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NORMAL WORKING HOURS (Explain unusual or rotating shift):

JOB CODE TITLE
Administrative Professional 2
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Administrator of routine administrative duties: provides technical
information & reports to manager in decision making on vehicle
maintenance, repairs & fleet reservation programs; researches &
analyzes vehicle maintenance, repairs & operational fleet data; as-
sists in developing new procedures (e.g., use of fleet management
system; vehicle maintenance notification); enters motor vehicle
inventory, operating information & other data into fleet manage-
ment information system; runs reports from fleet management in-
formation system (e.g., fuel usage reports, salvage reports, lifecycle
status, inventory reports, mileage reimbursements); maintains fleet
& motor vehicle records in an orderly & efficient manner according
to policy, procedure & records retention schedules; accepts verbal
& electronic reservations; conducts training session for new em-
ployees on reservation system; ensures motor pool vehicles are
clean & in good operating condition; receives statewide motor ve-
hicle complaints & inquiries from citizens, employees & state
agencies; handles complaints in manner prescribed by OFM man-
agement.

Manages Office of Fleet Management business functions using
web-based financial system: prepares encumbrances, payments &
other fiscal documents; verifies accuracy & status of invoices; rec-
onciles discrepancies with vendors; performs fiscal reconciliations
& reports; maintains fiscal records.

Performs basic clerical duties: handles incoming telephone calls;
distributes incoming & out-going mail; maintains OFM library;
orders & maintains office supplies; acts as OFM inventory & rec-
ords management coordinator; ensures office equipment is in prop-
er working order; ensures all OFM areas (e.g., office & warehouse)
are properly organized, clean & free of clutter; other duties as as-
signed.

FROM: 7:30am TO: 4:30pm Report in location and work hours subject to change.
JOB DESCRIPTION AND WORKER CHARACTERISTICS

% Job Duties in Order of Importance Knowledge, Skills & Abilities

50 | Assists in Fleet Management program direction by relieving Fleet Knowledge of (1) fleet reservation system; (2)

vehicle maintenance & repair program; (3) Of-
fice of Fleet Management policies, procedures &
processes®; (4) state records retention policies &
procedures™; (5) Fleet Management Information
System; (6) general accounting; (7) training &
development; (8) customer service.

Skill in (9) operation of personal computer &
associated software/hardware (e.g., Microsoft
Word, Excel, Outlook, PowerPoint); (10) opera-
tion of Fleet Management Information System
(e.g., FleetOhio*); (11) operation of web-based
financial system (e.g., PeopleSoft); (12) written
& oral communication.

Ability to (13) calculate fractions, decimals &
percentages; (14) prepare meaningful, concise &
accurate reports; (15) handle complaints from
citizens, employees & state agencies; (16) keep
work assignments & projects organized; (17)
follow assignment directions in written, oral or
picture form; (18) selt-direct & take initiative.

Knowledge of 2, 3%, 4%, 6, 8
Skillin 9, 11, 12
Ability to 13, 14, 15, 16, 17

Knowledge of 4*, 8, (19) office management.
Ability to 15, (20) perform general clerical du-
ties.

*developed after employment
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