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Job Title: 

Work Location: 

Division/Department: 

Reports to: 

Start Date:  End Date: 
 Full-time
 Part-time - 19 hours a week
General Description: 

Duties and Responsibilities: 

Qualifications and Core Competencies 

Internship ($17.50 an Hour) 
Accredited Internship 
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	Job Title: College Assistant - Fleet Maintenance Coordinator 
	Work Location: 555 West 57th Street, New York, NY 10019
	DivisionDepartment: Facilities Planning Construction & Management 
	Reports to: Office Manager
	Qualifications and Core Competencies: Fluency in Spanish is highly preferred 
 
Valid driver’s license 
 
Clean driving record
 
Proficiency with computers including Microsoft Office and web-based applications preferred
 
 
	Start Date: 
	End Date: 
	Duties and Responsibilities: As a member of the Team, you will serve as a Fleet Maintenance Coordinator. You will use your excellent communication, organization, and multi-tasking skills to ensure that the Department's fleet of cars are in pristine working condition. 

The Fleet Maintenance Coordinator is responsible for the safety, reliability, and longevity of each vehicle in the fleet which entails ensuring fleet vehicles receive scheduled cleaning, maintenance checks, and repairs by coordinating vehicle drop off and retrieval from the garage repair shop and car wash. 

The Fleet Maintenance Coordinator works directly with the Office Manager on monitoring the condition of each fleet car and developing best practices.

As the Team's Fleet Maintenance Coordinator, you will also be responsible for activities that require driving the fleet vehicles, including driving the vehicles to and from garages and car washes. 

	General Description: The Facilities Planning Construction Management's (FPCM) Team consists of talented and dedicated professionals who plan, design, build, maintain, and serve all CUNY campuses. 

Fleet cars are used by the Team’s project managers, assistant directors and executive staff to perform site visits and attend meetings throughout the CUNY campuses. 
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