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 Town of Orange Park 
Position Description 

 
 

Job Title: Lead Vehicle Mechanic  
 
Department:   Public Works 

Reports to:  Public Works Operations 

Superintendent  

Location: 700 Ash Street 

FLSA Status: Exempt 

Safety Sensitive: Yes 

Status:  Full time with benefits 

Uniform: Required 

Date Updated:  February 2017

 
Job Summary: 

 

 This position performs skilled technical, mechanical, organizational, and supervisory work in the 
maintenance and repair of the fleet of Orange Park trucks, vehicles and equipment. This position is 
involved in the overhaul, repair and maintenance of all automobiles, trucks, light and heavy equipment.  
This person overhauls, adjusts and installs automotive and heavy equipment parts; sets up and operates 
a preventive maintenance program for all town vehicles and equipment and makes recommendations 
regarding the lifespan, condition, and replacement needs of all items. This position orders all parts, 
maintains and controls budget funds, maintains parts and tool inventory. In most cases incumbent is 
required to expedite his own material orders.           
 

Essential Duties and Responsibilities:  

- Performs repairs, tune-up work, diagnose mechanical problems, adjust injectors/carburetion, 

electrical, and brake systems 

- Disassembles diesel or gasoline engines as necessary and inspects, repairs, and/or replaces such 

pats as injection valves, cylinder heads and sleeves, piston rings, connection rods, bearings, 

gaskets and cranks shafts. 

- Repairs clutches, transmissions (manual and automatic), differentials, air compressors, 

supercharges, generators, governors, reduction and planetary gears, hydraulic couplings, 

braking and steering systems, cooling systems, electrical systems and brake systems, and major 

tune-ups to gas and diesel engines.   

- Installs gasoline and diesel engines, performs minor automotive body work such as installing 

glass and removing or replacing external body parts.  

- Creates and maintains a log of all vehicles and equipment including repairs performed, needed, 

and regular maintenance. 

- Insures vehicles and equipment are brought to the facility when scheduled maintenance is 

needed. 

- Oversees and is responsible for the quality and completion of work performed by the division.  

- Submits work for occasional observations for adherence to operating techniques and 
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established procedures.  

- Determines the kind and type of materials and tools which will be needed to complete an 

assigned job. 

- Follows established purchasing guidelines for ordering all tools, equipment and parts. 

- Insures shop is stocked with needed parts and supplies; maintains a clean and organized work 

environment.  

- Insures vehicles are safe for operation before releasing them from the shop.  

 

The above cited duties are responsibilities describe the general nature and level of work performed by people 

assigned to the job.  They are not intended to be an exhaustive list of all the duties and responsibilities that an 

incumbent by be expected or asked to perform. 

 

Knowledge, Skills, & Abilities 

- Makes reference to, reads and interprets standard automotive manuals, diagrams, prints and 
specifications.  

- Ability to operate specialized machinery, i.e. valve reseaters, and refacers, brake realigners, 
cylinder and shaft grinders, heavy duty press and engine analyzer. 

- Ability to plan sequence of work and is expected to diagnose and make complete repairs on all 
but the most complex mechanical problems.   

- Must be able to understand and use inside/outside calipers, cylinder gauges and dial indicators. 
- Must have knowledge of automotive, construction and material handling components and 

assemblies and how they operate in relationship to each other, i.e. automatic transmission, 
planetary gears and electric motors. 

- Incumbent must have knowledge of mathematics, ability to maintain accurate records and 

perform computations.   

- Performance requires close attention to specifications and instructions without assistance or 

supervision. 

- Ability to establish and maintain effective working relationships with customers and co-workers 

- Ability to lift 50 pounds 

- Ability to adequately read schematics, diagrams, and drawings 

- Mechanical ability to troubleshoot causes of mechanical failure and determine appropriate 

corrective action 

- Knowledge of OSHA standards for industrial environments 

 

Minimum Requirements 

- High school education or G.E.D. certificate 

- Valid Florida Class “B” CDL license  

- ASE master certified diesel or gasoline engine repair 

- 5 years’ relevant experience as a vehicle mechanic in a high performance setting 

 

Any combination of education and experience may be substituted, so long as it provides the desired skill, 

knowledge and abilities to perform the essential functions of the job. 
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Work Conditions: 

- In handling heavy material, mechanical equipment and other personnel are available for 

assistance.  

- Work requires periodic kneeling, crouching, climbing ladders etc. during various work 

operations. 

- Exposure to one or more of the following: moving vehicles and objects, sharp edges, electric 

shock, high work, inclement weather conditions and in some cases slippery working surfaces.  

- Work time is spent approximately 10% outdoors exposed to the various elements and 90% 

indoors. 

 

Skill Requirements: (X = Required for job)     

X Typing/computer keyboard X Verbal communication 

 
Utilize computer software (specified above) X Written communication 

X Retrieve and compile information 
 

Public speaking/group presentations 

X Maintain records/logs 
 

Research, analyze and interpret information 

X Verify data and information X Investigate, evaluate, recommend action 

X Organize and prioritize information/tasks X Leadership and supervisory, managing people 

X Operate office equipment X Basic mathematical concepts (e.g. add, subtract) 

 Advanced mathematical concepts (fractions, 
decimals, ratios, percentages, graphs) 

 Abstract mathematical concepts (interpolation, 
inference, frequency, reliability, formulas, 
equations, statistics) 

Physical Requirements: (X = Required for job)     

  Sitting for extended periods   Lifting/carrying up to 20 pounds various items 

 x Standing for extended periods  x 
Lifting/carrying more than 20 pounds various 
items 

  Extended periods viewing computer screen  x Repetitive Motions 

 x Walking  x Pushing/Pulling 

 x Reading  x Bending/Stooping 

 x Speaking  x Reaching/Grasping 

 x Hearing  x Writing 

  Other (list):    Other (list):  

Hazards: (X = Required for job)     

x  Normal office environment  x Electrical current 

 x Toxic or caustic chemicals  x Housekeeping and/or cleaning agents 

 x Flammable, explosive gases  x Proximity to moving mechanical parts 

        

Employee Acknowledgement:      

I have reviewed and understand the requirements stated in this Position Description. 

        

Employee Signature   Date:  

 


