
CLOVIS UNIFIED SCHOOL DISTRICT 

Position: Manager, Vehicle Maintenance 
Salary Grade: 40 
Salary Schedule: Classified Management 
Department: Transportation 
Reports to/Evaluated by: Director, Transportation 
FLSA: Exempt 
 
SUMMARY: 
Under the direction of the Director of Transportation, the Manager, Vehicle Maintenance manages the 
vehicle maintenance shop of the Transportation Department. The role includes managing office staff 
members and department employees in the absence of the Director of Transportation. The Manager 
performs budget and administrative management for the transportation repair facility, applying extensive 
knowledge of district vehicle needs, fueling infrastructure, and governmental laws and regulations. The 
position operates with considerable latitude for independent action and decision-making. Activities are 
reviewed for adequacy of professional judgment, compliance with district and department policies, and 
achievement of results consistent with district goals and objectives.  

DISTINGUISHING CAREER FEATURES: 

This is a mid-level management position responsible for the efficient and effective performance of the 
transportation vehicle maintenance shop. The Manager, Vehicle Maintenance, is a first-line, working 
supervisor responsible for the day-to-day operations of vehicle maintenance and parts. The incumbent 
has considerable latitude for independent action and decision-making. Activities are reviewed for 
adequacy of professional judgment, compliance with district and department policies, and achievement 
of results consistent with district goals and objectives.  

ESSENTIAL DUTIES AND RESPONSIBILITIES: 

• Coordinate the organization, staffing, and operational activities for the vehicle maintenance shop 
and fueling infrastructure.  

• Supervise subordinate supervisors and other staff assigned to the vehicle maintenance shop.  

• Plan, delegate, direct, train, and evaluate the work performed by assigned staff.  

• Assist and oversee the acquisition, implementation, and training of shop employees on 
technology for record-keeping and vehicle diagnostics within the scope of the vehicle 
maintenance facility.  

• Assist in creating job plans for repairs and upgrades to the vehicle maintenance facility.  

• Review job bids and hire outside contractors to complete the job plan.  

• Research future emission requirements and solutions for district fleet vehicles.  

• Create goals and implement plans to maintain compliance with future emission requirements.  



• Serve as a first responder at school bus accidents.  

• Coordinate with local law enforcement at the scene to ensure the safety of students, drivers, and 
the motoring public.  

• Work collaboratively with directors/managers from various departments for the acquisition and/or 
replacement of district vehicles and equipment to meet ongoing and future needs.  

• Plan, assign, prioritize, coordinate, and monitor work orders for vehicle repair.  

• Schedule preventative maintenance and rebuild projects to assure timely completion.  

• Establish schedules and methods for providing vehicle maintenance services. 

QUALIFICATIONS: 

• Knowledge of: Principles and practices of management and supervision.  

• Practices and techniques of budget development, monitoring, and administration.  

• Methods, techniques, and procedures for vehicle and equipment maintenance and repair.  

• Diagnostic tools and equipment used in vehicle repair.  

• Safety practices and procedures related to vehicle maintenance and repair.  

• Federal, state, and local laws and regulations governing vehicle maintenance and operation.  

• Ability to: Plan, organize, direct, and supervise the work of others.  

• Develop and administer budgets.  

• Analyze complex problems and develop effective solutions.  

• Communicate effectively verbally and in writing.  

• Establish and maintain effective working relationships.  

• Prepare and present reports.  

• Education and Experience: Education: An associate’s degree from an accredited college or 
university with coursework in automotive technology or a related field. Experience: Six years of 
increasingly responsible experience in heavy and light equipment maintenance and repair, 
including two years as a team leader in an automotive repair and maintenance shop. Industry 
certifications may substitute for some higher education requirements.  

• Working Conditions: Work Environment: Work is performed in an automotive and vehicle 
maintenance shop environment and outdoors. Physical Demands: Perform strenuous physical 
labor such as lifting and carrying materials weighing up to 75 pounds. Maintain visual acuity and 
hearing capabilities to drive, read, and perform repair work. Hazards: Exposure to physical labor, 
specialized equipment, and varying environmental conditions.  

Credential Requirements: 



• A valid California Class B Commercial Driver’s License is required at the time of appointment.  

• A valid PIT license/certificate to operate a golf cart is required at the time of appointment.  

• Certifications meeting California Bureau of Automotive Repair requirements in engine repair, 
engine performance, and electrical/electronic systems are required at the time of appointment.  

• Certifications in air conditioning and smoke tests are required.  

• A valid forklift certification is required within 12 months of appointment.  

• The incumbent must be available on-call 24/7 for emergencies or accidents concerning district 
vehicles and fueling facilities.  

 


