
Platte County 
Job Description 

  
Job Title: Fleet Manager 
Department: Public Works 
Reports To: Department Director 
FLSA Status: Exempt 
Prepared Date: 1-2-18 
Salary Grade: 6 
 
  
Summary: 
 
This position is responsible for the maintenance and inspection of all county vehicles and equipment; striving 
to provide the most efficient operating equipment available and maintain all vehicles and equipment in a safe 
manner. The Fleet Manager is also responsible for maintaining parts inventory and vehicle history records. 
 
Essential Duties and Responsibilities: 
 
Plan, organize and direct the repair and maintenance activities of the County shop. 
 
Manage the type and extent of repairs and prepares cost estimates accordingly. 
 
Maintains and monitors work progress using data base program; tracks time and parts used to ensure proper 
billing of services for other departments. 
 
Confers with County departments to discuss repair and maintenance issues and projects, analyze requests for 
most efficient and cost effective method. 
 
Examines all vehicles and equipment to ensure all are operating safely. 
 
Responsible for facility maintenance, snow plowing, etc. 
 
Assigns work activities to subordinates and monitors the same for safe work practices and production. 
 
Meets with vendors, purchases and maintains an inventory of parts, materials and supplies; monitors budget 
expenditures and makes recommendations for future budgeting. 
 
Contracts out work as necessary, monitors work of contractors through completion. 
 
Performs other tasks as may be assigned by the director. 
 
 
Competencies: 
               
To perform the job successfully, an individual should demonstrate the following competencies: 
 
Demonstrates attention to detail and accuracy. Gathers and analyzes information skillfully. 
 



Demonstrates proficiency in computer skills including basic accounting systems, spreadsheets and word 
processing programs. 
 
Completes work activities in a timely manner. 
 
Responds promptly to customer needs; Responds to requests for service and assistance; Meets commitments. 
 
Participates in meetings as required. 
 
Writes clearly and informatively; Edits work for spelling and grammar; Presents numerical data effectively; 
Able to read and interpret written information. 
 
Balances team and individual responsibilities; Exhibits objectivity and openness to others' views; Gives and 
welcomes feedback; Contributes to building a positive team spirit; Puts success of team above own interests. 
 
Often performs assigned work independently. 
 
Works within approved budget and implements cost saving measures; Conserves organizational resources. 
 
Treats people with respect; Keeps commitments; Inspires the trust of others; Works with integrity and 
ethically; Upholds organizational values. 
 
Follows policies and procedures. 
 
Displays willingness to make decisions; Exhibits sound and accurate judgment; Supports and explains 
reasoning for decisions. 
 
Prioritizes and plans work activities; Organizes or schedules other people and their tasks. 
 
Approaches others in a tactful manner; Reacts well under pressure; Treats others with respect and 
consideration regardless of their status or position; Accepts responsibility for own actions; Follows through on 
commitments. 
 
Observes safety and security procedures and reports potentially unsafe conditions. 
 
Adapts to changes in the work environment or unexpected events. 
 
 
Qualifications: 
 
Education and/or Experience                       
A bachelor's degree in fleet maintenance plus 5 years of experience or any combination of education and 
experience which would provide the knowledge, skills and abilities to fulfill the responsibilities of the position. 
 
Language Skills                       
Ability to read, analyze, and interpret the routine equipment maintenance and technical documents.  Ability to 
respond effectively to customer inquiries. Ability to correspond effectively with co-workers, suppliers, 
management or public.  
 
 
 



Mathematical Skills                       
Ability to work with basic mathematical concepts and calculations.  Ability to apply concepts such as 
geometry, fractions, percentages, ratios, and proportions to practical situations. 
 
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. 
 
Computer Skills                       
To perform this job successfully, an individual should have the ability to use Spreadsheet and Word Processing 
software. 
 
Certificates, Licenses, Registrations  
Missouri Class B, CDL required, prefer Class A CDL with air brake endorsement. 
 
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 frequently required to stand; walk; sit; climb or 
balance; stoop, kneel, crouch, or crawl and talk or hear. The employee must frequently lift and/or move up to 
30 pounds and occasionally 100 pounds(with help or mechanical assistance).  
 
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. 
 
While performing the duties of this Job, the employee is often exposed to outdoor elements while conducting 
site work; expect some extreme cold and/or extreme heat conditions.  Dust, noise and fumes are often present 
in the construction environment. 


