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Classification Specification
	

	
	2218100

	
	TRANSIT VEHICLE PROCUREMENT ADMINISTRATOR



Class Summary

The responsibilities of this classification include the preparation and procurement of King County’s transit revenue fleet. Incumbents in this classification manage bus contracts from design of coaches to delivery of fleet to King County Department of Transportation and serve as fleet procurement technical expert from development through contract warranty administration.

Distinguishing Characteristics

This is a single-level classification. Incumbents are responsible for all phases of the fleet acquisition process including design, development of specifications, writing requests for proposals, procurement process management, award of contracts, review of prototype, assembly, delivery of fleet and warranty administration. This classification is distinguished from other contracts and purchasing related classifications in that this position is responsible for managing high value and complex contracts. 

Examples of Duties (May vary by position)

1. Design, develop and manage multiple contracts involving construction of revenue transit vehicles; technical, capital project contracts and major equipment purchases. 

2. Create scope and tasks for multi-million dollar technical, professional and engineering consultant contracts. Design, develop and manage contracts to successful completion. Recruit and hire personnel for specific contracts and projects. Supervise procurement staff.  

3. Manage and supervise federally required, in-plant inspection staff for rolling stock (bus, rail) contracts. Modify contracts as failures and defects are discovered. Amend contract boilerplate language to incorporate resulting contract modifications for future RFP’s. 

4. Conduct quality control and production analysis of bus building and project work being performed. Convene work group supervisory staff to collectively develop changes.
5. Plan, organize and coordinate warranty administration program including incorporating federal, state and local guidelines concerning warranty responsibilities. Maintain database to track repairs and failures on all vehicles throughout the terms of their warranty.

6. Develop contract language/provisions and warranty specifications. 

7. Develop and monitor procedures for handling failed parts and equipment under warranty.

8. Review and recommend approval of contractor warranty corrective action proposals and plans.

9. Review repair and failure data for vehicles under warranty to determine if there are trends.  Review and analyze vehicle and equipment failure trends to establish potential warranty claims.

10. Maintain liaison with OEM vendors, manufacturers, engineers and others.

11. Monitor vendors to ensure that information is provided and warranty repair work is performed in accordance with the agreements and in a timely manner.

12. Monitor, gather, interpret and communicate supplier and contractor warranty terms, policies and procedures.

13. Review maintenance work orders for warranty claim qualification; manage the processing of claims for reimbursement and returns for credit on parts, materials and labor for equipment under warranty.

14. Participate in establishing goals and objectives for the program.

15. Provide budget for area of responsibility.

16. Select, supervise, train, motivate, assign, evaluate, counsel and discipline staff.

17. Operate a personal computer with common software applications (i.e. word processing, spreadsheet and database); learn specialty software of the work unit.

18. Gather, review and analyze a variety of data and make recommendations for corrective action. 
19. Interpret and apply laws, rules and regulations. 

20. Prepare warranty specifications and contract provisions.

21. Learn theory, operation and repair of heavy-duty diesel powered vehicles and electrified rail vehicles and systems.   

22. Establish and maintain cooperative relationships with vendors and others contacted in the course of work.
23. Perform othe duties as assigned.
Knowledge/Skills (May vary by position)

Knowledge of the principles and practices of program and records management

Knowledge of federal, state and local laws pertaining to warranty compliance

Knowledge of typical provisions and terms found in contracts specifically related to equipment warranty agreements

Knowledge of basic theory and operation of mechanical systems

Knowledge of principles and practices of office administration, supervision, training and motivation
Skill in planning, organizing and coordinating a warranty administration program

Skill in reading, interpreting and effectively utilizing management information reports

Skill in developing, analyzing and implementing procedures

Skill in managing high value/high profile construction and project management contracts, including consulting contracts 

Skill in developing procurement policy and procedure and project budget development

Skill in identifying and resolving potential and existing issues with project scopes, terms, deliverables, and cost formulas for contracts, amendments and change orders

Licensing, Certification and Other Requirements

Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.
	FLSA Designation
	Exempt

	Levels within same series
	None
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