
 

Chatham Area Transit Authority 

Job Description 
 

Job Title:  Director of Maintenance  

Department:  Maintenance 

Reports To:  Deputy Executive Director/COO 

FLSA Status:  Exempt 

Prepared Date:  2/8/2016 

Approved By:  Executive Director 

Salary Range: $72,398 - $103,646 

 

SUMMARY 
Responsible for the overall management and daily operations of Chatham Area Transit’s (CAT) 
Maintenance Department which includes development of policies and procedures, programs and 
initiatives to ensure cost effective and efficient management of CAT’s revenue and non-revenue fleet, 
all facilities and equipment.  Manages the capital and operating budget, warranty programs of new 
equipment and contractual services to maintain equipment, manpower departmental and financial 
accountability.  Ensures compliance with local, state and federal requirements regarding maintenance 
related projects.  Interacts with the Union on subjects related to departmental policies, procedures and 
union personnel.    
 

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be assigned. 
 
Responsible for the developing, implementing, managing and maintaining the department’s operating 
policies and procedures and initiatives for a compliant and efficient maintenance program. This 
includes revenue and non-revenue fleet, preventative maintenance, facilities and ground maintenance, 
equipment and manpower. 
 
Plan, direct and coordinate the activities necessary to ensure safe, clean and reliable transportation 
service to patrons. Ensure the fleet of vehicles are serviced, repaired and cleaned proficiently and in an 
expedient manner on a daily basis. 
 
Collaboratively works with staff to develop goals and objectives to support the Authority’s mission for 
providing services in a professional and responsive manner.  Ensures staff’s knowledge of and 
commitment to adhering to the Authority’s Strategic Objectives.  
 
Responsible for the preparation, review and analysis, approval of the department's financial 
expenditure to ensure budgetary compliance including daily operational and capital expenditures.  
Develop, monitor, review and update maintenance budget for fleet, facilities and manpower ensuring 
efficiency in spending practices, adherence to purchasing requests and justification for unplanned 
expenses. Anticipates and plans for future capital and operational financial expenses. 
 
Develop technical requirements for request for bids/proposals to solicit service contracts.  Obtain 
required documentation from outside vendors and service providers, and monitors vendors/service 
providers performance to ensure compliance with approved contracts/policies. Execution and ensure 
compliance of maintenance related grant expenditures including warranty and recovery of associated 
funds. 
 
Responsible for facility and grounds management, servicing, maintenance and repairs.  Negotiates and 
ensures local, state and federal compliance of contracts related to equipment, building and grounds, 



 
maintenance. 
 
Responsible for ensuring manpower resources are utilized efficiently and productively on a daily basis 
to include scheduling, work assignment and departmental personnel issues.  Manage the accurate 
recording, maintaining and monitoring of personnel productive and nonproductive hours of work and 
utilization of vacation, sick, holiday, leave time; and, ensure submission in a timely manner to payroll. 
 
Develop, communicate and, fairly and equitably, enforce compliance of department policies, 
procedures and processes including safety, preventative maintenance and quality assurance, in 
accordance with the Authority's guidelines and statutory compliance agencies. 
 
Coordinates vehicle requirements with the Operations Department to ensure adequate availability for 
operations. 
 
Manage and monitor maintenance IT reporting systems including analyzing data, reporting, employee 
productivity levels and developing policies to ensure efficient and effective maintenance operations.  

 
Prepare and present reports to management and staff. Provide cost/benefit analysis for fleet/facility 
related projects. 
 
Establish departmental safety and quality control methods and ensure enforcement and compliance by 
staff for applicable safety rules and regulations. 
 
Ensure thorough investigation of vehicles involved in accidents including evaluating cause, extent of 
damage and cost estimates for repair of vehicles. 
 
Develop, communicate and review job descriptions and performance evaluations for personnel on an 
annual basis.  Establish departmental goals and priorities, collaboratively sharing with staff and 
monitoring progress throughout the year to facilitate completion. 
 
Develop and administer effective technical training programs for initial and ongoing training to develop 
competent and motivated staff. 
 
Administer provisions of the labor agreement. Effectively interacts with the Union on subjects related to 
departmental policies, procedures and union personnel.  Confers with management and the bargaining 
unit to resolve grievances. 
 
Directs the development and implementation of strategic contingency plans; coordinates emergency 
procedures and ensures personnel are properly trained and appropriate equipment is available. 
 

OTHER RESPONSIBILITIES 
Plans and participates in special campaigns, as necessary. 
 
Research, develop and implement new methods and procedures designed to improve operations, 
minimize operating cost and effect greater utilization of labor and materials. 

 
Identify and recommend measures to improve and maximize production methods, equipment 
performance and utilization, quality of products, working conditions, purchases, and policies and 
procedures.  Initiate or recommend plans to motivate employees to achieve work, departmental and 
organizational goals. 
 



 
 
Cooperatively support and promote the organizational and departmental vision, mission and goals. 
 
Completes an annual self-assessment to identify opportunities to improve technical, supervisory and/or 
managerial skills. 
 
Maintain effective communication with all supervisors, staff and CAT's management team. 
 
Willingly and cooperatively perform other duties as requested. 
 

SUPERVISORY RESPONSIBILITIES  
Management of Maintenance Department supervisors and employees.  Responsible for the overall 
direction, coordination, and evaluation of this unit. Carries out supervisory responsibilities in 
accordance with the organization's policies, applicable local, state and federal laws and other 
governing entities rules and regulations. Responsibilities include interviewing, hiring, and training 
employees; planning, assigning, and directing work; appraising performance; rewarding and 
disciplining employees; addressing complaints and resolving problems. 
 

QUALIFICATIONS 
To perform this job successfully, an individual must be able to perform each essential duty 
satisfactorily.  The requirements listed below are representative of the knowledge, skill, and/or ability 
required.  Reasonable accommodations may be made to enable individuals with disabilities to perform 
the essential functions. 
 

EDUCATION and/or EXPERIENCE  
Bachelor's degree (B. A.) from an accredited college or university in Automotive, Mechanical, Electrical 
Engineering, public administration, transportation, business or a related field or equivalent years of 
professional experience.  Ten (10) years’ experience in the maintenance of heavy duty diesel trucks or 
buses with at least five (5) years in increasing responsible management positions.  Administration of 
union labor contract is preferable.   
 
Working knowledge of developing and planning requests for capital investments; preparation and 
development of bus and other vehicle procurement plans, provide cost/benefit analysis for fleet/facility 
related projects; ability to execute implementation and phasing; provide statistical analysis of useful life 
for heavy duty equipment, knowledge/execution/compliance of maintenance related grant 
expenditures; ability to monitor, report and follow procedures to comply with all federal, state, and local 
regulations as it may pertain to the operation. 
 

MATHEMATICAL SKILLS  
Ability to calculate figures and amounts such as discounts, interest, commissions, proportions, 
percentages, area, circumference, and volume.  Ability to apply concepts of basic algebra and 
geometry. 
 

REASONING ABILITY  
Ability to solve practical problems and deal with a variety of concrete variables in situations where only 
limited standardization exists. Ability to interpret a variety of instructions furnished in written, oral, 
diagram, or schedule form. 

 

 

 

 



 
 

CERTIFICATES, LICENSES, REGISTRATIONS  
Current, valid Georgia Driver's License. 
CDL certified preferred. 
ASE certified preferred. 

 

PHYSICAL DEMANDS 
The physical demands described here 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 functions. 
 
While performing the duties of this job, the employee is regularly required to talk or hear.  The 
employee frequently is required to stand; walk; and use hands to finger, handle, or feel.  The employee 
is occasionally required to sit; reach with hands and arms; climb or balance; and stoop, kneel, crouch, 
or crawl.  The employee must occasionally lift and/or move up to 50 pounds.  Specific vision abilities 
required by this job include close vision, distance vision, color vision, peripheral vision, depth 
perception, and ability to adjust focus. 
 

WORK ENVIRONMENT 
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job. Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions. 
 
While performing the duties of this job, the employee is regularly exposed to moving mechanical parts.  
The employee is frequently exposed to fumes or airborne particles and outside weather conditions.  
The employee is occasionally exposed to toxic or caustic chemicals and risk of electrical shock.  The 
noise level in the work environment is usually loud. 
 

DISCLAIMER STATEMENT 
The above statements are intended to describe the general nature and level of work performed.  They 
are not intended to be construed as an exhaustive list of all responsibilities, duties and skills required of 
personnel so qualified. 
 
As an employee in the above reference position, I have read, understand and agree to abide by the job 
description stated within. 
 
 
 
 
_______________________________________  _________________________ 
Employee Signature       Date 


