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Class Code FLSA Status EEO Category Represented Status Salary Grade Effective Date Resolution # 
156 Exempt 1 – Officials & Administrators 

 
 

Unrepresented 10 REV 9-14 NA 
 
DEFINITION: Under general direction; plans, coordinates, and directs the cleaning, service maintenance, 
repair, and overhaul of District vehicles for an assigned operating division. 
 
REPRESENTATIVE FUNCTIONS may include, but are not limited to the following:  
 
• Develops and implements performance goals, objectives, policies, procedures, and work plans for the 

assigned Maintenance division. 

• Analyzes Maintenance department workload for the assigned division; sets priorities, and schedules 
activities for a complex 24 hour operation. 

• Analyzes and maintains a wide variety of computerized and paper records, including buses “out late;” 
road call statistics and reasons; breakdown reports by specific manufacturer and equipment type; fuel, 
oil, and lubricant consumption; vehicle repairs; accumulated engine mileage; tire life; and overhaul 
status. 

• Analyzes the causes of unscheduled maintenance, implements reduction plans, reviews results, and 
modifies as needed to attain on-time performance acceptable to the District. 

• Supervises staff directly, and through subordinate supervisors.  Monitors the assignment and 
completion of projects and jobs, including staff performance. 

• Authorizes and monitors the training of division maintenance personnel. 

• Counsels employees on problems affecting work performance.  Determines the need for discipline, 
issues adverse letters, and participates in disciplinary or grievance hearings. 

• Meets informally with union officials and/or shop stewards to resolve concerns regarding working 
conditions; in order to avoid grievances. 

• Consults with Transportation Department personnel regarding the availability of revenue vehicles, and 
other requirements. 

• Schedules major and minor bus component replacement and overhauls. Coordinates the installation of 
new equipment, such as wheelchair lifts, and electronic fare boxes. 

• Schedules construction, remodeling, or repair of buildings, equipment, and premises. 

• Consults with the staff of the Procurement Department and Materials unit to set specifications, and 
review tool and equipment orders. 

• Provides cost estimates to the Claims Department, as well as vehicle failure information pertinent to the 
resolution of claims. 

• Prepares estimates of labor, parts, and material costs for vehicle and facilities maintenance projects 
and activities.  

• Consults with representatives of vehicle and parts manufacturers in regard to District performance 
requirements, vehicle and equipment wear, failure trends, and other issues. 

• Enforces Cal/OSHA laws and District safety rules and regulations.  Submits industrial injury reports 
following OSHA guidelines. 
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• Initiates and signs all department turn-around documents, including job vacancies and job postings. 
Ensures the confidentiality and security of all division personnel records. 

• Performs periodic personal inspection tours of all division maintenance facilities, including individual 
shops and buses, during on-duty hours. 

• Initiates and responds to correspondence, telephone calls, and emails. 

• May be required to temporarily replace or act in the position of the senior District staff member to whom 
this position normally reports, and may be required to perform some or all the senior staff members 
representative functions in these situations. 

• Performs related duties, as required. 
 
MINIMUM QUALIFICATIONS:  
 
Knowledge Of: The technical aspects of heavy-duty bus repair and overhaul of engines and component 
parts; the principles and practices of labor and materials cost-estimation; tools, equipment, and materials 
used in a heavy-duty maintenance repair facility; preventive maintenance methods and policies; principles 
of supervision, staff motivation, and progressive discipline; EPA and Cal/OSHA rules and regulations 
including storage of combustible or otherwise hazardous materials; general office practices; principles and 
practices of record keeping; report preparation and analysis; personal computers and current software 
programs for word processing, spreadsheets, and presentation, at the intermediate level of proficiency. 
 
Ability To: Learn and quickly use the District’s current computerized record-keeping and inventory systems; 
exercise sound independent judgment; become familiar with applicable provisions of the Collective 
Bargaining Agreement, and AC transit personnel rules and regulations; communicate clearly and concisely 
both orally and in writing; write legibly; and establish and maintain effective working relationships with those 
encountered in the course of work using principles of excellent customer service. 
 
Education: Equivalent to a Bachelor’s degree from an accredited four-year college or university in Business 
Administration, Management, or a similar field. 
 
Experience: Six (6) years of progressively responsible experience in heavy duty-coach maintenance, at 
least three (3) years of which involved supervisory and/or management level experience and responsibilities 
equivalent to an AC Transit Senior Maintenance Supervisor. 
 
License Requirements: Must possess or obtain, and maintain a valid California Class C Driver License, 
and meet the District’s driving standards. 
 
Physical Requirements: Must maintain the physical condition necessary to (1) perform tasks in an office 
setting operating a personal computer, keyboards, and other peripheral equipment; and (2) possess 
physical mobility in order to move around a large maintenance facility. 
 
Special Requirements: Subject to 24 hour call to cover emergency situations. 
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