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Job Code: 614 

Class Title: Fleet Porter 

Retirement Class Code: HB (Regular Risk) 

__________________________________________________________________ 

Type of Position: Civilian  

Pay Grade: 1  
1. Workweek:  Full-Time (40 Hours bi-weekly)  

2. FLSA: Non-Exempt from overtime  

3. EEO Category: 08 (Service Maintenance)   

4. Department:  Fleet Maintenance  

5. Section/Org Code: Compensation; Org. Code 8380 

6. Location:  Land O’Lakes  

7. Job Summary:  Responsible civilian position involving light automotive services such as 

checking and adding fluids, changing and recharging batteries, outstanding customer service and 

driving agency vehicles to and from vendors. Organizing and inspecting all vehicles prior to turn 

in and issue.  

   8. Working conditions:  Standard vehicle maintenance garage 

9. Position reports to: Chain of Commnad in accordance with current organizational chart 

      10. Position directly supervises: None 

11. Education and Experience: High School Diploma or GED certificate required. Must maintain 

a valid Florida Driver’s License at all times. Unescorted CJIS clearance as authorized by FDLE is 

required. 

 

12. Illustrative duties and responsibilities:   

 Drives vehicles to and from vendors 

 Organizes and accounts for all leased and loaner vehicles 

 Inspects vehicles for damage and cleanliness prior to turn-in 

 Inspects all leased and loaner vehicles to ensure they are ready for issue 

 Inputs information into computer, database, or related software to maintain records such as 

repairs, maintenance, equipment, and customer service history 

 Documents discrepancies and completes work orders for additional maintenance 

 Maintains tools, supplies, and workstations in a clean, safe, and presentable manner  

 Assists staff with physical inventory of equipment, parts, supplies, and tools  

 Assists staff in minor repairs of vehicles and equipment  

 Attends meetings, training sessions, educational courses; reviews videos, online resources, 

paper manuals, and other materials  

 Performs other related duties as required  
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13.  Associated knowledge, skills and abilities: 

 

KNOWLEDGE OF: 

 Vehicle and equipment for normal garage  

 Safety guidelines and procedures  

SKILLED IN: 

 Driving 

 Prioritizing assignments as it relates to customer needs and deadlines 

 Relating to the public  

 ABILITY TO:  

 Perform duties in a collaborative team environment  

 Prioritize assignments as it relates to customer needs and deadlines  

 Utilize computers, databases, and related software  

 Represent the Sheriff’s office with professionalism, tact, and courtesy  

 Resolve or elevate requests for assistance  

 Climb, bend, stoop, kneel, and crouch for frequent and extended periods of times 

 Lift and carry 50-lbs  

 Work in adverse or extreme weather conditions  

MINIMUM PHYSICAL AND OTHER REQUIREMENTS 
 
The physical abilities listed below are estimates of time spent during a typical workday to perform 
essential functions and responsibilities. Members in this position may be required to: 
 

 Sit up to 3 hours per day 
 Stand up to 3 hour per day 
 Walk up to 2 hour per day 
 Occasionally lift up to 50 lbs. 
 Frequently bend, squat, reach, kneel or twist 

 
Other Requirements: 

 20/40 vision (corrected/uncorrected) 
 Ability to hear conversation at a normal level (assisted or unassisted) 
 Ability to work shift work 
 Ability to work in hazardous conditions 
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14.  Equipment or machines routinely used in this position: Agency vehicle, Tow Truck or lift, 

and standard garage equipment and tools. 

 

15. Amount and type of supervision position receives: Member will work under moderate 

guidance and supervision of the Chain of Command in accordance with current organizational 

chart. 

 

16.  Review procedures: Work is reviewed upon completion and/or periodically by the Chain of 

Command in accordance with current organizational chart. This position receives a formal written 

performance appraisal in accordance with General Order 35.1. 

 

17.  Essential Tier Response: Tier 2 - Mission Essential: This position designation is for those 

that are needed to ensure the continued operations of mission essential functions for the agency. 

These positions are not in leadership or specialized capabilities, but provide limited logistical 

support to operations. This position designation supports requirements other than immediate 

emergency response and organizational leadership. 

 
18. This position description lists the duties and responsibilities an incumbent would generally 
expect to perform. Percentages of time, when used, are estimated annual averages and as such are 
subject to periodic fluctuations. This position description is not designed to cover or contain a 
comprehensive listing of activities, duties or responsibilities that are required of the member for 
this job. Duties, responsibilities and activities may change at any time with or without notice.  
 
19. This position may be subject to lateral transfer at the Sheriff’s discretion based on the needs of 
the agency and/or development of the member. A lateral transfer is a move of position and/or title 
within the same pay grade or equivalent. A lateral transfer may result in change in schedule, 
change in responsibilities, change in assigned equipment, and/or change in assignment location. 
However, no lateral transfer shall affect a member’s base pay.  
 


