OFFICE ASSISTANT, FLEET
FLSA: Non-Exempt
Grade 15 $26,880.75 - $43,009.20

GENERAL DEFINITION

Performs entry-level clerical services that expedite and maintain repair work orders and
supports fleet services staff to ensure accuracy, efficiency and excellent customer service. Work
is performed under close supervision with minimal latitude for the use of initiative and

independent judgment.

ESSENTIAL JOB DUTIES

The list of duties and functions, as outlined herein, is intended to be representative of the type of
tasks performed within this classification. They are not listed in any order of importance. The
omission of an essential function does not preclude management from assigning duties not listed

herein if such functions are a logical assignment to the position.

¢ Receives repair orders from mechanics and parts staff.

o Verifies that repair orders are complete and calculates total work hours; locates
responsible mechanic and confirms information If clarification is needed.

e Type’s handwritten repair orders into appropriate software.

o Selects appropriate hourly rates.

e Ensures accuracy of entries.

e Files handwritten repair orders in the filing system.

e Maintains filing system of repair orders; eliminates repair orders that exceed time
guidelines.

e Prepares work orders to assist Fleet staff in servicing vehicles; notes issues or concerns
indicated on work orders.

e I|dentifies work process improvements that will lead to increased productivity and

effectiveness.
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KNOWLEDGE, SKILLS & ABILITIES

= Basic knowledge of clerical procedures and systems such as word processing, managing
files and records, and other office procedures.

» Basic knowledge of operations, functions, and policies of the department within which work
is to be performed.

= Skill in the use of Microsoft Office products (Word, Outlook, and Excel).

= Skill in providing excellent customer service.

= Ability to operate a variety of current office technologies including, but not limited to,
personal computers, accounting software, copiers, telephones, and calculators.

= Ability to establish and maintain effective records maintenance and file management
systems.

= Ability to establish and maintain effective working relationships with internal customers,
external entities, and the general public.

= Ability to work independently under limited supervision on routine tasks.

= Ability to learn terminology common in the utility repair industry.

= Ability to perform simple mathematical calculations.

MINIMUM ACCEPTABLE EDUCATION, TRAINING & EXPERIENCE

High school diploma or GED; Must be proficient in Microsoft Office products (Word, Outlook,
and Excel) supplemented by some clerical and/or billing experience; or an equivalent
combination of education, certification, training, and/or experience.

PHYSICAL REQUIREMENTS

The City of Oakland Park is an Equal Opportunity Employer. In compliance with the Americans
with Disabilities Act (42 U.S. C. 12101 et. seq.), the City of Oakland Park will provide reasonable
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OFFICE ASSISTANT, FLEET
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accommodations to qualified individuals with disabilities and encourages both prospective and
current employees to discuss potential accommodations with the employer. 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.

Tasks involve the ability to exert light physical effort in sedentary to light work, but which may
involve some lifting, carrying, pushing and/or pulling of objects and materials of lightweight (5
pounds). Tasks may involve extended periods of time at a keyboard or workstation. Work is
performed in usual office conditions with rare exposure to disagreeable environmental factors.

Some tasks require visual abilities.

I have read and acknowledged receipt of the Job classification.

Employee signature Date

City of Oakland Park, Established 7/2015 3



	GENERAL DEFINITION
	 Receives repair orders from mechanics and parts staff.
	 Verifies that repair orders are complete and calculates total work hours; locates responsible mechanic and confirms information If clarification is needed.
	 Type’s handwritten repair orders into appropriate software.
	 Selects appropriate hourly rates.
	 Ensures accuracy of entries.
	 Files handwritten repair orders in the filing system.
	 Maintains filing system of repair orders; eliminates repair orders that exceed time guidelines.
	 Prepares work orders to assist Fleet staff in servicing vehicles; notes issues or concerns indicated on work orders.
	 Identifies work process improvements that will lead to increased productivity and effectiveness.
	KNOWLEDGE, SKILLS & ABILITIES




Accessibility Report





		Filename: 

		Office Assistant Fleet (1).pdf









		Report created by: 

		Janelle Stuart, Human Resources Assistant, janelle.stuart@oaklandparkfl.gov



		Organization: 

		City of Oakland Park, Human Resources Department







 [Personal and organization information from the Preferences > Identity dialog.]



Summary



The checker found no problems in this document.





		Needs manual check: 0



		Passed manually: 2



		Failed manually: 0



		Skipped: 1



		Passed: 29



		Failed: 0







Detailed Report





		Document





		Rule Name		Status		Description



		Accessibility permission flag		Passed		Accessibility permission flag must be set



		Image-only PDF		Passed		Document is not image-only PDF



		Tagged PDF		Passed		Document is tagged PDF



		Logical Reading Order		Passed manually		Document structure provides a logical reading order



		Primary language		Passed		Text language is specified



		Title		Passed		Document title is showing in title bar



		Bookmarks		Passed		Bookmarks are present in large documents



		Color contrast		Passed manually		Document has appropriate color contrast



		Page Content





		Rule Name		Status		Description



		Tagged content		Passed		All page content is tagged



		Tagged annotations		Passed		All annotations are tagged



		Tab order		Passed		Tab order is consistent with structure order



		Character encoding		Passed		Reliable character encoding is provided



		Tagged multimedia		Passed		All multimedia objects are tagged



		Screen flicker		Passed		Page will not cause screen flicker



		Scripts		Passed		No inaccessible scripts



		Timed responses		Passed		Page does not require timed responses



		Navigation links		Passed		Navigation links are not repetitive



		Forms





		Rule Name		Status		Description



		Tagged form fields		Passed		All form fields are tagged



		Field descriptions		Passed		All form fields have description



		Alternate Text





		Rule Name		Status		Description



		Figures alternate text		Passed		Figures require alternate text



		Nested alternate text		Passed		Alternate text that will never be read



		Associated with content		Passed		Alternate text must be associated with some content



		Hides annotation		Passed		Alternate text should not hide annotation



		Other elements alternate text		Passed		Other elements that require alternate text



		Tables





		Rule Name		Status		Description



		Rows		Passed		TR must be a child of Table, THead, TBody, or TFoot



		TH and TD		Passed		TH and TD must be children of TR



		Headers		Passed		Tables should have headers



		Regularity		Passed		Tables must contain the same number of columns in each row and rows in each column



		Summary		Skipped		Tables must have a summary



		Lists





		Rule Name		Status		Description



		List items		Passed		LI must be a child of L



		Lbl and LBody		Passed		Lbl and LBody must be children of LI



		Headings





		Rule Name		Status		Description



		Appropriate nesting		Passed		Appropriate nesting










Back to Top

