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JOB DESCRIPTION FORM 

COMPANY:     Newport Utilities       DATE REVISED:   11/07/2019 

JOB TITLE:   Mechanic   

REPORTS TO:  Fleet Supervisor   

PURPOSE OF THE JOB: 

The primary role of the Mechanic is to repair, replace, and fabricate parts for vehicles and 
equipment as needed to insure safe and efficient operation of the utility's mobile fleet. 

ESSENTIAL JOB DUTIES: 

1. Responsible for compliance of all applicable safety, security, and environmental rules and 
regulations, and company policies and procedures related to the utility’s mobile fleet. 

2. Responsible for upkeep of garage facilities and equipment and stock of vehicle parts or other 
related materials. 

3. Coordinate with supervisors, equipment operators and vehicle operators to make repairs or 
perform maintenance work in a timely and efficient manner.  

4. Perform routine engine maintenance on vehicles (i.e., tune-ups, lubrications, filter changes, 
and electrical control components using appropriate hand and/or power tools), and diagnostics 
of vehicle computer systems. 

5. Steering and suspension:  Repair or replace defective tires, steering boxes, wheel bearings, 
shock absorbers, coil springs, tire rods, drag link, and rotate tires using appropriate hand and/or 
power tools. 

6. Power train:  Repair, replace, or rebuild, automatic and manual transmissions, drive shafts, rear 
axles, third member (differential), axles, axle bearings, and flywheel/clutch assemblies using 
appropriate hand and/or power tools. 

7. Brake systems:  Repair, replace, or remove air compressors, wheel cylinders, master cylinders, 
brake shoes or pads, turn rotors and drums, and perform analysis of anti-lock brake systems 
(ABS) using appropriate tools.  (This includes work on air, hydraulic and electric brake 
systems.) 

8. Exhaust systems: Repair or replace manifolds and gaskets, mufflers, exhaust pipes, and 
catalytic converters. 

9. Perform routine maintenance and follow specified guidelines and procedures in accordance to 
State and Federal emission control laws. 

10. Air conditioners:  charge systems; replace compressors and/or hoses; properly recycle old 
Freon. 

11. Hydraulic systems:  Replace or repair lines, valves, cylinders, motors, pumps, switches, 
controls, gear boxes, and filters.  

12. Perform necessary body work by replacing door hangers, rebuilding brackets and                
buckets, and broken or bent parts. 

13. Perform unit inspections and service aerial equipment per manufacturers’ guidelines. 
14. Perform safety inspections per Federal DOT regulations. 
15. Employee may have access to confidential information and is expected to ensure that 

confidentiality is maintained. 
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16. Must be able to work extended hours beyond normal shift, evenings, weekends, and holidays 
during emergencies. 

17. Must be able to report to work for emergency purposes in 30 minutes or less. 
18. Subject to working overtime on short notice. 

MARGINAL JOB DUTIES: 

1. Deliver materials to other sites. 
2. Deliver vehicles to work sites as needed. 
3. Welding: Perform minor cutting and welding jobs using oxyacetylene torch or MIG welder to 

cut or repair equipment. 
4. Other duties as assigned. 

KNOWLEDGE, SKILLS & ABILITIES: 

1. Possess adequate reading ability to interpret information from repair manuals, schematics, 
parts catalogs, service manuals, and procedures in equipment operation and maintenance 
manuals, written/printed information on maps, diagrams, service orders, and safety manuals. 

2. Possess adequate written language ability to complete maintenance records, fuel reports, 
service work orders, and time sheets, record data into spreadsheets, make notes, and provide 
written directions. 

3. Possess adequate mathematic ability to keep inventory records, calculate circuit resistance, and 
evaluate bids (addition, subtraction, multiplication, and division). 

4. Possess adequate computer skills for record keeping, diagnostic work, researching on-line 
documentation, making inquiries on our mapping system, and email correspondence. 

5. Proficiency in Microsoft Office applications (Word, Excel, PowerPoint, Access, Outlook). 
6. Possess organizational, influencing, customer service, and problem solving skills. 
7. Possess leadership abilities and be able to work as a member of a team. 
8. Possess detailed knowledge of NU’s service territory 

 

EDUCATION, EXPERIENCE, DEGREES, CERTIFICATES, OR LICENSES REQUIRED  

1. High school diploma or GED certificate. 
2. ASE certified Technician or interested, willing, and able to successfully complete certification 

as requested by NU (DOT inspection & air brakes). 
3. Completed an appropriate vocational training program in automobile or diesel engine repair. 
4.  Minimum three years of experience working in vehicle (mobile equipment) maintenance. 
5. Possess a valid Tennessee Commercial Driver’s License, or obtain within six months of hire 

date. 

 


