Fleet Manager
September 2025

The Fleet Manager position is a full-time, non-exempt, position.  The Fleet Manager will report to the Director of Administration.  The person in this position will be responsible for coordinating the maintenance of the fleet and supplies are in stock.  The Fleet Manager is the first person drivers will report vehicle concerns to and relay those to the Director of Administration.
Duties include-
Vehicle Maintenance
· Audit vehicles in Whip Around for mechanical issues and body damage
· Track repairs and faults
· Audit Whip Around inspections for compliance and completion
· Create weekly report of vehicles that are down more than 24 hours with estimated timeframe and reason.  This report will also include upcoming preventative maintenance
· Monitor preventative maintenance schedule to ensure vehicles are being serviced accordingly
· Assure all needed vehicles supplies are available at all times and keep a running inventory to monitor usage at both locations
· Assure vehicles are stocked, cleaned, and in working order
· Spot check 10 vehicles per week making sure all supplies, documents, fluid levels, tire pressure, lug nuts, etc, are as they should be
· Report any issue on condition to the Director of Administration
· Mark vehicles “Out of Service” in Whip Around and put an “Out of Service” sign in the vehicle
· Communicate with vendors about concerns in a timely manner
· Assure vehicles are where they need to be, when they need to be there for service
· Complete required inspections and paperwork when new vehicles are purchased
Driving Duties
· Be trained as a driver and be prepare to be a back up driver when needed
· Assist drivers with maintenance concerns
· Execute and evaluate issues 
· Log concerns
· Train new drivers during the onboarding process on vehicle inspections, Whip Around, and how to report concerns
Organizational Commitments
· Ensure vehicles needed for events are in working order
· Participate in the Safety Committee
· Schedule quarterly meetings with TMI and prepare relevant reports
· Participate in weekly operations meetings
Other tasks:
· Maintain weekly one-on-ones with the Director of Administration
· Monitor consumables and PPE at both locations
· Assist with building maintenance
· Assure the buildings are safe from debris, snow, and ice
· Assist when building maintenance issues arise
· Take out recycling at the north location every other Tuesday
· Continually improve processes and communication
· Other duties as assigned
Desired Skills
Hold a valid For-Hire or CDL
Good driving record
Able to pass a DOT physical and drug screen
Excellent communication skills
Computer skills
Problem solving
Basic vehicle knowledge
Team work and collaboration

