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JOB DESCRIPTION 
 

TITLE 
   Fleet Scheduler 

NUMBER 
    50000372 

JOB FAMILY 
   Logistics 

GRADE 
    7 

DATE REVIEWED 
   May 2012 

FLSA CLASSIFICATION 
    Non-Exempt 

JOB SUMMARY 
Coordinates, schedules, tracks, and processes invoices for the preventative maintenance and roadside repairs of 
all PSE Fleet equipment.  Communicates with vendors to produce cost effective and timely execution of required 
maintenance and repairs.  Effectively communicates with PSE departments, drivers and vendors to facilitate a 
transparent service of company vehicles. 
 
Upholds the safety compliance standards inherent in PSE’s operating and/or field procedures related to work 
responsibilities. Promotes and supports a culture of total safety. 
 

JOB RESPONSIBILITIES 
 Updates, monitors and ensures accurate vehicle maintenance and repair record keeping in SAP.   
 Supports Fleet Manager and Standards Representative to assist in establishing, implementing and maintaining 

fleet strategies and best practices.   
 Supports policies, procedures and communications that ensure fleet maintenance and repairs reflect standards 

that comply with DOT and ANSI guidelines.   
 Manages internal/external customer relationships.   
 Utilizes SAP and Vendor reports to monitor fuel cost/consumption and deter fraudulent activity.  
 Assists various departments with outfitting; accident management and compliance details to provide an overall 

professional Fleet that will assist employees in doing their jobs efficiently and effectively.   
 Maintains an understanding of driver responsibilities and State/Federal regulations to support drivers in the 

safe/legal operation of PSE Fleet vehicles.   
 Assists in creating reports, collecting data and developing new processes for the department to optimize daily 

operations.  
 Fosters a work environment that promotes teamwork, employee satisfaction, and excellence.  
 Performs other duties as assigned. 

MINIMUM QUALIFICATIONS / KNOWLEDGE / SKILLS / ABILITIES 
 HS graduate or equivalent.  
 Proficiency in SAP and Microsoft Office suite.   
 Excellent customer service skills.    
 Experience in vehicle maintenance operations.   
 Current Washington State Driver’s License. 

DESIRED QUALIFICATIONS / KNOWLEDGE / SKILLS / ABILITIES 
 Mechanical aptitude, knowledge of vehicle maintenance and repair.   
 Ability to prioritize workload to meet customer needs.   
 Detail orientated.   
 Demonstrated problem-solving skills.   
 Excellent written and verbal communication skills.  
 Ability to multi-task in an extremely fast paced work environment. 
 

 


