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JOB DESCRIPTION 
 

TITLE 
   Sr Fleet Scheduler 

NUMBER 
    50017744 

JOB FAMILY 
   Logistics 

GRADE 
    9 

DATE REVIEWED 
   May 2012 

FLSA CLASSIFICATION 
    Exempt 

JOB SUMMARY 
Assists Fleet Manager and Standards and Compliance Representative in the replacement and addition of vehicles 
and equipment throughout PSE’s service territory. Assists in the coordination of PSE's annual fleet inventory and 
reconcilation of lease equipment and PSE asset records. 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 
 Focuses on achieving Corporate and Department goals. 
 Works closely with the Fleet Standards and Compliance Representative and three Fleet Schedulers to assist in 

establishing, implementing and maintaining an evolving progressive fleet strategy with measurable results in 
financial effectiveness, design best practices and fuel efficiency.  

 Supports policies, procedures and communications that ensure fleet functions are carried out safely, legally, 
and professionally throughout the Corporation. 

 Assists in establishing specifications for vehicles and equipment that meet PSE’s operating requirements and 
Federal and State standards. 

 Maintains vehicle utilization records and develops a strategy that ensures effective utilization. 
 This is a high exposure position requiring a strong understanding of fleet operations, standards, and Federal & 

State regulations. 
 Performs other duties as assigned. 

MINIMUM QUALIFICATIONS / KNOWLEDGE / SKILLS / ABILITIES 
 Knowledge of fleet operations, standards, applications and regulations and an understanding of how fleet 

department actions impact the Corporation. 
 The ability to communicate effectively, initiate change successfully, establish an atmosphere that embraces 

teamwork and a collaborative environment, a propensity for customer service, accepts responsibility and is able 
to quickly analyze and solve problems. 

 Education in Automotive Technology, Mechanical Engineering or a related field or an equivalent combination of 
education and related experience that provides the required knowledge, skills and abilities.  

 Valid Washington State Driver’s license  
 

DESIRED QUALIFICATIONS / KNOWLEDGE / SKILLS / ABILITIES 
 Two years of fleet experience that includes specialized utility fleet equipment. Commercial Driver’s License. 
 

 


