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AUTO BADY BU LDER AND REPAI RER, 3704
AUTO BADY REPAI R SUPERVI SOR, 3706
SEN CR AUTO BCODY SHCOP SUPERVI SCR, 3709

Summary of Duties : Fabricates, installs, renodels, or repairs bodies
and body accessories of autonotive equi pment; or supervises a group of
enpl oyees engaged i n such work; or through subordi nate supervisors,
directs and coordi nates the activities at an autonotive repair
facility; and does rel ated worKk.

D stingui shing Features : An Auto Body Buil der and Repairer repairs,
rebuilds, and fabricates bodi es and accessories of |ight and heavy
aut onoti ve equi pment. An enpl oyee of this class works nostly with

i ght gauge sheet netals, but may also install heavier netals, glass,
and wood fixtures as necessary. An Auto Body Buil der and Repairer
receives assignnents in the formof work orders, sketches, and

bl ueprints, supplenmented by verbal instructions, and usually has work
i nspected during progress and on conpl etion. The work of an Auto Body
Bui | der and Repairer is distinguished fromother skilled classes in
that it pertains exclusively to the auto body buil ding and repairing
craft.

The Auto Body Repair Supervisors are in charge of, and nay provide
assi stance to, a group of journey-I|evel enployees and hel pers such as
Aut o Body Builder and Repairers, Auto Painters, Auto Uphol sterers,

V¢l ders, Mechani cal Hel pers, and Equi pnent Mechani cs. Enpl oyees of
this class assign work, nonitor its progress, and inspect the work
when conpl et ed, including coordinati on of the work of the repair and
rebui | ding shop with that of other specialized shops.

Sone Auto Body Repair Supervisor positions are responsible for the

pl anning and directing of the auto body repair and nodification
function at an autonotive repair facility and have functional control
over |arge projects involving work by several shops. The enpl oyees
assigned to these positions receive assignnents in the formof witten
orders, blueprints, and sketches, and suppl enent these with verba
instructions and sketches in the assigning of specific tasks to a
group of enpl oyees.

A Seni or Auto Body Shop Supervisor, through the Auto Body Repair
Supervi sor, has the overall responsibility for planning and directing
the activities of an autonotive body shop engaged in multi-shift auto
body repair operations. An enployee of this class is responsible for
insuring the expeditious body repair of autonotive and construction
vehicles while nmaintaining quality of work and safety precautions.
Thi s enpl oyee al so prepares and reviews | abor andnaterial cost
estimates for proposed body shop work and capital additions to body
shop equi prent; confers w th supervisory, engineering, and ot her
personnel to discuss work activities anmong rel ated specialized repair



shops, such as job costs, personnel requirenents and utilization, work
| oad, and other operating, technical, and related natters; nay al so
assist a division head in review ng yearly purchase orders and
contracts relating to welding and body repairs; initiates budget
requests; and establishes and acconplishes division goals and

obj ecti ves.

Exanpl es of Duties : Auto Body Builder and Repairer : Repairs, renoves,
fabricates, installs and nodifies autonotive bodi es, fenders, hoods,
panel s, radiator grills, bunpers, gasoline tanks, tool boxes, chain
boxes, partitions, cabinets, bins, conpartnents, floors, doors, w ndow
frames, channels, regulators, |ocks and other body parts; installs
lights and gl ass; repairs uphol stery; cuts, rolls, fits, assenbles and
wel ds netal shapes, by heat and cold application; files, sands and

wel ds small inperfections; operates acetylene and arc wel di ng

equi prnent; operates power, foot, and hand shears, hand or power brake,
drill press, power punch, portable and bench buffers, grinders,
sanders, pneunatic hammers, electric drills, and other power and hand
tool s; uses hydraulic jacks, hoists, and cranes to lift, push or pul
bodi es i nto shape; straightens and repairs vehicle frames, |-beam
front axles, and aerial |adders, using a straightening rack and
hydraulic arns; aligns wheels; solders, brazes and spot wel ds; applies
and shapes lead and plastic fillings; lays out work, using tools such
as: square, divider, scriber, cold chisel, center punch and hanmer;
may i nspect autonotive equi pnent for body repairs; may estimate time
and materials required to performbody work; rmay keep routine records;
may |ay out by geonetry, triangulation, other methods transitions and
other itens; and may use paint spray guns to apply prinmers and do
finish spot painting.

Aut o Body Repair Supervisor : Supervises a group of journey-|evel

enpl oyees and hel pers and advi ses and assists themon the above repair
wor k; i nspects and apprai ses danmaged vehicles to prepare repair orders
and assign work; determnes repair needs of equi pnent; estinmates tine
and materials required to conplete repair or fabrication orders;
prepares cost estimates of repair work; coordinates such work in
conjunction with the work of autonotive nmechanical repair and
servi ci ng shops; arranges for transfer of equipment to nmain repair
shops for nmajor repairs; expedites work by checking on work in
progress and securing needed supplies, and reassigni ng personnel ;
prepares requisitions for materials; inspects finished work; inspects
shop machi nes and equi pment and sees that they are kept in good
condition; directs and enforces the safety rules and precautions of
the safety programfor shop personnel; reviews tine reports of

subordi nates for proper entries; and nmakes routine oral and witten
reports of work in progress or conpl eted.

Sone positions in this class plan, assign, coordinate, and direct the
work at an autonotive repair and nodification facility; performfield
i nspections of damaged autonobiles, trucks or construction equi prment
and make prelimnary and subsequent cost estimates of required repair
wor k; develop long-tinme projections or relative time and cost



advant ages of alternative nethods of body repair work; consult wth
engi neeri ng personnel and nechani cal repair supervisors to devel op
repair sequences to mnimze total downtinme of damaged vehi cl es;
confer with engineering and adm ni strative personnel in devel opi ng
aut onot i ve specifications; recomend the purchase of body shop

equi prent and supplies as necessary; and assist in the design and
construction of inprovenents to autonotive body equi pnent.

Seni or Auto Body Shop Supervisor : Plans, coordinates, and directs,

t hrough subordi nate supervisors, the work of enpl oyees at a maj or body
shop engaged in body repair, painting of danaged vehicles, genera
sheet netal fabrication, asphalt plant maintenance, vehicle
nodi fi cation, body exchanges, conponent nanufacturing, field
inspection, field mai ntenance wel ding, fleet vehicle painting,

mai nt enance of vehicle accident records, and wel ding and repair of
street bridges, crossings, heavy construction itens, and shop

equi pnent; reviews and initiates budget requests; assists the division
head in review ng yearly purchase orders and contracts relating to

wel ding and body repairs; assists the division head in establishing
and acconpl i shing division goals and obj ectives; prepares and submts
t he annual budget requests for the unit; enforces the use of safety
devi ces and the observance of safety precautions; inspects shops and
repai red equi pnent and advi ses on repair mnethods and procedures and
suggests changes and i nprovenents in the repair of equi pnent; consults
with representatives of nmanufacturers and ot her agenci es; and nay act
as assistant division head.

Enpl oyees in these cl asses may occasionally be assigned to other
duties for training purposes or to neet technol ogi cal changes or
emner genci es.

Qualifications :

Aut o Body Aut o Body Sr. Auto
Bldr. & Repai r Body Shop
Knowl edges : Repai r er Supvsr . Supvsr .

Met hods, materi al s,

procedures, pro-

cesses, and standards

used in auto body

bui I di ng, auto body

and fender repairing,

auto and netal paint-

ing, and auto under-

coati ng work; Good Good CGood
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Auto Body Auto Body Sr. Auto
Bldr. & Repai r Body Shop
Know edges (Cont) : Repairer  Supvsr. Supvsr.

Proper procedures,
hazards, and safety
precautions of tools
and equi prent enpl oyed
in shaping, fitting
grinding, cutting, weld-
ing, painting, and form
ing the materials com
nmonly used in custom
bui | di ng and repairing
of autonotive equi p-
nment bodi es, fenders,
and accessori es; Good Good Good

Supervi sion, inter-

vi ewi ng, training,

and enpl oyee griev-

ance handl i ng; Wr ki ng Good

Laws and regul ati ons

related to equa

enpl oynment oppor -

tunity and affirna-

tive action; Wr ki ng Wr ki ng

Pur chasi ng proce-

dures and store-

keepi ng net hods i n-

cludi ng safe storage

of flammable nmaterial s; Cener al Cener a

Gty personnel rules,
policies and procedures; Cener al Cener a

Menor anda of
under st andi ng as
they apply to

subor di nat e personnel ; Cener al Cener a
Budget preparation and

per sonnel managenent ; Gener al
Abilities:

VWork from bl ue-
prints, plans and
sketches; X X X

Auto Body Auto Body Sr. Auto
Bldr. & Repai r Body Shop
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Abilities (Cont) :

Lay out shapes and
parts and perform
the necessary arith-
nmetical cal cul ations
i n such work;

Determne nateri al
requi rements and
estimate job

cost s;

Keep routine
recor ds;

Build and nodi fy
speci al equi pnent ;

Per f or m acet yl ene,
arc, spot welding,
and sol deri ng;

Pl an, assign, and
supervi se subor di nat es
engaged in the repair,
construction, and re-
bui I di ng of autonotive
bodi es and accessori es;

Instruct and dea
tactfully and ef-
fectively with
subor di nat es;

Coor di nat e work of

subordi nates with work
bei ng performed in other
rel ated specialized shops;

Prepare reports of
j obs conpl et ed and
work in progress;

Devi se i nproved
repai r methods;

Repai r er
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Supvsr .

Supvsr .
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Aut o Body Aut o Body Sr. Auto
Bldr. & Repai r Body Shop

Abilities (Cont) : Repai r er Supvsr . Supvsr .

Prepare and anal yze

budget, personnel

utilization, and

other related

shop reports; X

Devel op, install,

and supervi se the

nai nt enance of

i nventory and cost

records. X

Conpletion of a recognized four-year apprenticeship program as an auto body an
fender repairer or auto body builder or the attainnent of a journey-level rank as an
aut o body and fender repairer or auto body builder w th progressive experience i
the auto body building and repairing field, or four years experience as a hel per i
the building or repair of auto bodies, is required for Auto Body Builder an
Repai rer.

Two years experience as an Auto Body Builder and Repairer or in a class which is a
least at that level and which provides journey-level experience in fabricating
instal ling, renodeling, or repairing bodies and body accessories of autonotiv
equi prent is required for Auto Body Repair Supervisor.

Two years as an Auto Body Repair Supervisor or Wl der Supervisor is required fo
Seni or Aut o Body Shop Supervi sor.

License: Al dasses: Avalid California driver's license is required.

Physical Requirements : Auto Body Builder and Repairer : Strength to perform averag
lifting up to 35 pounds and occasionally over 70 pounds; arm hand, and finge
dexterity wth both hands involved in reaching, handling, feeling and using snal
tool s; and good eyesi ght and heari ng.

Auto Body Repair Supervisor : Strength to performaverage lifting up to 15 pounds and
occasionall y over 25 pounds; arm hand and finger dexterity with at |east one han
invol ved in reaching, handling, or feeling, and using small tools; and goo
eyesi ght .

Seni or Auto Body Shop Supervisor : Strength to performaverage lifting up to 5 pounds
and occasional |y over 15 pounds; and good eyesi ght.

Persons with nedical limtations may, with reasonabl e acconodation, be capable o
performng the duties of sone of the positions in these classes. Such determnatio
must be made on an individual basis in light of the person's limtations, th

o o
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requirements of the position, and the appointing authority's
reasonabl e accommodati ons to the person's limtations.
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ability to effec

As provided in Avil Service Commssion Rule 2.5 and Section 4.55 of th

Adm nistrative Code, this specification is descriptive,
restrictive. It is not intended to declare what
responsi bilities of any position shall be.

expl anatory and no
the duties an
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