
REQUISITION NO: Date Posted:
POSITION NO: Closing Date:
CLASS CODE:
POSITION TITLE:
DEPARTMENT NAME:
DEPARTMENT NO: WORKSITE LOCATION:
WORKS DAYS/HOURS: POSITION TYPE: GRADE:

Days: Permanent: SALARY:
Hours: Temporary: Duration: $ Per Annum
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DUTIES AND RESPONSIBILITIES:

QUALIFICATION REQUIREMENTS:
Education and Training:

Experience:

Special Knowledge, Skills and Abilities:

License/Certification Requirements:

VETERANS PREFERENCE APPLIES 

Mon - Fri
8am-5pm 23,899.20

11.49

SENIOR AUTO PARTS TECHNICIAN
Navajo Transit System

005
N590A

Fort Defiance, Arizona

THE NAVAJO NATION
Department of Personnel Management

JOB VACANCY ANNOUNCEMENT

943137
4043

10/25/10
11/05/10

DGS0052538

Possession of a valid state driver's license and Navajo Nation Vehicle Operator's Permit.  PREFERRED: Possess a Commercial Driver's 
License (CDL); required with clean a driving record for the past three years prior to employment.  PREFERRED: Must obtain a Navajo 
Nation Motor Vehicle permit within two weeks of employment. Obtain certificate of emergency safety course (First-Aid and CPR) within 90 
days of employment.  Subject to pre-employment testing Drug and Alcohol Policy and criminal background/driving record check.  May take 
place before officially hired.

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

Under supervision of Equipment Mechanic Supervisor, keeps a large perpetual inventory of all supplies, parts, lubricants and tires;
establishes inventory controls; assists and communicates with Senior Equipment Mechanics on requirements and selecting parts to ensure
proper product line; determines Re-Order Points (ROP) and orders as necessary; may be asked to develop budget estimates for areas of
inventory responsibility; orders and issues /distributes stock; obtain price quotes to determine from which vendor to purchase parts and
supplies; verifies invoice against incoming parts and supplies and ensures appropriate credit on exchanges; anticipates parts needs and
orders in advance of expressed need; keeps abreast of possible sources for parts and makes arrangements for delivery or delivers parts to
have available when needed.

A High School diploma or GED; and  (to receive full credit for education, training and experience, applicant must submit copies of 
transcripts, degrees, diplomas, certificates, etc.) 

Three (3) years of experience in receiving, stocking, and issuing automotive parts and supplies; one (1) year of which must have been in
accounting or related experience; or an equivalent combination of educaiton, training and experience which provides the capabilities to
perform the described duties. 

Basic accounting practices and methods, maintain computerized databases and inventory, and knowledge of general office procedures.
Must utilize customer service techniques when obtaining quotations or responding to account discrepancies and establish effective working
relationships.  Computer literacy including word processor, spreadsheets, presentation and database.

Be familiar with and in compliance with the Federal Motor Coach Carrier Safety Regulations as prescribed by the U.S. Department
Transportation, Federal Transportation Administration, Navajo Transit System Drug and Alcohol Testing Policy, the Navajo Nation
Personnel Policies and Procedures manual.  Perform other duties as assigned by immediate supervisor and Department Manager.

Implement and maintains automated parts inventory and accounting systems; maintains and monitors repair jobs by entering and closing
work orders in appropriate database; prepares purchase requisitions and other required documents; conducts physical inventory; monitors
balances of open purchase orders; responsible for return and replacement of obsolete parts; Maintains proper handling and disposal
procedures for chemicals and solvents; Maintains clean, safe working environment; Work closely with other staff; Coordinate services with
other Navajo Nation departments. Required to participate in monthly TQM workgroup meetings; may be delegated in the absence of
supervisor.


