
MONROE COUNTY SHERIFF’S OFFICE 
 
CLASS TITLE:  FLEET MANAGER 
 
Pay Range: 108 
Exempt: No 
Shift:  8 HR w/Holidays 
 
 
Under the direction of the Finance Director, the purpose of the position is to manage fleet functions within 
the Fleet Services Section of the Monroe County Sheriff’s Office. This position is responsible for 
administration and management of fleet, vehicle inventory, vehicle assignments, vehicle up fit, vehicle 
disposal, vehicle auctions, tag and title work. Responsibilities require a thorough knowledge of the 
operations of the agency’s structure. Position administers the agency’s fleet maintenance and associated 
contracts in activities of service, maintenance, repair and disposal. Performs related work as directed. 
 
QUALIFICATIONS REQUIRED: 
 
Bachelor’s degree in Business, Management, Public Administration, or related field; supplemented by 
minimum (5) years progressively responsible management experience in fleet management functions to 
include experience and knowledge of budget and contract administration, preferably for a moderate scale 
governmental agency; or an equivalent combination of education, training and experience. 
 
JOB COMPLEXITY: 
 
Responsible for insuring that the agency’s fleet is maintained. Strategic plan for vehicle replacement 
plans. Communicates with vendors and agency personnel on purchasing and maintaining existing fleet.  
 
Responsible for supervising the Purchasing Assistant and overseeing that there are adequate levels of 
supplies for distribution within the agency. 
 
CONSEQUENCE OF ACTIONS: 
 
Position involves the direct responsibility of managing the fleet functions of the agency and supervising 
the duties of the Purchasing Assistant. 
 
ASSETS: 
 
The position involves some responsibility for assets in handling the agency’s fleet related duties. 
 
WORK CONTROLS: 
 
Work is performed independently under the general direction of the Finance Director. 
 

• 60% Provides overall management of agency’s fleet services and maintenance contract services 
• 10% Performs on-site inspections for fleet equipment activities 
• 10% Performs personnel management duties 
• 10% Manage fleet database as well as develop, implement and maintain strategic, fiscal and 

capital improvement plans for the division 
• 5% Schedules and conducts annual fleet auction 
• 5% Maintain current knowledge of standard fleet maintenance practices, methods, tools, 

materials, parts and equipment of the automotive trade 
 
 
 



PERSONAL CONTACTS: 
 
Contacts are with members of the agency and the public. 
 
SAFETY OF OTHERS: 
 
Position does not involve responsibility for the safety of others. 
 
PHYSICAL EFFORTS: 
 
Tasks involve the frequent use of light lifting and carrying (up to 50 pounds or more), reaching, pushing, 
walking, standing, kneeling, bending, smelling, stooping and running. Ability to communicate effectively 
using verbal, written and visual communication. 
 
HAZARDS: 
 
Tasks are regularly performed with exposure to adverse environmental conditions, such as dirt, odors, 
wetness, humidity, temperature, noise extremes, machinery, vibrations, electric currents, 
chemicals/solvents, grease/oils, or hazardous materials. 
 
WORK ENVIRONMENT: 
 
Work is performed in a typical office environment. Employee may work indoors or outdoors and may 
travel to multiple locations to complete various required job tasks. Employee may have contact with 
inmates. 
 
Work is mainly performed during normal business hours (Monday-Friday am-5pm). Will require 
fluctuations to schedule and must be available after normal work hours to meet operational needs.  
 
This position will be required to report to work during inclement and extreme weather conditions, often         
outside normally scheduled work hours, to include routine days off and remain on site during significant 
emergency situations such as hurricanes, disturbances or other natural disasters. 
 
SUPERVISORY AUTHORITY: 
 
One Position. 
 
PERSONNEL SUPERVISED: 
 
Position supervises Purchasing Agent Assistant. 
 
ESSENTIAL JOB FUNCTIONS: 
 
The list of essential functions, as outlined herein, is intended to be representative of the tasks performed 
within this classification. It is not necessarily descriptive of any one position in the class. The omission of 
an essential function does not preclude management from assigning duties not listed herein if such 
functions are a logical assignment to the position. 
 
Provides overall management for the agency’s fleet services and maintenance contract functions. 
 
Develops, implements and maintains strategic, fiscal and capital improvement plans for the division; 
generates and administers operating budget for the unit. 
 
Manages the unit’s network systems and fleet control databases. 
 



Performs on-site inspections for fleet equipment activities, ensuring such is acquired, services and 
disposed of in a time efficient and cost effective manner. 
 
Writes vehicle specifications for agency vehicles and provides review and approval for all agency 
equipment. 
 
Performs personnel management duties, i.e. scheduling, allocating, assigning, recommending hire, 
transfer, discipline, promotion. 
 
Develops long-range capital budget for submission to agency administration; develops and implements 
long-range vehicle replacement plans. 
 
Audits fleet control database for accuracy, integrity, security and reliability. 
 
Schedules and conducts annual fleet auction ensuring payments and titles are recorded and accurate. 
 
Maintains current knowledge of standard fleet maintenance practices, methods, tools, materials, parts 
and equipment of the automotive trade 
 
 
KNOWLEDGE, SKILLS AND ABILITIES: 
 
Ability to communicate effectively both orally and in writing. 
 
Ability to understand and carryout oral/written instructions and orders. 
 
Ability to demonstrate congenial, respectful, productive behaviors and attitudes towards others in working 
relationships and situations. 
 
Ability to look beyond surface issues to identify and analyze problems and develop solutions. 
 
Ability to organize, prioritize, schedule and manage daily work activities, tasks and special assignments. 
 
Ability to manage, direct and develop personal resources in order to achieve the desired objectives, goals 
and mission of the agency. 
 
Ability to correctly identify, repair and replace broken, faulty or worn-out parts, components and other 
equipment. 
 
Ability to utilize and manage assigned budgets within the imposed fiscal constraints and requirements. 
 
Ability to demonstrate the appropriate combination of supportive and directive behaviors in order to 
accomplish the desired goals and objectives. 
 
Ability to use a personal computer using Microsoft Office software. 
 
Ability to prepare and maintain various records, reports and inventory schedules. 
 
Knowledge of fleet maintenance practices and procedures. 
 
Knowledge of automotive and heavy equipment specification writing, procurement, maintenance 
standards and disposal practices. 
 
Knowledge of procedural and policy manuals. 
 
 



ADDITIONAL FUNCTIONS: 
 
Performs related duties as directed. 
 
LICENSES, CERTIFICATIONS OR REGISTRATIONS 
 
Must possess a valid Florida driver’s license. 
 
EQUAL EMPLOYMENT OPPORTUNITY STATEMENT: 
 
The Monroe County Sheriff's Office does not discriminate on the basis of race, color, religion, sex, 
national origin, ancestry, age, veteran status, marital status, familial status, sexual orientation/preference, 
gender identity, gender expression, political beliefs, disability/handicap, genetics or any other 
characteristics protected by local, state, or federal law in employment or the provision of service. 
 
Reasonable accommodations will be made for otherwise qualified individuals with a disability. 
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