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In an effort to create organizational clarity, and to empower its employees, the City of Sheridan has identified 

its core values.  These values are fundamental to meeting the mission of the City.  It is expected that the 

employee in this position will meet his or her responsibilities including observable commitment to these values. 

 
JOB SUMMARY 

 

This position is responsible for the supervision and management of the City Maintenance Shop. 

 

MAJOR DUTIES 

 

 Oversees and supervises the day-to-day operation of a complete maintenance and repair facility. 

 

 Prioritizes, assigns and participates in the repair and maintenance of City vehicles and equipment for 

all departments. 

 

 Assists in the preparation of new equipment budget; writes equipment specifications; reviews bids; 

recommends equipment purchases for all departments. 

 

 Estimates equipment life spans for use in a comprehensive equipment replacement program. 

 

 Maintains a fleet program and recommends the replacement of the equipment of the City of Sheridan 

fleet.   

 

 Implements and maintains a tracking system for scheduled repairs, preventative maintenance, 

warranties, and fuel use for all equipment. 

 

 Diagnoses malfunctions; repairs and maintains all city gas and diesel equipment; fabricates parts 

when needed; performs complete equipment overhaul; welds; repairs tires. 

 

 Maintains a safe work environment for all employees in compliance with OSHA and EPA 

regulations. 

 

 Supervises, evaluates, and disciplines division personnel. 

 

 Schedules and conducts monthly safety meetings. 

 

 Communicates with division supervisors for the purchase of new and used vehicles and equipment; 

purchases parts, shop supplies, shop tools, and shop equipment. 

 

 Recommends budget for the Shop Division. 
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 Maintains shop inventory of oil, filters, cleaning chemicals, and fuel. 

 

 Communicates with city departments on vehicle concerns or maintenance needs. 

 

 Trains, assigns, supervises, evaluates, and disciplines personnel. 

 

 Ensures that shop is in good condition and cleaned daily. 

 

 Serves as the main contact for spill containment and underground tank certification for the entire 

Service Center site. 

 

 Performs related duties. 

  

KNOWLEDGE REQUIRED BY THE POSITION 

 

 Knowledge of the tools and techniques of equipment repair, including equipment brake, fuel, 

hydraulic, air, and computer systems. 

 

 Knowledge of management and supervisory principles and practices. 

 

 Knowledge of department and city policies and procedures, and federal, state, and local laws and 

regulations. 

 

 Knowledge of city purchasing procedures. 

 

 Skill in welding, cutting, and reshaping metals in the fabrication of parts. 

 

 Skill in planning, organization, and decision making. 

 

 Skill in the supervision of personnel. 

 

 Skill in public speaking and public relations. 

 

 Skill in oral and written communication. 

 

SUPERVISORY CONTROLS 

 

The Public Works Director assigns work in terms of very general instructions. The supervisor spot-

checks completed work for compliance with procedures and the nature and propriety of the final results. 

 

GUIDELINES 

 

Guidelines include city personnel policies, safety regulations, OSHA and EPA regulations, and 

equipment operation manuals.  These guidelines require judgment, selection, and interpretation in 

application.   

 

 

COMPLEXITY/SCOPE OF WORK 
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 The work consists of varied administrative, supervisory, and technical duties.  Inclement weather 

conditions contribute to the complexity of the position. 

 

 The purpose of this position is to supervise and manage the city’s maintenance shop.  Successful 

performance helps ensure well-maintained vehicles and equipment. 

 

CONTACTS 

  

 Contacts are typically with vendors, co-workers, and the general public. 

 

 Contacts are typically to give or exchange information, resolve problems, motivate personnel, 

provide services, and justify, negotiate, or settle matters.  

 

PHYSICAL DEMANDS/ WORK ENVIRONMENT 

 

 The work is typically performed while sitting at a desk or table or while intermittently standing, 

stooping, walking, bending, or crouching.  The employee frequently lifts light and heavy objects, 

climbs ladders, uses tools or equipment requiring a high degree of dexterity, and must distinguish 

between shades of color. 

 

 The work is typically performed in an office, maintenance shop, or outdoors, where the employee 

may be exposed to cold or inclement weather.  The work exposes the employee to noise, dust, dirt, 

grease, machinery with moving parts, and irritating chemicals.  The work requires the use of 

protective devices such as masks, goggles, or gloves. 

 

SUPERVISORY AND MANAGEMENT RESPONSIBILITY 

 

This position has direct supervision over Mechanics (2). 

 

MINIMUM QUALIFICATIONS 

 

 Knowledge and level of competency commonly associated with completion of specialized training in 

the field of work, in addition to basic skills commonly associated with the completion of high school 

or equivalent. 

 

 Experience sufficient to thoroughly understand the work of subordinate positions to be able to 

answer questions and resolve problems, usually associated with five years experience or service. 

 

 ASE Auto Mechanics/Heavy Duty Certification and Emergency Vehicle Certification 

 

 Possession of or ability to readily obtain a valid commercial driver's license issued by the State of 

Wyoming for the type of vehicle or equipment operated. 

 

The City of Sheridan is an at-will employer.  This means that either party – the employee or the employer 

– may end employment at any time, with or without cause, with or without notice.  All the terms, 

conditions and benefits of employment with the City are subject to change at any time, with or without 

notice, at the discretion of the City. 
 


