
STD POSITION DESCRIPTION U. S . Festal Service 

VEHICLE OPERATIONS AND MAINTENANCE ASSISTANT, P5-06 

FUNCTIONAL PURPOSE 

Conducts the vehicle maintenance and operations program for 
postal-owned vehicles at any or more post offices within the 
geographic area supported bar a designated vehicle maintenance 
facility (VMF) . 

DUTIES AND RESPONSIBILITIES 

Conducts periodic inspections of vehicles to check for 
damage, required repairs, and minor maintenance needs such 
as oil and fluid levels ; performs minor maintenance and 
repair service not requiring contractor or VMF support . 
When scheduled maintenance or emergency repairs are 
performed by the VMF, coordinates with post office and VMF 
employees to ensure that vehicles are available for 'dMF 
pick-up . Performs road calls to provide emergency service 
and make on-site minter repairs such as replacing batteries 
tires and light bulbs . 

2 . Recommends reputable firms in the automotive repair 
business to the Supply Management Category Management 
Center(CMC) ; monitors contractor performance and submits 
periodic reports to the CMC and designated VMF . 

3 . For maintenance and repairs performed by contractors, 
obtains repair estimates and fills out work order forms . If 
repair cost estimates exceed authorization authority, 
contacts supporting VMF to obtain decision as to whether 
repairs should be performed by contractor or the VMF_ 

4 . Works with contractors to obtain prompt service and devine 
scope of-repairs ; arranges far vehicles to be available for 
contractor pick-up/delivery_ inspects and road tests 
vehicles before and after contractor repair . Prior to 
accepting repaired vehicle, ensures that work has keen 
completed in a satisfactory mariner, that job charges and 
parts casts are correct, and that approved parts have been 
used . Enforces all provisions of new vehicle warranty 
chime and oversees the rework of unsatisfactory contractor 
repairs . 

S . Examines contractor invoices for accuracy, assembles for 
certification and forwards to the VMF in a timely manner . 
If fuel or other frequently used vehicle maintenance 
supplies are paid from post office accounts or other credit 
arrangement, may review usage records and invoices to 
confirm accuracy . 
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STD POSITION DESCRIPTION U . S . Postal Service 

VEHICLE OPERATIONS AND MAINTENANCE ASSISTANT, PS-06 

6 . Monitors local anti 
recommends changes to improve service, minimize costs and 
maximize vehicle utilization . 

7 . Prepares a variety of reports related to vehicle 
maintenance programs and operations ; ensures that reports 
are submitted to the VMF in accordance with established 
schedules ; and maintains required files and retards . 

B . Coordinates with the VMF to obtain parts required for 
contractor repairs, may maintain a small working inventory 
of frequently used parts supplies and tools necessary to 
ensure timely repairs and meet daily maintenance needs . 

9 . Observes established safety practices and procedures in 
carrying out vehicle maintenance responsibilities_ 

10 . Performs other job-related duties in support of the vehicle 
maintenance program and operations . 

SUPERVISION 

vehicle maintenance Facility manager oz other designated 
supervisor . 

SELECTION METHOD 

Senior Qualified - From the following eligibly crafts : City 
Carrier, Clerk, Maintenance, Motor Vehicle, and Special Delivery . 
This position is assigned to the craft of the successful bidder, 

BARGAINING UNIT 

CLERK 

KEY POSITION REFERENCE 

KP-0015 
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STD POSITION DESCRIPTION U. S . Postal Services 

VEHICLE OPERATIONS AND MAINTENANCE ASSISTANT, PS-06 

FUNCTIONAL PURPOSE 

Conducts the vehicle maintenance and operations program for 
postal-owned vehicles at one or more past offices within the 
geographic area supported by a designated vehicle maintenance 
facility (VMF) . 

DUTIES AND RESPONSIBILITIES 

Conducts periodic inspections of vehicles to check for 
damage, required repairs, and minor maintenance needs such 
as oil and fluid levels ; performs minor maintenance and 
repair service not requiting contractor or VMF support . 
When scheduled maintenance or emergency repairs are 
performed by the VMF, coordinates with post office and VMF 
employees to ensure that vehicles are available for VMF 
pick-up . Performs road calls to provide emergency service 
and make on-site minor repairs such as replacing batteries, 
tires and light bulbs . 

2 . Recommends reputable firms in the automotive repair 
business to the Supply Management Category Management 
Ceriter(CMC) ; monitors contractor performance and submits 
periodic reports to the EMC and designated VMF_ 

3 . For maintenance and repairs performed by contractors, 
obtains repair estimates and fills out work order forms- Tf 
repair cost estimates exceed authorization authority, 
contacts supporting VMF to obtain decision as to whether 
repairs should be performed by contractor or the vMF. 

4 . Works with contractors to obtain prompt service and devine 
scope of repairs ; arranges for vehicles to be available for 
contractor pick-up/delivery . Inspects and road tests 
vehicles before and after contractor repair, Prior try 
accepting repaired vehicle, ensures that work has been 
completed in a satisfactory manner, that jab charges and 
parts costs are correct, and that approved parts have been 
used . Enforces all provisions of new vehicle warranty 
claims and oversees the rework of unsatisfactory contractor 
repairs . 

5 . Examines contractor invoices for accuracy, assembles for 
certification and forwards to the VMF in a timely moppet . 
If fuel or other frequently used vehicle maintenance 
supplies are paid from post office accounts or otter credit 
arrangement, may review usage records and invoices to 
confirm accuracy . 
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STD POSITION DESCRIPTION U . S . Postal Service 

VEIaIICLE OPERATIONS AND MAINTENANCE ASSISTANT, PS-d6 

6 . monitors local and 
recommends changes to improve service, minimize costs and 
maximizes vehicle utilization . 

7 . Prepares a variety of reports related to vehicle 
maintenance programs and operations ; ensures that reports 
are submitted to the VMF in accordance with established 
schedules and maintains required files and records . 

8 . Coordinates with the VMF to obtain parts required for 
contractor repairs, may maintain a small working inventory 
of frequently used parks, supplies and cools necessary to 
ensure timely repairs and meet daily maintenance needs . 

9 . observes established safety practices and procedures in 
carrying out vehicle maintenance responsibilities . 

10 . Performs other job-related duties in support of the vehicle 
maintenance program and operations . 

SUPERVISION 

Vehicle Maintenance Facility manager 4r other designated 
supervisor . 

SELECTION METHOD 

BARGAINING UNIT 

BLDG/EQUIP MAII+tT 
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STS POSITION DESCRIPTION U, S . Postal Service 

VEHICLE OPERATIONS AND MAINTENANCE ASSISTANT, PS-06 

FUNCTIONAL PURPOSE 
Conduits the vehicle maintenance and operations program for 
postal-owned vehicles at one or more post offices within the 
geographic area supported by a designated vehicle maintenance 
facility (VMF) . 

DUTIES At~+''D RESPONSIBILITIES 

l . Conducts periodic inspections of vehicles to chick for 
damage, required repairs, and minor maintenance needs such 
as oil and fluid levels ; performs minor maintenance and 
repair service not requiring contractor or VMF support . 
When scheduled maintenance or emergency repairs are 
performed by the VMF, coordinates with post office and VMF 
employees to ensure that vehicles are available for VMF 
pick-up . Performs road calls to provide emergency service 
and make on-site minor repairs such as replacing batteries, 
tires and light bulbs, 

2 . Recommends reputable firms in the automotive repair 
business to the Supply Management Category Management 
Center(CMC) ; monitors contractor performance and submits 
periodic reports to the CMC and designated VMF . 

3 . For maintenance and repairs performed by contractors, 
obtains repair estimates and tills out work order forms . If 
repair cast estimates exceed authorization authority, 
,contacts supporting VMF to obtain decision as to whether 
repairs should be performed by contractor or the VMF . 

4 . Works with contractors to obtain prompt service and devine 
scope of repairs ; arranges for vehicles to be available for 
contractor pick-up/delivery . Inspects and road tests 
vehicles before and after contractor repair . Prior to 
accepting repaired vehicle, ensures that work has been 
completed in. a satisfactory manner, that job charges and 
parts costs are correct, and that approved parts have been 
used . Enforces all provisions of now vehicle warranty 
claims and oversees the rework of unsatisfactory contractor 
repairs . 

5 . Examines contractor invoices for accuracy, assemble$ for 
certification and forwards to the VMF in a timely manner . 
If fuel ox- other frequently used vehicle maintenance 
supplies are paid from post office accounts or other credit 
arrangement, may review usage records and invoices to 
confirm accuracy . 

__ ~i(Continued on Next Pace) 

Document Date : 09-26-02 Occupation Code : 2330-0032 
SFD Number : SP-195 

Page : 



STD POSITION DESCRIPTION U . 5 . Pascal Service 

VEHICLE OPERATIONS AND MAINTENANCE ASSISTANT,_ PS-Q6 

s . Monitors local v~e'~~"~~tQ~`b~'s~ev~''c4~'f i~Q and 
recommends changes to improve service, minimize cysts and 
maximize vehicle utilization . 

Prepares a variety of reports related to vehicle 
maintenance programs and operations ; ensures that reports 
are submitted to the VMF in accordance with established 
schedules; and maintains required files and records . 

8 . Coordinates with the VMF to obtain parts required for 
contractor repairs, may maintain a small working inventory 
of frequently used parts, supplies and tools necessary to 
ensure timely repairs and meet daily maintenance needs . 

9, Observes established safety practices and procedures in 
carrying out vehicle maintenance responsibilities . 

10 . Perfoxms other job-related duties in support of the vehicle 
maintenance program and operations . 

SUPERVISION 

Vehicle Maintenance Facility manager or other designated 
supervisor- 

SELECTION METHOD 

BARGAINING UNIT 

MOTOR VEHICLE 
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STD POSITION DESCRIPTION U . S . Postal Service 

VEHICLE OPERATIONS AND MAINTENANCE ASSISTANT, CC-O1 

FUNCTIONAL PURPOSE 

Conducts the vehicle maintenance and operations program for 
postal-owned vehicles at one or more post offices within the 
geographic area supported by a designated vehicle maintenance 
facility (vMF) . 

uCt~rIES AND RESPONSIBILITIES 

l . Conducts periodic inspections of vehicles to check for 
damage, required repairs, grid minor maintenance needs such 
as oil and fluid levels ; performs minor maintenance and 
repair service not requiring contractor or VMF support . 
When scheduled maintenance or emergency repairs are 
performed by the VMF,coordinates with post office and VMF 
employees to ensure that vehicles are available for vM 
pick-up. Performs road calls to provide emergency service 
and make on.-site minor repairs such as replacing batteries, 
tires end light bulbs . 

2 . Recommends reputable firms in the automotive repair 
business to the Supply Management Category Management 
Cerrter(CMC) ; monitors contractor performance and submits 
periodic reports to the CMC and designated Z7MF_ 

3 . For maintenance and repairs performed by contractors, 
obtains repair estimates and fills out work order forms- If 
repair cost estimates exceed authorization authority, 
contacts supporting tThtF to obtain decision as to whether 
repairs should be performed by contractor or the VMF . 

4 . Works with contractors to obtain prompt service and devirze 
scope of repairs ; arranges for vehicles to be available =or 
contractor pick-up/delivery . Inspects and road tests 
vehicles before and after contractor repair_ Prior to 
accepting repaired vehicle, ensu=es that work has been 
completed in a satisfaccory manner, that job charges and 
parts costs are correct and that approved parts have been 
used . Enforces all provisions of new vehicle warranty 
claims and oversees the rework of unsatisfactory contractor 
repairs_ 

Examiners contractor invoices far accuracy, assembles for 
certification and forwards to the VMF in a timely manner . 
If fuel or other frequently used vehicle maintenance 
supplies are paid from pest office accounts or other credit 
arrangement, may review usage records end invoices to 
confirm accuracy . 
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STD POSITION DESCRIPTION U. S . Postal Service 

VEHICLE OPERATIONS AND MAINTENANCE ASSISTANT, CC-O1 

6 . Monitors local and 
recommends changes to improve service, minimize costs and 
maximize vehicle utilization . 

Prepares Prepares a variety of reports related to vehicle 
maintenance programs and operations ; ensures that reports 
are submitted to the VMr in accordance with established 
schedules ; and maintains required files and records . 

9_ Coordinates with the VMF to obtain parts required for 
contractor repairs, may maintain a small working inventory 
of frequently used parts, supplies and tools necessary to 
insure timely repairs and meet daily maintenance needs . 

9 . Observes established safety practices and procedures in 
carrying out vehicle maintenance responsibilities . 

10 . Performs other jab-related duties in support of `he vehicle 
maintenance program and operations . 

SUPERVISION 

Vehicle Maintenance Facility manager or other designated 
supervisor . 

SELECTION METROD 

Senior Qualified - From the following eligible crafts-: pity 
Carrier, Clerk, Maintenance, Motor Vehicle, and Special Delivery . 
This position is assigned to the craft of the successful bidder . 

BARGAINING UNIT 

CITY CARRIER 
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