Please Post

3 July, 2008
NOTICE OF VACANCY

TITLE:



Fleet Manager
JOB STATUS:


Classified, Full time 40 hours/week


LOCATION



One Spring Street, Newton, NJ 07860
DIVISION/DEPARTMENT:

Dept. of Central and Shared Services





Office of Fleet Management



DATE OF VACANCY:

July 3, 2008
SALARY RANGE:                            $62,930 - $89,685
CLOSING DATE FOR APPLICATIONS:   July 17, 2008
TENTATIVE START DATE


Immediate
MINIMUM REQUIREMENTS:

EDUCATION:
           Graduation from an accredited college or university with a Bachelor's degree.

      NOTE: Applicants who do not meet the above educational requirement may substitute additional experience as described below on a year-for-year basis with thirty (30) semester hour credits being equal to one (1) year of experience.

 EXPERIENCE:
           Two (2) years of experience in the review, analysis, and evaluation of budget, organization, and administrative practices and recommending improved methods, and/or administrative experience in varied phases of business, industrial, or government involving the

organization, direction, planning, coordination, or control of programs or activities.

JOB DUTIES:

Under direction, responsible for planning, supervision, and Administration of the alteration, maintenance, replacement, repair and inventory programs for all County owned vehicles and fleet; does other related duties.

Examples of work:

Reviews programs and activities and evaluates administration,

objectives, efficiency, effectiveness, and suitability to current

conditions, costs, and accomplishments for all County owned fleet inventories.
Plans, organizes, and assigns the work of the organizational unit and evaluates employee performance and conduct, enabling the effective recommendation of the hiring, firing, promoting, and disciplining of subordinates.

Appraises adequacy and efficiency of operating systems.

Analyzes and resolves problems.

Compiles and interprets data.

Assists in the installation of administrative improvements including

work systems, organizational changes, and program procedures.

Prepares reports and correspondence.

Assists the principal executive or administrative officer in the

performance of varied functions which may include policy planning,

budget preparation, finance administration, personnel, management, job training, systems operations, public relations, purchasing, and administrative research.

Assists in coordinating the work of various units.

Obtains, directs, and administers federal, state, local, and private

financial aid grants, contracts, and awards.

Maintains inventory of equipment and supplies.

Assists in preparing ordinances or resolutions.

Assists in the implementation of programs and plans enacted by the governing body.

Studies management methods to improve workflow, simplify reporting

procedures, or institute cost reductions.

Analyzes, establishes or revises existing procedures.

Coordinates collection and preparation of operating reports.

Interviews prospective employees.

Conducts orientation of new employees and plans training programs.

RETURN COMPLETED APPLICATIONS TO (on Standard County Application Form)


Office of Employee Services


Sussex County Administrative Center


One Spring Street


Newton, NJ 07860

