
TITLE:  CITY GARAGE FOREMAN 
LEVEL:  M-7 $49,984 - $60,973 
DEPARTMENT:      FACILITIES & FLEET MANAGEMENT 
 
FUNCTION:  Responsible for the coordination of the maintenance, repairs, replacement and 
record keeping of City vehicles and equipment. 
 
SUPERVISION RECEIVED:  Works under the general guidance and direction of the Garage 
Superintendent and Director of Facilities & Fleet Management. 
 
SUPERVISION EXERCISED:  Exercises supervision over garage employees and other staff 
as assigned. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES:  Supervises, trains and directs garage 
personnel in repairs, maintenance and fabrication of equipment throughout City departments.    
Supervises the inspection and/or troubleshooting of vehicles to approve them for compliance 
with Registry of Motor Vehicle standards. 
 
Determines need for repair or replacement of vehicles and equipment.  Inspects all equipment for 
proper care and maintenance.  Consults with operators, manufacturers and/or dealer 
representatives regarding specifications or problems relating to the operation of vehicles and 
equipment. 
 
Schedules and performs maintenance and repair on emergency and non-emergency vehicles and 
equipment such as diesel engines, hydraulic and ground maintenance equipment, snow removal 
equipment, etc. 
 
Maintains a parts inventory and related records to meet scheduled and emergency repairs and 
maintenance, and ensures the security and protection of garage property and equipment. 
Analyzes the different equipment prices as to design specifications and repairs.   
 
Enforces existing procedures and policies, and develops new garage methods and procedures as 
authorized.  Ensures adherence to applicable City, State and Federal health and safety rules and 
regulations.  Maintains garage and equipment in clean and orderly condition. 
 
Writes up repair orders or work sheets.  Develops and maintains an equipment maintenance and 
replacement program.  Analyzes equipment utilization.  Assists different departments in the 
research and analyzing of equipment needed for purchasing.  Orders parts, supplies, tools and 
equipment. 
 
Assists the Superintendent with researching equipment before purchase to ensure the City has 
received the best long-term value when purchases are made.  Keeps up with any changes or 
improvements that may develop. 
 
Maintains records of all personnel in the garage.  Maintains records of purchases, requisitions, 
Registry files, accident reports, outside repairs, etc. 
 
 



Prepares specifications for new vehicles and equipment for the department and other City 
departments.  Writes out reports and specification sheets for purchases. 
 
Assists with preparation of specifications for all heavy equipment, trucks, motorized equipment 
and vehicles, as well as garage maintenance equipment purchased by the department as well as 
other City departments.   
 
Works with wiring schematics, and other repair and parts manuals required.   
 
Directs and assigns tasks to subordinate staff in the performance of their duties as needed.  
 
The above covers the most significant responsibilities of this position.  It does not, however, 
exclude other occasional duties, the inclusion of which would be in conformity with the level of 
the position. 
 
DESIRED MINIMUM QUALIFICATIONS: 
 
Education and Experience:  High school diploma or GED equivalent required plus some 
specialized training in motor vehicle repair, and three years of related experience in the 
management of fleet garage; or any equivalent combination of education and experience. 
 
Necessary Knowledge, Skills and Abilities:  Thorough knowledge of automotive mechanics.  
Considerable knowledge of gas and diesel engines, transmissions, hydraulics, fire pumps and 
valves, generators, and welding.  Considerable knowledge of price trends, and grades or quality 
of materials and equipment.  Working knowledge of the hazards and safety precautions common 
to municipal maintenance and repair activities.  Working knowledge of the practices, methods, 
materials and tools used in modern equipment maintenance. 
 
Skill in operation of listed tools and equipment. 
 
Ability to establish and maintain effective preventive maintenance programs, policies and 
procedures.  Ability to maintain effective accounting procedures.  Ability to carry out assigned 
projects to their completion.  Ability to communicate effectively verbally and in writing.  Ability 
to establish and maintain effective working relationships with employees, supervisors, vendors 
and the public.  
 
SPECIAL REQUIREMENTS:  Possession of a valid Massachusetts driver’s license with good 
driving record, including CDL Class B endorsement, vehicle inspection license, hydraulic license 
and/or ability to obtain these licenses within six months from date of hire. Mandatory CORI 
(Criminal Offender Record Investigation) background check per City Council Ordinance 
effective May 14, 2013.  
 
TOOLS AND EQUIPMENT USED:  Electronic and diagnostic tools for troubleshooting City 
equipment.  Hand and power tools, hydraulic lifts, floor jacks, overhead cranes, arc welders, etc.; 
Computer, calculator, phones and radios. 
 
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 frequently required to use hands to 
finger, handle, feel or operate objects, tools, or controls; and reach with hands and arms. The 
employee is occasionally required to climb or balance; stoop, kneel, crouch, or crawl. The 
employee is occasionally required to walk, sit and talk or hear. The employee must frequently lift 
and/or move up to 25 pounds, and occasionally lift weights up to 100 pounds. Specific vision 
abilities required by this job include close vision, color vision and the 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 frequently works near moving mechanical 
parts or in outside weather conditions. The employee is occasionally exposed to wet and/or 
humid conditions, fumes, toxic or caustic chemicals. 
  
The noise level in the work environment is moderately noisy.                         
 
SELECTION GUIDELINES:  Formal application; rating of education and experience; oral 
interview and reference check; job-related tests may be required.  
 
The duties listed above are intended only as illustrations of the various types of work that may be 
performed. The omission of specific statements of duties does not exclude them from the 
position if the work is similar, related or a logical assignment to the position. 
 
The job description does not constitute an employment agreement between the employer and 
employee and is subject to change by the employer as the needs of the employer and 
requirements of the job change.  
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