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          Highway Department
POSITION SUMMARY

Under the supervision of the Highway Department Director, the Maintenance and Repair position is a non-exempt position under FLSA. This employee is responsible for the proper maintenance and repair of department equipment and machinery. This employee must be able to work independently with occasional supervision. This is a safety sensitive position and is subject to random drug and alcohol testing.

 ESSENTIAL FUNCTIONS

· Provides general mechanical knowledge and abilities to the department;

· Coordinates maintenance and repair for department owned equipment with the Office Manager;

· Performs necessary maintenance, repair and service on department equipment and machinery;

· Responsible for accurate and complete oil sampling from time of collection to response from sampling agency;

· Assists with purchasing of materials, parts and supplies for the department;

· Maintains equipment in proper working order;

· Provides welding services;

· Performs tire maintenance and repair;

· Maintains accurate daily log of all work completed;

· Maintains shop area in a clean and orderly manner, free of debris;
· Responsible for regular maintenance of all equipment; 
· Maintains adequate inventory of needed supplies (lubricants, filters, tires, wheels etc.)
MARGINAL FUNCTIONS

· Manages department fleet tire program;

· Operates two-way radios;

· Assists with snow removal;

· Serves as truck driver or equipment operator as needed;

· Performs yard and shop maintenance;

· Assists with painting duties;

· Aids in maintaining departmental records on equipment and inventory;

· Attends and participates in training and educational sessions for department employees;

· Assists other County departments as required;

· Assists with Emergency Preparedness response as assigned, according to the chain of command;

· May be required to work overtime in emergency situations ex. snow or flood;

· Performs other duties as deemed necessary or as assigned.

Mechanic
Position Requirements
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Highway Department
EXPERIENCE:  One to three years of similar or related experience is preferred. A high school diploma or GED is required. Employee is expected to have acquired the necessary information and skills to perform the job reasonably well within six months of employment. 

EDUCATION:  High school diploma or GED is required. A vocational/technical degree in mechanics is preferred but not required. A valid Class “A” Commercial Drivers License is required. 

TECHNICAL SKILLS:  Thorough knowledge of mechanics, welding, measuring and a working knowledge of mathematics is necessary. Ability to read and interpret manuals and follow mechanical outlines for repair is required. This employee should be able to write legibly and fill out service sheets without assistance. This employee must have the ability to be a self-starter and keep a look out for potential problems during general maintenance on equipment. This employee should have good organizational, public relations, and oral and written communication skills. This employee needs to be able to adapt to changing technology.
PROBLEM SOLVING:  Problem solving as it pertains to making repairs and properly maintaining equipment is involved in this position. Problems this employee may encounter include dealing with equipment malfunctions, using available resources during unusual situations.

DECISION MAKING:  Limited decision-making is involved in this position. Some decisions this employee may encounter include the service and maintenance of departmental equipment and machinery. 

SUPERVISION:  This employee acts under the supervision of the Highway Department Director. This employee does not exercise any supervisory responsibilities over subordinate personnel.

FINANCIAL RESPONSIBILITIES:   This employee is responsible for county equipment and resources, as well as ordering correct parts for equipment. 
PERSONAL RELATIONS:  Frequent contact with the general public, co-workers, and supervisory personnel is expected.

WORKING CONDITIONS:  Adverse working conditions exist within this position. Exposure to large and small machinery and equipment, excessive noise, heights, work in confined areas, walking on uneven ground, hazardous chemicals and all types of weather conditions are expected. Employee can expect to stand on concrete floor for lengthy periods of time.

PHYSICAL REQUIREMENT:  Work Level: Level 4, Heavy Work. Applicant must attain a 3.5 score or above on their Physical Capacity Profile. Manual labor including lifting and carrying heavy objects, extensive walking, and the ability to operate department equipment is required daily in this position. Examples include, but not limited to: bending, kneeling, climbing ladder and on and off of equipment, lifting and moving objects weighing up to 50 lbs. 
ATTENDANCE:  Employee must be at their job performing essential duties on a regular and continuing basis with no excessive absences. Employee must report absences and schedule days off as soon as possible to supervisory staff. 

Maintenance and Repair Job Guidelines

TASK – Perform emergency repairs on vehicles and equipment as necessary

· Emergency repairs require teamwork with the operator(s), and often place the mechanic in the position of leading the work effort. Diagnose what must be done to repair the machine and schedule additional follow-up maintenance work after the machine is back in operation. Repairs need to be completed as quickly as possible.

· Recommend to the Supervisor(s) the emergency repairs that cannot be completed in the field. Coordinate for disabled equipment to be moved to the main shop when necessary.

· Coordinate with the Office Manager for emergency part orders.

TASK –Perform scheduled repairs and periodic services on vehicles and equipment as necessary.

· During scheduled repairs, diagnose conditions that may lead to or cause breakdown. Coordinate with the Road and Bridge Supervisor on recommended repairs and adjustments. Manufacturer’s specifications and time estimates will be used to measure quality, quantity, and effectiveness of work.

· Recommend changes in frequency of services when the age or condition of specific equipment so indicates. Make recommendations regarding decisions to undertake major overhaul versus retiring equipment from service.

· Paint equipment as scheduled by the Road and Bridge Supervisor.

TASK – Maintain tools, equipment and shop area in a satisfactory condition.

· There may be a number of repairs ongoing at one time and may lead to clutter and overcrowded conditions. Mechanics must be able to assist the Road and Bridge Supervisor in decision-making regarding priority and timeliness on repairs.

· Maintain working area in a neat and orderly condition. Worker safety is of importance and conditions, which endanger employees, must be avoided. The mechanic originally assigned to the job should lead the subsequent effort to save confusion and not waste time.

· Shop tools are primarily for use by mechanics. However, from time to time, operators will need to use the equipment to assist with repairs. Mechanics should assist whenever there is a need, and expect operators to clean up after themselves. Problems should be reported to the Office Manager.

· From time to time shop equipment will need maintenance or repair. These jobs should be coordinated with the Office Manager on the recommendation of the mechanic(s) during off seasons.

· Make recommendations to the Office Manager on new or additional tools and equipment that are need.

TASK – Perform other duties as assigned by the Public Works Director, Road and Bridge Supervisor and Office Manager.

· Report all accidents or incidents involving property damage or personal injury to the Office Manager.

Revised 06/21/2021

