection, diagnosis, repair, and maintenance of school buses, cars, 
nd other equipment.  E a

 
Provide excellent customer service by establishing positive relationships with those contacted in the course of 

ork; respond to phone calls, e-mails, letters, and other communications.  E w
 
Promote teamwork by sharing knowledge, cooperating with others, participating in meetings and work groups, and 
upporting the goals and objectives of the district and division.  E s

 
Perform related duties as assigned. 
 
T RAINING, EDUCATION, AND EXPERIENCE: 

Any combination equivalent to: graduation from high school, completion of four-year apprenticeship program in 
vehicle maintenance and repair, and nine years of journey-level work experience in a transportation services related 
industry. 
 
LICENSES AND OTHER REQUIREMENTS:  
Hold a valid California driver’s license; employee entrance evaluation (lifting test). Automotive Service Excellence 
(ASE) certification preferred. Obtain within six months of employment an Operations Certification License for the 
fuel island, a Class A or B driver’s license with passenger endorsement, School Bus Driver’s Certificate, and 

edical Examiners Certificate Card. M
 
K NOWLEDGE AND ABILITIES:  

KNOWLEDGE OF: 
California Vehicle Code, California Code of Regulations-Title 13, Department of Motor Vehicle regulations, 

Department of Education training requirements applicable to the operation of vehicles in transporting students. 
Federal motor vehicle safety laws as they apply to buses and drivers. 
California rules and regulations of air quality. 
Hazardous material storage and handling. 
CalOSHA as related to a vehicle repair facility. 
California rules, regulations, and inspections of a refueling facility and storm water. 
District policies and procedures related to assigned function. 
Operation theory and principles of gasoline, diesel, and alternative fueled equipment and related parts and 

accessories. 
Safety and maintenance requirements of bus equipment. 
Principles of preventive maintenance. 
Inspection and diagnostic procedures for vehicles and equipment. 
Test equipment, standard tools, specialty tools, and reference manuals required to repair vehicles. 
Effective supervision practices, evaluation techniques, and leadership styles. 
Interpersonal skills using tact, patience, and courtesy. 
Basic budget preparation, control, and recordkeeping. 
Operation of a computer, related software, and standard office equipment. 
Health and safety regulations.  
Technical aspects of field of specialty.  
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ABILITY TO: 
Perform the basic function of the position. 
Supervise, train, and evaluate the performance of assigned staff. 
Prioritize, schedule, and assign work; provide technical assistance to others. 
Assure accurate, cost effective, and timely completion of work assignments. 
Estimate time and materials needed for repair, cost of materials, and labor. 
Maintain records, and prepare written reports. 
Read, interpret, apply, and explain rules, regulations, policies, and procedures. 
Diagnose and repair mechanical, electrical, and computerized malfunctions. 
Perform gas and arc welding. 
Read and apply technical and mechanical diagrams, schematics, and repair manuals. 
Lift and carry heavy objects according to safety regulations. 
Utilize test equipment, standard and specialty tools, and reference manuals to repair vehicles. 
Communicate effectively, and maintain cooperative relationships. 
Operate a computer, related software, and standard office equipment. 
Judge if drivers are fit to drive. 
Analyze situations accurately, and adopt an effective course of action.  
Understand and follow oral and written directions. 
Meet district standards of professional conduct as outlined in Board Policy. 


