   Turf Equipment/Storr Tractor 
Name:

Date:  
    10/14/2022


Position:

Corporate Fleet & Facilities Manager


Department:
Fina

Reports To

Heidi Mantzouranis, VP – Finance & Acctg

FLSA Status:

  Exempt	
Work Schedule
Monday-Friday 8:00AM- 4:30PM	
Work Location
Jessup, MD;  West Chester, PA; or Branchburg, NJ









CULTURAL FRAMEWORK


Page 1 of 3


[bookmark: _Hlk85613183]
Together We Have a Vision: Be the Best.
To be the most trusted and preferred turf care distributor with the best team of people and the most loyal customers.
Together We Have a Mission: Exceed Expectations.
To always exceed our customers’ expectations by providing relevant solutions and superior customer service.
Together We Have a Commitment: Continuous Growth.
As each of us grows stronger, so shall the team and our collective performance.
Together We Have an Expectation: Great Results.
Profits are not only shared as rewards for great past performance, they’re also the fuel for investments toward our future growth and success.
Together We Have a Choice: Have Fun.
Having fun starts with your attitude, so choose to be positive and have more fun with your colleagues and customers.
Together We Have a Guiding Principle: Integrity.
Strong relationships, built on trust and integrity, are the foundation of our business. Do what is right, not what is easy.
Together We Have a Responsibility: Make a Difference.
“We make a living by what we get, but we make a life by what we give.” Winston Churchill

LEADERSHIP ANNUAL FOCUS – 2022:   “Continuous Growth”

Together We Have a Commitment: Continuous Growth
As each of us grows stronger, so shall the team and our collective performance.

Continuous Growth is a key component of our culture that requires a commitment from you.  Do you have some aspect of your personal and/or professional life that you wish was better?  Instead of just wishing it was better, make a commitment to yourself, and plan to make it measurably better in 2022.  To do this, you must not only be committed, but also have a specific plan.  As part of your plan, have an accountability partner.  This could be your spouse, a good friend, your manager, a co-worker, or anyone else who cares about you and yours growth.  Pick someone who will help you establish a plan with SMART goals, which are Specific, Measurable, Achievable, Relevant, and Time bound.  SMART goals make it much easier for you, and your accountability partner, to measure progress.  Your accountability partner should be in regular contact to encourage you and ensure that you remain dedicated to the plan.  

We are committed to supporting your continuous growth plan, and the future is bright with an already strong team that is committed to growing even stronger!


QUALIFICATIONS

EDUCATION/ WORK EXPERIENCE
· High School Degree or Equivalent  
· Associate or Bachelor’s degree in business management preferred, but not required
· Five (5)+ years of fleet management in a multistate fleet environment
· Experience in auto mechanics 
· Microsoft Office Products (Email, Excel, Word), GPS Tracking Tools, and other technology skills
· Experience working with outsourced fleet partners, such as Enterprise
· Vendor contract negotiation preferred, but not required



LICENSES
· A valid driver license and clean driving record is required
· Class A or Class B Commercial Drivers license preferred, but not required

BACKGROUND CHECK / DRUG TEST
· Must pass background checks
· Must pass drug screening tests
PHYSICAL ABILITY
· Ability to walk, stand, kneel, push, stoop, reach above the shoulder, grasp, pull, hear, see, write, count, and speak

PRODUCT KNOWLEDGE
· Vehicle knowledge – including light-duty and heavy-duty trucks and trailers 

WORK ENVIRONMENT
· Conditions include working inside in a smoke-free building
· Working closely with others and working alone
· Ability to work in an orderly and organized fashion

CULTURAL FIT
· Honesty, integrity, positive attitude, and a growth mindset
· Strong work ethic including attendance & punctuality
· Customer service oriented
· Strong Attention to detail
· Excellent interpersonal and communication skills
· Ability to maintain the highest level of professionalism and confidentiality
· Proper business etiquette and professional demeanor always displayed
RESPONSIBILITES

FLEET
· Manage corporate fleet of more than 80 vehicles and trailers, which includes vehicles garaged in over 5 states
· Ensure vehicles are serviced per recommended periodic maintenance routines, and in compliance with state inspections regulations
· Ensure company compliance with all Federal and State DOT rules and regulations
· Ensure all vehicle registrations are processed timely and accurately
· Calculate and work with Accounts Payable to calculate and file DOT taxes per each state regulation i.e. IFTA, NY HUT, Tractor Trailer Heavy Use Tax
· Ensure compliance with FMSCA drug and alcohol testing and requirements
· Collaborate with HR, 3rd Party testing facility, and employees regarding DOT physicals for all Commercial Licensed drivers
· Work with employees and insurance provider to report vehicle accidents, on a timely basis
· Provide post-accident safety training to drivers, as needed
· Conduct annual vehicle safety training to all drivers, in coordination with the corporate insurance providers
· Manage on premise fuel accounts (NY only) and WEX fuel charge cards to all qualifying drivers – add/change/remove WEX user and vehicle information, as needed
· Update, assign, and manage EZ Pass transponders for all fleet vehicles
· Review and recommend vehicle and trailer replacement schedule as part of the Annual Budget Planning process
· Collaborate with Vehicle dealerships, Enterprise Fleet, and Department Managers to create a standard spec for all new vehicles purchased/leased
· Collaborate with Vehicle dealerships, Enterprise Fleet, and other outlets to sell vehicles and trailers that are no longer needed in the fleet

FACILITIES
· Work with on-site facility manager to ensure that buildings and grounds are maintained on a regular basis
· Manage generators and solar arrays, ensuring that annual maintenance and testing is performed
· Coordinate and negotiate vendor contracts to cover all facilities within the organization, wherever possible
· Coordinate with on-site facility manager and 3rd party vendors related to any inspections, repairs, and preventative maintenance
· Identify and resolve any safety/hazard concerns at each facility
· Ensure compliance with local/state Fire Marshal regulations
· Manage Verizon cell phone account for the enterprise, including updating phone plans, phones, and users, as necessary
· Travel to each of the 6 facilities (VA, DE, MD, PA, NJ, NY) on a regular basis, to meet with contractors and on-site facility managers
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CUSTOMER SERVICE
· Ability to communicate well with others with good customer service skills including person to person, phone, email and texting.
· Return all communications (email, phone, fax, texts, etc.) within 24 hours (if not sooner).
· Develop business relationships with employees and vendors

SOFT SKILLS
· Honesty, integrity, and passion
· Strong work ethic
· Attention to detail
· Excellent interpersonal and communication skills are required to interact effectively with internal customers, contractors, and suppliers
· Proper business etiquette and professional demeanor always displayed

OTHER
· Participate in annual physical inventory counting process
· Other duties, as assigned




 
