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NORMAL WORKING HOURS (Explain unusual or rotating shift):

JOB CODE TITLE
Program Administrator 1

20

[4

Qod /.71 ()

vices’ (DAS) Fleet Lease Program & Motor Pool Program: formulates
& implements program policy &/or procedures to ensure vehicles are
operated in an efficient, cost effective & operationally safe manner;
maintains annual DAS Fleet Plan in accordance with Ohio Revised
Code; oversees data entry information into statewide fleet management
system (e.g., DAS vehicle inventory information, assignment infor-
mation, operating expense information); reviews & processes invoices
for vehicle purchases & vehicle operating expenses; independently
makes decisions regarding maintenance & repairs; independently
makes recommendations on replacement of vehicles, assignment of
vehicles & size of fleet; serves as liaison between program manager &
subordinates, outside vendors & all lease/rental customers; assigns
work to & directs lower level administrative employees in performing
all duties pertaining to DAS Lease & Rental Program; assumes respon-
sibility & authority for administrative duties of State Fleet Card Pro-
gram, in absence of manager (e.g., processes state fleet card requests
for all account holders, acts as liaison between account holders & state
fleet card vendor).

Researches & analyzes programs for efficiency & cost effectiveness
(e.g., green initiatives, fleet lease): prepares management reports using
fleet management system; provides technical support to assist program
manager in decision making.

FROM: 8:00 a. m. TO: 5:00 p.m. Report in location subject to change
JOB DESCRIPTION AND WORKER CHARACTERISTICS

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

60 | Acts for manager by overseeing Department of Administrative Ser- Knowledge of (1) Fleet Management;

(2) state fleet management policies &
procedures®; (3) vehicle leasing, rental,
maintenance & repairs, contracts, ac-
quisition & disposal; (4) business ad-
ministration; (5) public relations; (6)
generally accepted accounting princi-
ples (GAAP); (7) inventory control;
(8) lead work.

Skill in (9) operation of personal com-
puter & associated software (e.g., Mi-
crosoft Word, Excel, Access & Power-
Point); (10) operation of fleet manage-
ment information system (e.g., Fleet-
Ohio*); (11) managing fleet of 100 or
more vehicles.

Ability to (12) define problems, collect
data, establish facts, draw valid conclu-
sions & initiate solutions; (13) com-
municate effectively in written & oral
form; (14) handle routine inquires from
& contacts with DAS employees, state
agencies, & outside vendors.

Knowledge of 1, 2%, 3

Skill in 9, 10

Ability to 12, 13, (15) prepare meaning-
ful, concise & accurate reports.

*developed after employment
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FROM: 8:00 a.m. TO: 5:00 p.m. Report in location subject to change
JOB DESCRIPTION AND WORKER CHARACTERISTICS
% Job Duties in Order of Importance Knowledge, Skills & Abilities

20 Relieves manager of non-routine administrative duties: orders & can- | Knowledge of 1,2%,3,4, 5
cels DAS’s fleet fuel cards; responds to inquiries & complaints; assists | Skill in 9

in development, implementation & completion of Fleet Consolidation | Ability to 12, 13, 14
Program.

Position Specific Minimum Qualifications:

12 mos. exp. or trg. in managing fleet of
100 or more vehicles; 12 mos. exp. or
trg. in vehicle leasing, rental, mainte-
nance & repairs, contracts, acquisition
& disposal; 6 mos. exp. or trg. in oper-
ating fleet management information
system.

JOB CODE TITLE
Program Administrator 1

Certified Fleet Manager Certification
required within 36 months.

e,
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