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Class Specifications 
for the Class: 

 
AUTOMOTIVE SERVICES OPERATIONS SUPERVISOR 

(AUTOMOTIVE SVCS OPTNS SUPVR) 
 
 

Duties Summary: 

 Plans, organizes, and supervises the daily operations of a 
central Motor Pool and statewide Parking Control programs; 
assists the program administrator in overall management of the 
programs; and performs other related duties as assigned. 

Distinguishing Characteristics: 

 Plans, organizes and supervises the daily operations of 
central motor pool and parking control activities and functions 
involving all parking lots and structures under the jurisdiction 
of the State Comptroller.  The work includes evaluating 
operations to identify immediate and long-term problems, 
analyzing the factors involved, developing recommendations and 
implementing solutions.  The central motor pool and parking 
control activities and functions are supervised through 
subordinate supervisors. 

 Participates in planning, organizing and budgeting for the 
statewide parking control program and assists the program 
administrator in these areas and in maintaining good working 
relations with other agencies and individuals. 

 The position in this class works under the general 
supervision of a program administrator who has overall 
responsibility for the central motor pool and the statewide 
parking control programs. 

Examples of Duties: 

 Plans and supervises the daily activities of the central 
motor pool and parking control operations; reviews program 
activities and recommends changes in policies, rules or 
practices to improve parking control and central motor pool 
operations; reviews and discusses daily work requirements with 
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subordinate supervisors; reviews and approves work schedules; 
prepares job evaluation reports of subordinate supervisors, 
recommends appropriate training requirements of staff, and 
resolves informal grievances or makes recommendations as 
appropriate; reviews and approves parking permits for special 
functions; reviews accident/incident or other reports submitted 
by parking attendants, and investigates abuses of parking 
privileges, parking rules violations, discrepancies in 
unaccountable tickets, etc., and makes appropriate 
recommendations; prepares written responses to inquiries, 
requests and complaints for supervisory review and signature; 
reviews and makes recommendations on appeals of parking 
citations; reviews and approves specifications for parking 
facilities maintenance service contracts and for the purchase of 
new automotive vehicles and automotive repair equipment; 
monitors revenues received from parking facilities and parking 
meter collections; reviews for accuracy and completeness various 
reports such as monthly and quarterly program accomplishments 
and summaries of monthly revenues and expenditures; and approves 
work order requests for parking facilities repairs and 
maintenance. 

 Conducts feasibility and operational cost studies; monitors 
and analyzes operations and makes appropriate recommendations 
for short- and long— range improvements and problem solutions; 
participates in the preparation of program plans and budgets, 
including measures of effectiveness, expenditure plans and 
variance reports; participates in drafting and implementing 
policies and procedures for the acquisition, use, maintenance 
and disposal of vehicles, and the operational requirements of 
the parking control program; works with operating agencies and 
the central purchasing office in preparing specifications, 
answering inquiries, etc.; provides advice and counsel on 
statewide problems relating to vehicular needs, driver safety 
and parking; advises on mileage allowances and other related 
matters as required; serves on various special committees on 
transportation requirements and vehicular needs of State 
agencies; represents the division chief at meetings when 
required; and manages division operations during the absence of 
the chief. 
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Knowledge and Abilities Required: 

 Knowledge of:  Principles and practices of supervision and 
administration; principles and practices of office operations 
and management; practices of automotive fleet management 
including purchasing, maintenance, and repair subletting; and 
safety regulations applicable to the automotive repair trade. 

 Ability to:  Plan and supervise the work of others; develop 
program plans and budgets; communicate effectively orally and in 
writing; conduct feasibility and operational cost studies; 
secure and analyze facts and prepare reports and recommendations 
including new or amended policies, procedures and rules; oversee 
the operations of parking facilities and structures; learn to 
use personal computers including data base programs; and work 
effectively with other agencies. 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  

 This is the first specification for the new class 
AUTOMOTIVE SERVICES OPERATIONS SUPERVISOR. 

 

Effective Date:  August 7, 1990 

 

DATE APPROVED: 7/23/1990 /s/ Alfred C. Lardizabal 
  ALFRED C. LARDIZABAL 

Director of Personnel Services 
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