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                                              Automotive Service Writer
                        DGS - Fleet Management Department 
27

Valid state driver's license. Within 90 days of employment  must obtain Navajo Nation Vehicle Operator's Permit.  
Within (6) six months must obtain Commercial Drivers License (CDL).  

THE NAVAJO NATION GIVES PREFERENCE TO ELIGIBLE AND QUALIFIED APPLICANTS IN ACCORDANCE WITH 
THE NAVAJO PREFERENCE IN EMPLOYMENT ACT.                                                 Revised: 1-15-99

Performs intake or maintenance and repair request by writing repair orders using the Ron Turley Associates
(RTA) computer maintenance program; checks vehicle mileage, schedules vehicles for preventive
maintenance/repairs; ensures that paperwork gets to the proper work stations for maintenance repairs; checks
completed work orders, including parts expended, technician repair time and closes out work orders; assist with
customer with minor work, such as topping off fluids, replacing wiper blades and diagnosing repairs; assist
technicians with repairs, locating vehicles and towing assistance; relay parts and documents to other shops;
contacts outside vendors for services that are required and cleans office machines.

An Associates Degree in Automotive Technology; and three (3) years of work experience as an Automotive
Service Writer/ customer service or as an automotive mechanic; (to receive full credit for education/training
applicant must submit copies of college transcript, certificates, diploma, etc.) 

Three (3) years experience as an Automotive Service Writer or an equivalent combination of education; training
and experience which provides the capabilities to perform the described duties.

Knowledge of basic automotive repairs, concepts, use of factory service manuals, computer hardware, software
and peripherals. Skills in preparation of work orders, abd obtaining automotive parts. Ability to prepare reports,
diagnose vehicle problems, communicate and ability to keep and retrieve maintenance records.


