
 

 
Fleet Management Administrator #02562 
City of Virginia Beach – Job Description 
Date of Last Revision: 10-17-2022 

FLSA Status:  Exempt Pay Plan:  Administrative Grade:  18 
 
City of Virginia Beach Organizational Mission & Values 
The City of Virginia Beach exists to enhance the economic, educational, social and physical quality of the 
community and provide sustainable municipal services which are valued by its citizens. The City of 
Virginia Beach organization is based upon a belief in the democratic process of government. This belief 
provides meaningful ways for citizens, reflecting the diversity of our City, to contribute to the development 
of public policy. This process is enhanced by organizational values which guide member performance 
within the Virginia Beach Quality Service System. These Values define our desired organizational culture.  
We value quality customer service; teamwork; leadership and learning; integrity; commitment; and 
inclusion and diversity. 
 
Class Summary 
Administers the planning, acquisition, maintenance, repair and disposal of fleet assets, the planning and 
acquisition of fuel products, and maintenance of City fueling facilities and storage tank systems. 
 
As a City Manager appointee, this position serves at the pleasure of the City Manager and is not 

considered part of the merit service as defined in City Code, section 2-75. 

Representative Work Functions and Responsibilities 
Establish policies and provide overall guidance to the activities and operation of the automotive services 
division for the purpose of maintaining the City’s fleet in operational condition and managing fuel 
resources. 
 
Ensure integration of operations into the strategic initiatives, goals, and objectives of the department; and 
facilitate and coordinate application of established service quality concepts, principals and practices to 
ensure operations are in keeping with City strategic initiatives, goals, objectives and destination points. 
 
Make sound and timely decisions which are based on available information and knowledge. 

 
Administer internal service funds which involves accounting records, purchasing approvals, payroll, and 
interdepartmental billing to ensure the fiscal soundness of the division; and prepare and justify the annual 
budget to ensure that adequate financial, space, equipment and personnel resources are allocated to 
meet the needs of the division. 
 
Review and adjust division activities and operations on the basis of statistical data and reports to ensure 
the most effective and efficient deployment of resources. 

 
Confer with user departments regarding fleet needs to determine annual replacement requirements 
working within approved vehicle replacement funding; prepare design specifications for the purchase of 
new fleet assets to ensure the acquisition of the best possible combination of components and 
machinery; coordinate the handling of new fleet assets purchased by City including acceptance, 
registration, inspection, compliance with specifications, approval/ disapproval and processing of payment, 
and resolution of disputes with vendors; and oversee the sale of City surplus fleet assets to ensure proper 
procedures are followed. 
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Provide Fire CIP consulting for related fleet assets. 
 
May be required to respond to emergency calls during and after normal work hours where extensive 
damage, personal injury, or equipment failure has occurred. 
 
Ensure that sound technical advice is provided to the City C.U.R.E.D. Board when mechanical 
explanations are required, to police and fire investigators when vehicles or equipment are used in 
conjunction with the commission of a crime. 
 
Evaluate fueling needs of City fleet to determine and maintain convenient locations;  and research 
alternate fuel options. 
  
Perform other job duties requiring skills, knowledge and physical requirements as demanded by those 
duties described or less. Individual assignments will be determined by the supervisor based on then 
current workloads and department needs. 

 
Performance Standards 
Effectively supervise the automotive services division resulting in accomplishment of the agency’s 
mission; express ideas orally and in writing in a clear and succinct manner that is easily understood; 
reports and documents are submitted on time with required information and seldom contain deficiencies 
in logic, substance or organization; operations managed are aligned with City strategic initiatives, goals, 
objectives and destination points in consonance with established service quality principals and practices; 
accurately prepare the annual budget which reflects the division’s essential requirements; maintenance 
schedules are timely and effective; accurately project future needs for maintaining of the fleet and fueling 
resources; provide reliable technical information to  other departments; negotiations with insurance 
companies and vendors to attain the best possible results for the City; new fleet assets are properly 
processed; surplus sales follow proper procedures and are timely; establish clear expectations and goals 
for the division and empower employees and work teams with needed resources and authority to achieve 
those goals; and reports and information provided to the Director are timely and accurate.   
 
Minimum Qualifications 
High school or GED plus ten (10) years experience in a field closely related to fleet management which 
provides the required knowledge, skills, and abilities in positions such as fleet manager, service manager, 
or garage superintendent; or any equivalent combination of experience and training which provides the 
required knowledge, skills, and abilities. 
 
Must have current and valid driver’s license. 
 
Special Requirements 
All employees may be expected to work hours in excess of their normally scheduled hours in response to 
short-term department needs and/or City-wide emergencies.  Must be available to work evenings, 
weekends, holidays, and overtime when required to meet operational needs. 
 
Commercial driver’s license may be required. 
 
This position may require that incumbents wear and maintain appropriate personal protective equipment 
such as, but not limited to, steel toed shoes, safety glasses, gloves, or other designated safety attire and 
equipment in designated areas of risk.  Specific requirements will be determined and communicated by 
the employee’s supervisor based on position assigned. 
 
This is a safety sensitive position and is subject to mandatory drug testing.  Positive drug test results may 
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result in counseling and/or discipline, up to and including, termination. 
 
Knowledge-Skills-Abilities Required to Perform Satisfactorily 
A.  Knowledge 

1. Knowledge of the principles and practices of automotive repair shop management and of the 
characteristics and maintenance needs of a wide variety of automotive and mechanical 
equipment. 

2. Knowledge of Quality Management theories, concepts and practices, how to apply them, and 
how to gain staff commitment to them to maximize division effectiveness and efficiency. 

3. Knowledge of the principles of gasoline and diesel engine operation and the repair and 
maintenance requirements of a variety of earth-moving and construction specialty equipment. 

4. Knowledge of hazards and safety procedures associated with a large-scale mechanical shop 
operation. 

5. Knowledge of accounting procedures. 
6. Knowledge of EPA, OSHA, DEQ, and FAA regulations where applicable to fleet assets, shop 

equipment, fleet and fuel facilities, and hazardous materials. 
7. Knowledge of equipment and tools required to perform automotive and construction 

equipment repair. 
8. Knowledge of Virginia State Inspection procedures and regulations. 
9. Knowledge of computerized maintenance and inventory systems. 

B. Skills 
1. Skill in effective oral and written communication. 
2. Skill in displaying leadership, initiative, ingenuity and resourcefulness in work activities and in 

motivating others. 
3. Skill in supervising and evaluating the work of subordinates. 
4. Skill in operating department computer technology. 

C. Abilities 
1. Ability to respond to emergency calls during and after normal working hours. 
2. Ability to communicate effectively both orally and in writing. 
3. Ability to establish and maintain high standards of work and gain staff commitment to achieve 

them. 
4. Ability to plan and organize the operation of a large fleet management division (2000 pieces 

of equipment or more) which consists of other managers, supervisors and journey level 
automotive mechanics. 

5. Ability to define problems, gather pertinent data, evaluate alternatives and make appropriate 
decision based on facts on hand. 

6. Ability to work for short periods of time in extreme weather conditions. 
7. Ability to read and understand complex technical material and instructions. 
8. Ability to properly wear safety equipment (shoes, glasses, gloves, respirators, hard hats, 

etc.,) when necessary. 
9. Ability to work effectively with various city departments and divisions in regard to equipment 

and vehicle policies and repairs. 

 

Working Conditions 
Working conditions are intended to provide a general overview of the environmental conditions inherent in 
the job setting, as well as the physical, mental, and sensory requirements necessary to perform the 
essential functions of positions in the noted job title.  A more detailed description will be made available at 
the position (PCN) level both internally and externally with all posted open positions. 
 
NOTE: Per HR Policy 6.19, Americans with Disabilities, the City follows the requirements of the 
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Americans with Disabilities Act (ADA) in all hiring and employment decisions.  The City shall not 
discriminate on the basis of disability in its hiring and employment practices.  The City shall make 
reasonable accommodations for the known physical or mental limitations of a qualified applicant or 
employee with a disability upon request unless the accommodation would cause an undue hardship on 
the operation of the City’s business. 
 

 

 


