
Submit resume by going to www.cityofwaterlooiowa.com clicking on Career Opportunities, reviewing the 

Fleet Parts & Supply Clerk description and following directions to submit cover letter and resume.  We will 

not accept mailed, faxed, hand-delivered or directly emailed resumes.  Deadline to submit resume is Noon on 

Friday, December 6, 2019. 

 
CIVIL SERVICE NOTICE 

CITY OF WATERLOO, IOWA 

 

OPEN EXAMINATION 

FLEET PARTS & SUPPLY CLERK 
 

DEPARTMENT  : PUBLIC WORKS - CENTRAL GARAGE  

SALARY   : $22.32 per hour with $1.00 increase after 6 month probation 

FLSA    : NON-EXEMPT 

CIVIL SERVICE  : INCLUDED 

BARGAINING UNIT : TEAMSTERS LOCAL #238 

 

GENERAL STATEMENT OF DUTIES 

Under the general direction of the Fleet Maintenance Director and Division Manager of Public Works, performs 

a wide range of assignments relating to maintenance of inventory records and dispenses repair and maintenance 

parts for the Central Garage.  No supervisory responsibilities.    

 

EXAMPLES OF ESSENTIAL FUNCTIONS 

(Illustrative Only) 

These functions are essential for successful 

performance in this job classification. 

 

1. Receives fleet related parts and materials at 

the delivery area, and verifies parts received 

match packing slip, and makes sure invoices 

match packing slips.   

 

2. Stocks parts in appropriate locations. 

 

3. Locates materials and equipment in parts 

and tire room. 

 

4. Oversees and monitors part accuracy. 

 

5 Orders or assists in ordering and issues fleet 

parts and tires to accomplish fleet work 

orders. 

 

6. Maintains inventory levels or assists in 

maintaining inventory levels appropriate to 

turn around time. 

 

7. Performs parts inventory counts, quarterly 

and annually. 

 

8. Operates equipment necessary to unload, 

load, or stockpile items. 

 

9. Researches potential fleet parts suppliers for 

same products at a better price and shipping 

costs and recommends appropriate suppliers 

to management. 

 

10. Pulls parts from stock for mechanics as 

requested. 

 

11.  Receives, dates and initials invoices. 

 

12. Reconciles core credits. 

 

13. Notifies mechanic when parts are procured. 

 

14. Generates replenishment reports and orders 

part daily. 

 

15. Generates purchase orders from fleet 

software. 

 

16. Orders oil and lubricants for the City. 

 

17. Monitors City fuel site and procures fuels 

when needed. 

 

http://www.cityofwaterlooiowa.com/


18. Creates cross references for parts. 

 

19. Performs all work duties and activities in 

accordance with City, Public Works and 

OSHA policies, procedures and safety 

practices. 

 

20. Attends work regularly at the designated 

place and time. 

 

21. Performs all other related duties as assigned. 

 

REQUIRED KNOWLEDGE & ABILITIES 
1. General knowledge of engines, drive trains, 

chassis, cooling, electrical and hydraulic 

systems. 

 

2. Ability to write and work on routine reports 

and correspondence and perform light 

clerical tasks. 

 

3. Good computer skills and knowledge of 

Microsoft Office. 

 

4. Good organizational ability. 

 

5. General understanding of mechanical  

technical terms. 

 

6. Ability to exercise safety precautions 

working around mechanical equipment, 

stored material and equipment  and in 

maintenance areas.  

 

7. Knowledge of storekeeping methods and 

practices and ability to maintain a neat and 

orderly parts storeroom.  

 

8. Knowledge of traffic laws and safe driving 

methods and practices.  

 

9. General knowledge of vehicle maintenance 

and repair work. 

 

10. Ability to pick up, deliver or transfer parts, 

supplies, tools, equipment and mail in an 

efficient and timely manner.  

 

11. Ability to operate vehicles safely while 

delivering parts and materials.  

 

12. Ability to move heavy objects weighing up 

to one hundred pounds with or without 

assistance. 

 

13. Ability to follow oral and written 

instructions and perform tasks in accordance 

with standard procedures. 

 

14. Ability to establish and maintain effective 

working relationships with coworkers,  other 

City employees, vendors and the public. 

 

15. Skill in the care and safe operation of 

equipment used in transporting and storing 

parts and supplies. 

 

ACCEPTABLE EXPERIENCE & TRAINING 
1. Associate’s  Degree in car or truck 

automotive technology with minimum 2 years 

of experience in a service department 

or 

Technical school graduate with a diploma in 

automotive technology and minimum 3 years 

of experience in a service department 

or 
High school graduate/equivalent with 

minimum 4 years of experience in a service 

department. 

 

2. Experience in computerized inventory 

systems. 

 

3. Work experience must be verifiable with a 

dealership, private repair facility, truck 

stop/service center, construction company, 

governmental agency/school system or other 

legitimate business. 

 

4. Required to possess or obtain an Iowa Class B 

Commercial Drivers’ License (CDL) with air 

brake restriction and with tank and 

combination endorsements within 6 months 

of employment.  Good driving record based 

on City of Waterloo driver performance 

criteria. A candidate with any of the following 

will not be considered for employment: loss 

of license for any reason during the period 

of candidacy for employment, if the 

candidate remains without a valid, current 

license for the position when the City issues 

an offer of employment; loss of license, plea 

of guilty, plea of no contest or its equivalent 



or conviction for OWI, reckless driving or 

other major moving violation within the 

previous five years; four or more citations 

for moving violations within the previous 

three-year period, excluding speeding 

violations of 10 mph or less over the posted 

speed limit; three or more citations for 

moving violations within the previous one-

year period.  After appointment to the 

position, disciplinary action or continuing 

employment status may be reviewed for the 

following:  four or more moving violations 

within the previous three years, three or 

more moving violations within the previous 

one year or loss of license or conviction for 

OWI, reckless driving or other major 

moving violation within the previous five 

years; two or more at-fault accidents within 

a three-year period while driving on City 

business; three or more at-fault within a 

three-year period. An applicant’s driving 

record will be reviewed prior to consideration 

for an interview, prior to offer of employment 

and at least annually after hire.  

 

ESSENTIAL PHYSICAL ABILITIES 

The following physical abilities are required with or 

without accommodation. 

 

1. Sufficient strength to perform assigned tasks 

including but not limited to lifting and 

carrying up to one hundred pounds with 

assistance as needed.  

 

2. Sufficient speech and hearing that permits the 

employee to communicate effectively with 

coworkers, vendors and supervisors.  

 

3. Sufficient personal mobility that permits the 

employee to operate vehicles in all types of 

weather and move from one City facility or 

work site.  

 

4. Sufficient manual dexterity and hand/eye 

coordination for safe operation of manual and 

powered equipment.  

 

5. Sufficient depth perception, peripheral vision 

and color vision to work around machinery, 

operate equipment and identify indicator 

lights. 

 

6. Adequate hearing to communicate with 

coworkers. 

 

MISCELLANEOUS 
1. Must wear personal protective equipment 

whenever and wherever necessary such as 

safety shoes, safety glasses, hardhat, hearing 

protection and gloves. 

 

2. Must wear standard uniform if 

 supplied by City. 

 

3. Must submit to Department of 

 Transportation requirements including pre-

 employment, post-accident, reasonable 

 suspicion, random and return-to-

 duty/follow-up alcohol and drug testing. 

 

4. Following a conditional offer of 

 employment, the City of Waterloo requires a 

 physical and drug test by a physician of the 

 City's choice to determine if an 

 applicant is capable of performing the 

 essential functions of the position.  Failure 

 to pass the physical exam and drug test 

 will result in withdrawal of the 

 employment offer. 

 

5. The City of Waterloo will conduct a 

 background investigation including 

 education, employment and criminal history 

 checks on any applicant being 

 considered for this position. 

 

6. Must submit to and pass Civil Service 

 examination  procedures including a panel 

 interview. 

 

WORK SCHEDULE 
7:00 a.m.-3:00 p.m. Monday-Friday with a twenty-

minute paid lunch.  Limited overtime. 
 

ORAL EXAMINATION  

All qualified candidates who apply by the deadline 

date will be required to appear before an interview 

panel consisting of a minimum of three people who 

have expertise in the areas being tested.  An 

individual must receive a minimum average score of 

sixty points out of one hundred to achieve a passing 

score on the interview.  The top applicants, as ranked 

by their scores on the interview, will be the 

individuals placed on the certified list.  Applicants 



who qualify as outlined and are full time regular 

employees of the City of Waterloo shall have one 

additional point per full year  of  employment up to  a  

maximum of five points added to their final score.  

Honorably discharged men and women from the 

military or naval forces of the United States who 

qualify per provisions of Chapter 35 of the Code of 

Iowa and who are citizens and residents of the United 

States shall have five additional points added to their 

final score upon submission of their DD214 or ten 

points added if they were awarded a Purple Heart or 

have a service connected disability.  Employment is 

contingent on possession of a good driving record 

based on City of Waterloo driver performance criteria 

and passing a post job offer physical and drug test.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

ORAL EXAMINATION DATE 

All qualified candidates who apply by the deadline 

date will be notified of the time, place and date of the 

oral examination. 

 

A.A./E.E.O. 

Minority, female & disabled individuals are 

encouraged to apply. 

 

 

Click Here to Apply 
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https://weblink.cityofwaterlooiowa.com/forms/hr-onboarding-firedriving?applied_position=Garage%20SupplyClerk%202019

