
 

City of Yukon - General Employees  

Job Description 

Fleet Department: Service Writer 

 
  

Exempt:   No 

Department: Fleet Maintenance Division  

Reports To:   Fleet Superintendent 

Location:   1035 Industrial Blvd, Yukon Ok. 73099 

Date Prepared: March 29, 2019 

 

 

GENERAL DESCRIPTION OF POSITION 

Candidate must have an EXCEPTIONAL ATTITUDE, EXCELLENT COMMUNICATION SKILLS 

and INTEGRITY. Candidate will work with all employees that are assigned a City vehicle 

or piece(s) of equipment. The candidate will schedule repairs when appropriate, 

communicate with employees when there is an emergency and keep track of all 

preventive maintenance scheduling. Daily responsibilities will include facilitating the 

repairs, documenting any vehicle/equipment issues, tracking repairs and 

communicating information to the employee, preparing finish time estimates, part 

sourcing and purchasing, and finalizing repairs through our fleet soft program. 

Candidate needs to be computer literate, needs to be able to communicate both 

orally and in written from, and also needs to be efficient in multi-tasking.  

 

It is expected that the candidate will choose to display an EXCEPTIONAL ATTITUDE daily 

and show an uncompromising willingness to cooperate and treat fellow employees 

with respect. 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES 

1. Display an EXCEPTONAL ATTITUDE and UNCOMPRIMISING INTEGRITY 

2. Develop relationships with all departments 

3. Schedule and track repairs of vehicles/equipment  

4. Processing work requests, work orders and emergency repairs 

5. Operating computer system including Microsoft Excel, Word and Fleet soft 

6. Communicating with all employees orally and in written form concerning repairs 

7. Parts sourcing and purchasing 

8. Inventory control 

9. Perform any other related duties as required or assigned 

 

QUALIFICATIONS 

To perform this job successfully candidate must possess the following qualifications: 

1. Committed to maintaining a SAFE, CLEAN and FUN work environment.  

2. EXCEPTIONAL ATTITUDE and EXCELLENT COMMUNICATION 

3. Be on time and ready to work with a willingness to learn new things 

4. Cooperation with fellow workers 

5. Excellent Problem Solving Skills 

This is not an all-inclusive list; this is a new position and changes may occur. 

 



 

 

EDUCATION AND EXPERIENCE 

1. High school or GED 

2. No experience needed 

 

COMMUNICATION SKILLS 

Candidate must have the capability to: 

1. Read and understand simple instructions, notes, letters and memos 

2. Read and understand documents such as policy manuals, safety rules, operating 

and maintenance instructions, and procedure manuals 

3. Write and speak simple sentences as a means for basic communication 

4. Write routine reports such as: daily job sheet, purchase requests, ETC… 

5. Effectively communicate person-to-person  

6. Effectively communicate in small group situations  

7. Provide OUTSTANDING customer service with the general public and fellow 

employees of the City of Yukon. 

 

MATHEMATICAL SKILLS 

Candidate must have the capability to: 

1. Add, subtract, multiply, and divide in all units of measure 

2. Use whole numbers, common fractions, and decimals  

3. Read all types of maps and graphs 

 

CRITICAL THINKING SKILLS 

Candidate must have the capability to: 

1. Carry out detailed written or oral instructions 

2. Effectively use problem solving skills in the field 

3. Communicate effectively with fellow employees and the public 

 

REQUIRED LICENSE 

Candidate must have the following: 

1. Valid Oklahoma drivers’ license 

 

USE OF MACHINES & EQUIPMENT 

Candidate must have the capability to: 

1. Operate and maintain computer system that include Microsoft Excel, Word, 

Publisher and Fleet Soft software among other software 

2. Take initiative to learn new things 

 

WORKING CONDITIONS 

Candidate will be exposed to the following: 

1. Office environment most of the time but there will be some time spent in the 

garage 

 

This is not an all-inclusive list; there are other conditions that the candidate may need to 

adapt to.  
 


