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CITY OF CAMARILLO 

Fleet and Facilities Manager leet and Facilities Manager 
Job Code: 329 Job Code: 329 

FLSA: Exempt FLSA: Exempt 

 

Class specifications are intended to present a descriptive list of the range of duties performed by employees in the 
class. Specifications are not intended to reflect all duties performed within the job. 

SUMMARY DESCRIPTION 

Directs, manages, supervises, and coordinates the activities and operations of the Fleet and Facilities 
Division within the General Services Department including vehicle and equipment acquisition, utilization, 
maintenance, repair, and disposal as well as building and grounds maintenance and repair, office services, 
plant engineering, custodial services, facility design and construction/alterations, security, and space 
planning functions and programs; coordinates assigned activities with other divisions, departments, and 
outside agencies; and provides highly responsible and complex administrative support to the Director, 
General Services. 

REPRESENTATIVE DUTIES 
The following duties are typical for this classification. Incumbents may not perform all of the listed duties and/or 
may be required to perform additional or different duties from those set forth below to address business needs and 
changing business practices. 

1. Assumes management responsibility for assigned services and activities of the Fleet and Facilities 
Division. 

2. Administers the City’s facility maintenance and repair programs and functions; directs and 
participates in the work of in-house staff and contractors in the maintenance, remedial repair, and 
preventive maintenance of City occupied and un-occupied buildings. 

3. Administers the City’s vehicle and equipment acquisition, utilization, maintenance, repair, and 
disposal programs and functions; directs in-house staff and contractors in the maintenance and repair 
of vehicles and equipment in the City’s fleet; provides fleet management cost accounting for 
departmental billing and revenues; assists the Finance Department with vehicle replacement program 
by determining which vehicles should be replaced and ensures sufficient funding; qualifies vendors; 
works with requesting departments for vehicle/equipment requirements; prepares bid documents and 
specifications; obtains pricing; performs bid analysis. 

4. Administers the City’s facility security programs and functions; plans and directs the installation and 
maintenance/repair of cameras, digital video recorders, and monitors; oversees the 24/7 building 
security and fire alarm monitoring and after hour guard service; adds, deletes, and changes pass codes 
for door access and alarm activation/de-activation. 

5. Oversees the contracting of services for assigned area; requests pricing for various contract services; 
qualify vendors; prepares bid documents, scope of work, specifications, frequencies, and contracts; 
obtains pricing; performs bid analysis. 

6. Administers environmental programs and services related to assigned programs; oversees inspections, 
business plan, and hazardous chemical inventory; coordinates hazardous waste disposal; contracts 
services for mold analysis, environmental site assessment, and asbestos and lead based paint surveys. 
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7. Provides for the maintenance servicing, repair, and load testing for permanent and portable diesel 
generators at assigned facilities; maintains battery back-up building security alarm and door access 
keypads. 

8. Assists in the annual property loss control inspections of City buildings; reviews and updates building 
and contents insurance valuations as necessary; coordinates formal appraisal for building, equipment, 
and content valuations for insurance purposes. 

9. Provides for the storage of City furniture, surplus property, and miscellaneous items; assists in the 
disposal of surplus property. 

10. Assists in providing project management for new building construction and upgrades/improvements 
to existing buildings. 

11. Provides workstation space planning; installs new products; reconfigures existing components. 

12. Manages and participates in the development and implementation of goals, objectives, policies, and 
priorities for assigned programs; recommends and administers policies and procedures. 

13. Monitors and evaluates the efficiency and effectiveness of service delivery methods and procedures; 
recommends, within departmental policy, appropriate service and staffing levels.  

14. Plans, directs, coordinates, and reviews the work plan for assigned staff; assigns work activities, 
projects, and programs; reviews and evaluates work products, methods, and procedures; meets with 
staff to identify and resolve problems. 

15. Selects, trains, motivates, and evaluates assigned personnel; provides or coordinates staff training; 
works with employees to correct deficiencies; participates in the implementation of discipline and 
termination procedures. 

16. Oversees and participates in the development and administration of the division’s annual budget; 
participates in the forecast of funds needed for staffing, equipment, materials, and supplies; monitors 
and approves expenditures; implements adjustments. 

17. Serves as the liaison for the Fleet and Facilities Division with other divisions, departments, and 
outside agencies; negotiates and resolves sensitive and controversial issues. 

18. Serves as staff on a variety of boards, commissions, and committees; prepares and presents staff 
reports and other necessary correspondence. 

19. Provides responsible staff assistance to the Director, General Services; conducts a variety of 
organizational studies, investigations, and operational studies; recommends modifications to assigned 
programs, policies, and procedures as appropriate. 

20. Attends and participates in professional group meetings; maintains awareness of new trends and 
developments related to the areas of assignment including in the fields of fleet and facilities 
maintenance and repair; incorporates new developments as appropriate. 

21. Responds to and resolves difficult and sensitive citizen inquiries and complaints. 

22. Performs related duties as required. 
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QUALIFICATIONS 
The following generally describes the knowledge and ability required to enter the job and/or be learned within a 
short period of time in order to successfully perform the assigned duties. 

Knowledge of: 
Operational characteristics, services, and activities of a fleet and facilities maintenance and repair 

program. 
Modern and complex principles and practices used in a facilities maintenance and repair program as 

well as a fleet management and vehicle maintenance and repair program. 
Methods, practices, materials, tools, and equipment used in a facilities maintenance and repair 

program. 
Methods, practices, materials, tools, and equipment used in the maintenance and repair of heavy 

equipment and vehicles. 
Types and level of maintenance and repair activities performed in a facilities and fleet maintenance 

program. 
Vehicle replacement programs and accounting and depreciation policies and practices. 
Uses, capabilities, and limitations of security equipment. 
Building and equipment electrical systems. 
Occupational hazards and standard safety procedures. 
Principles and practices of program development and administration. 
Plant and facilities engineering management techniques including energy conservation. 
Principles and practices of program development and administration. 
Principles and practices of budget preparation and administration. 
Principles of supervision, training, and performance evaluation. 
Office procedures, methods, and equipment including computers and applicable software applications 

such as word processing, spreadsheets, and databases. 
Pertinent federal, state, and local laws, codes, and regulations. 

Ability to: 
Oversee and participate in the management of a comprehensive facilities and fleet maintenance and 

repair program. 
Oversee, direct, and coordinate the work of lower level staff. 
Select, supervise, train, and evaluate staff. 
Participate in the development and administration of division goals, objectives, and procedures. 
Prepare and administer budgets. 
Prepare clear and concise administrative and financial reports. 
Analyze problems, identify alternative solutions, project consequences of proposed actions and 

implement recommendations in support of goals. 
Read and interpret plans, specifications and drawings. 
Exercise sound independent judgment. 
Diagnose operational problems and take effective courses of action. 
Inspect projects and evaluate the adequacy of work performed. 
Research, analyze, and evaluate new service delivery methods and techniques. 
Interpret and apply federal, state, and local policies, laws, and regulations. 
Operate office equipment including computers and supporting word processing, spreadsheet, and 

database applications. 
Communicate clearly and concisely, both orally and in writing. 
Establish and maintain effective professional working relationships with those contacted in the course 

of work. 
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Education and Experience Guidelines - Any combination of education and experience that would likely 
provide the required knowledge and abilities is qualifying. A typical way to obtain the knowledge and abilities 
would be: 

Education/Training: 
A Bachelor’s degree from an accredited college or university with major course work in 
business administration, public administration, facilities management or a related field. 

Experience: 
Five years of increasingly responsible experience in a facilities or fleet management, 
maintenance, and repair program including three years of administrative and supervisory 
experience. 

License or Certificate: 
Possession of a valid California driver’s license at a level appropriate to the equipment operated. 

PHYSICAL DEMANDS AND WORKING ENVIRONMENT 
The conditions herein are representative of those that must be met by an employee to successfully perform the 
essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to 
perform the essential job functions. 

Environment: Work is performed in inside and outside environments with some travel to different 
sites and locations; may be exposed to noise, dust, and inclement weather conditions. 

Physical: Primary functions require sufficient physical ability and mobility to work in an office and 
field environment; to stand, stoop, reach, bend, kneel, squat, climb ladders, and walk on uneven 
terrain, loose soil, and sloped surfaces; to lift and/or carry light to moderate amounts of weights; to 
operate office equipment requiring repetitive hand movement and fine coordination including use of a 
computer keyboard; to operate a vehicle to travel to various locations; and to verbally communicate to 
exchange information. 
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