CIVIL SERVICE OF JAMAICA
JOB DESCRIPTION AND SPECIFICATION

Ministry/Entity:  Rural Agricultural Development Authority
	JOB TITLE:                              Fleet Supervisor 
JOB GRADE:                           GMG/SEG 2
POST NUMBER:                      
DEPARTMENT:                        Technical Services
REPORTS TO:                         Principal Director, Corporate Services
MANAGES:                              



.
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_____________________
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_____________________
Manager/Supervisor                                                             
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__________________________________                         
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Date

__________________________________                        
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Date received in Human Resource Division                        
Date created/revised

STRATEGIC OBJECTIVE 
1.
Provide farmers with a comprehensive and efficient extension service that fully utilises ICT technology to support, modernise and increase agricultural production, productivity and farmer income; 

2.
Promote the diversification of agriculture, and improved post harvest handling, agro-processing and livestock production to increase the value of agriculture to the national economy, thereby also improving the standard of living of farm families;

3.
Supply farmers, processors and marketers with real time market intelligence, to enhance incomes by reducing surpluses or shortages; 

4.
Maintain an up to date farmer registration database, giving full details of type of cropping patterns, type of livestock production, location and size of holdings;

5.
Promoting land husbandry practices which preserve the natural resource base and discourage farming practices which lead to environmental degradation, particularly in critical watersheds;

6.
Ensure that plant and animal, health and safety standards are maintained by educating farmers, thereby ensuring national and international confidence in Jamaican agricultural products;

7.
Encourage farming communities through group activities to improve family health and nutrition, reinforce social cohesion and supplement household income through the development and marketing of new agro processed products;

8.
Implement national policy initiatives for food security, rural and national economic development; whilst fostering linkages with international donors, NGO’s and CBO’s and other relevant agencies; 

     9.
Implement appropriate disaster mitigation measures, ensuring a high level of preparedness within farming communities, effectively carrying out damage surveys and developing appropriate strategies to restore productivity once the event has taken place;

    10.   Attract more young people into agriculture by establishing and strengthening linkages with school garden programmes and the 4 H movement;

    11.
Develop a human resource capability aligned with the overall mission of the Authority which will ensure officers have a clear career development path and are regularly trained and updated in the latest technologies; 

    12.
Maintain a high level of corporate governance accountability and transparency by ensuring that all financial management, accounting, procurement, monitoring and evaluation systems satisfy the legal and managerial requirements of a Statutory body which is moving towards an effective, performance based, executive agency.

JOB PURPOSE:  

Under the general direction of the Fleet Supervisor, the incumbent is responsible for:

· The primary objective of the Fleet Supervisor is to ensure the effective, safe and cost efficient management, operation and maintenance of RADA’s parish pool vehicles and parish farm tractors, thereby improving service delivery to farmers and stakeholders.
KEY OUTPUTS:

Assist the Director, Legal Services in establishing and maintaining a positive image with the Board by ensuring all administrative matters are dealt with:

· Board Administrative needs are met
· Meetings organized and Minutes produced
· Board reports published
· Prepares Agendas for Board meetings
· Records/documents and corporate seal maintained
· Information/advice provided through knowledge of Act/Policies etc.
· Timely Insurance of the Authority’s property

KEY RESPONSIBILITY AREAS
Establishment in consultation with the National Board and Director, Legal Services:
· Develop, implement, oversee and maintain fleet management systems and procedures for parish pool vehicles and tractors.

· Coordinate the allocation and scheduling of vehicles and tractors to support parish-level activities.

· Ensure compliance with RADA’s transport policies, government regulations and road safety standards.
· Establish and maintain a booking and tracking system for parish vehicles and tractors.
Vehicle Acquisition and Procurement
· Researching and selecting appropriate vehicles and equipment based on operational needs, budget and farm-specific requirements (e.g., terrain suitability or copy type). This might include facilitating process for leasing, purchasing or renting.
Maintenance and Repairs
· Implementing preventive maintenance schedules, conducting regular inspections (e.g., engines, tires, hydraulics, brakes), and performing timely repairs to minimize downtime and to extend equipment lifespan.
· Overseeing service logs, warranties, and digital records for quick access.
· Use of fleet management software to centralize data and automate workflows.

· Supervise repair works to ensure cost-effectiveness, quality and timely delivery.
Fuel and Cost Management
· Monitor and account for fuel usage of all parish vehicles and tractors.
· Establish cost-control measures to reduce wastage and ensure efficiency.
· Prepare cost analyses and recommend measures for cost savings and better utilization of fleet resources.
Records and Reporting

· Maintain an update digital inventory of parish vehicles and tractors, including insurance, registration and fitness records.
· Prepare monthly and quarterly reports on fleet usage, performance and operational costs.
· Provide incident/accident reports and follow-up actions.
· Liaised with Parish account to ensure most accurate data is entered in database.
Training and Safety
· Manage driver and operator schedules.
· Supervise drivers and tractor operators to ensure compliance with policies and safe driving practices. This includes daily inspections, emergency stop checks and fostering a culture of safety to reduce accidents in rugged farm environments.
· Facilitating training on equipment operation and safety protocols and ensuring compliance with safety standards.

· Enforce accountability and disciplinary measures in cases of misuse or negligence.
Compliance and Regulatory Management
· Maintaining vehicle licenses, registrations, insurance and records for audit. Ensuring adherence to transport regulations (e.g., Hours of Service), environment standards, safety inspections and operator certificates, to avoid penalties.
· Ensures that drivers and operators are in compliance with GOJ requirements for competences.
· Investigate accidents and recommend preventive measures
Deliverables

The Fleet Supervisor is expected to deliver:

· A parish-wide fleet inventory and baseline assessment within the first 3 months.
· Mainstream operation of the Fleet Management System (population of data, monitoring of regular data entry by parishes)
· Annual Fleet Supervisor Plan including maintenance, fuel usage and replacement schedules.
· Monthly fleet utilization and performance reports
· Preparation of annual budget and risk management metrics.
· Development of Standard Operating Procedures (SOPs) for fleet management
· Standardization of fleet management records to meet ISO 9001 Quality Management Systems standards

· Recommendations for cost reduction and operational efficiency

· Capacity building training and sensitization sessions for operators and drivers at least twice per year.
AUHORITY 
· Interprets and advises on International conventions
· Develops corporate governance standards
PERFORMANCE STANDARDS

· Legal documents are prepared within agreed time frame and with acceptable legal requirements
· Assist with amendment of new laws/regulations and amendments to existing policies are prepared in a timely manner, with advice from the Director, Legal Services and followed through to enactment.
· Meetings organized and minutes produced accurately, in acceptable format and within agreed time frame.

· Board reports published in accordance with legal requirements and within agreed time frame

· Board operating manual developed and implemented in accordance with set guidelines and within agreed time frame

· Corporate governance standards and policies developed and promulgated within agreed time frame and in keeping with government policy as well as modern trends.

· Records, documents and corporate seal are maintained safely and securely.

· Information/advice provided is accurate and leads to business development.

· Confidentiality and integrity exercised at all times

INTERNAL AND EXTERNAL CONTACTS

Internal

	National Board
	Providing advice/reports

Receiving directives

	Director Legal Services
	

	Senior Directors
	Providing advice/sharing information


External

	Attorney General’s Chambers
	Development/revision of laws

Collaboration in carrying out responsibilities

	Office of Parliamentary Counsel
	

	Ministry of Agriculture Legal Dept.
	

	Government Ministries
	Information sharing/collaboration


SPECIAL CONDITIONS ASSOCIATED WITH THE JOB

· Required to meet regular critical deadlines

REQUIRED COMPETENCIES

· Excellent knowledge of Government regulations, policies and procedures

· Good knowledge of the regulations, policies and procedures of the Rural Agricultural Development Authority
· Working knowledge of International Conventions relevant to the Authority’s activities

· Excellent interpersonal and customer relations skills
· Excellent oral and written communication skills

· Good planning and organizational skills

· Good analytical and problem-solving skills

· Ability to work on own initiative

· Proficiency in the use of relevant computer applications
MINIMUM REQUIRED EDUCATION AND EXPERIENCE
· Bachelor of Mechanical Engineering, Agricultural Engineering, Transport Management, Logistics, Business Administration or related field.
· At least 3 – 5 years of relevant experience in fleet management, transport operations or logistics (preferably in public sector or agricultural services.) 

· Strong knowledge of vehicle/tractor maintenance, scheduling systems and cost control

· Excellent organizational, analytical and communication skills

· Proficiency in fleet management software would be an asset

· Valid driver’s license (minimum General)
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