
 

POSITION DESCRIPTION 

MECHANIC 

 

 
Page 1 of 3 CUPE-August 2011 Mechanic 
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Department: 3650 Effective: August 24, 2011 

Division: Public Works Revised:  

Reports To: Manager, Public Works Status: Full-time 

C.U.P.E. Union 

Direct Reports: None Indirect 

Reports: 

None 

    

POSITION SUMMARY 
 

As a Mechanic and Heavy Truck Mechanic, responsible to maintain a Ministry approved licensing station to 

inspect, certify and repair the Public Works fleet of gas and diesel powered vehicles and equipment.  The 

mechanic is responsible for maintaining mobile units (trucks, heavy and small equipment) and stationary 

equipment in a safe and effective manner.  Providing these services in an effective and efficient manner will 

ensure the reliability, access and safety of the Town’s Public Works mobile and stationary equipment.  The 

equipment is critical to maintaining the Town and to the health, safety and wellness of its residences.  May 

also assist in other Public Works Departments utilizing knowledge of equipment operation.  Schedule and plan 

maintenance activities for equipment. 
 

DUTIES and RESPONSIBLITIES 

 

Provide Mechanic duties in accordance with corporate objectives as follows: 
 

1. Seasonal Preparation (50%) 
 Repairs and overhauls automobiles, light & heavy trucks, and other vehicles.  Examines vehicles 
and discuses with driver the performance issue as necessary.  Tests the nature and extent of the 
malfunction and plans work procedure following applicable technical manuals.  
 
Prepare vehicles and equipment for seasonal work changes including attaching/removing 
equipment (i.e. plows, wings, brooms, grader blades); perform maintenance work on vehicles and 
equipment.  Install radios in rental and/or new equipment as directed.  Repair broken ploughs, 
wings, railing, etc. utilizing basic welding techniques.    

 

 Repairing may involve utilizing a hydraulic jack or hoist to gain mechanical access, removal and 

dissembling the unit, repairing or replacing parts using mechanic’s tools.  Repairs to building 

stationary equipment and roadside assistance. 

 

2. Inspections (25%) 

 Conduct regular inspections of municipal vehicles and equipment; perform preventative and predictive 

maintenance on all public works trucks, mobile and stationary equipment including heavy vehicles.  

Performs tasks and/or major/minor repairs, as required; certify and record the completion of provincial 

inspection requirements.  
 

3. Service Logs (10%) 

 Maintain service logs/records of vehicles and equipment, and schedules servicing of same; check to 

ensure licence/ownership/insurance documentation is present on the appropriate vehicle. 

 

4. Stock Room / Inventory (5%) 

 Maintain auto related parts/shop inventory; order and replenish stock levels and supplies; maintain 

accurate record-keeping/control of parts; record work accomplishments, resources used, and time 

spent to appropriate vehicles/equipment. 
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5. Training (5%) 

Assist with training and instruction to staff in the safe and efficient operation of various vehicles and 

equipment. 

 

6. Back-Up / Cleaning (5%) 

Assist with cleaning and maintaining general shop area and tools, ensuring a safe and organized work 

environment.   

 

 Provide back-up support to other Public Works functions, as directed, including heavy equipment 

operation and/or snow clearing/removal or sanding duties. 

 

Work in compliance with the Highway Traffic Act, Occupational Health and Safety Act, WHMIS, applicable legislation, 

regulations, statutes, and departmental policies/procedures/practices and operational guidelines.  Ensure that all 

necessary personal protective equipment (e.g. safety boots, hard hat, reflective vest, gloves, hearing protection, eye 

protection, etc.) are used and are maintained in good condition.   

 

Perform other related duties, as assigned, that are in accordance with job responsibilities and/or necessary departmental 

or corporate objectives. 

 

KNOWLEDGE, SKILLS and EXPERIENCE 
 
1. OSSD or equivalent; valid Certificate of Qualifications in Automotive Service Technician (310S), Truck 

and Coach Technician (310T) and Heavy Duty Equipment Certificate.  Minimum three (3) years’ 
licensed experience repairing and maintaining heavy equipment. 

2. Propane Safety Certificate; Ozone Depletion Prevention (ODP) Card; ability to acquire Chainsaw 
Operator’s Safety Certificate and Confined Space Entry. Knowledge and experience of general 
welding and machining. 

3. Thorough working knowledge of vehicle and heavy equipment operation, preventative maintenance 
techniques and repair methods, diesel engines, required equipment safety inspections procedures, 
welding and body work techniques and methods, parts inventory control practices, and sound safety 
practices. 

4. Ability to operate grader, backhoe, dump trucks, snowplow, front-end loader, and other light and 
heavy equipment; availability to work overtime for winter control operations, as required. 

5. Thorough working knowledge of municipal infrastructure operations and maintenance, associated 
materials and supplies, equipment operation and maintenance procedures, Occupational Health and 
Safety Act, Highway Traffic Act,  WHMIS, relevant legislation/guidelines/policies and procedures.  

6. Valid Class DZ driver’s license in good standing and satisfactory Criminal Record Check. 
7. Good organizational, interpersonal, problem-solving, record-keeping, and analytical skills.  Ability to 

operate a computer and knowledge of Microsoft Office and Internet. 
8. Ability to deal courteously and effectively with the public, staff, other Departments/levels of 

government, utilities, suppliers, contractors, and other departmental contacts. 

 

PHYSICAL DEMANDS and WORKING CONDITIONS 
 

Physical Effort: Heavy physical effort on a regular basis with various duties. Occasionally required to lift up to 
22.7 kg./50 lbs. (30%) Moderate physical effort including finger/hand dexterity, reaching, walking, standing, 
kneeling, bending, stooping, crouching, crawling, driving vehicles and lifting in the garage and/or at 
construction sites. (70%)   
 
Normal hours of work are 40 hours per week, 7 a.m. to 4 p.m., Monday to Friday, with required on-call hours 
as well as emergency responses. Available for “call out” duties, emergency responses, weekend work and/or 
overtime as required/assigned. 
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Physical Environment: Frequent exposure to dust/direct, grease/oil, lack of work space and loud / 
frequent noise.  (30%)  Primarily indoors in a garage with limited exposure to outside elements (hot/cold).  
Limited exposure:   wearing uncomfortable P.P.E., risk of electrical shocks, lack of work space and 
vibrations, exposure to hazards including exposure to chemicals, fumes/gas/odours.  Some risk potentially 
resulting in discomfort and possibility of accidents.  Must take necessary precautions to protect eyes, nose 
and skin from irritation or infection. (70%)  

 

Sensory Attention: Moderate sensory attention, using usually one sense at a time under normal use.  
(50%)  Intense sensory attention when performing repairs, utilizing computer, performing office work. 
Vision abilities include close vision, colour vision and the ability to adjust/focus. (50%) 
 
 

Mental Stress: Some mental stress, in normal situations with limited pressure when working with pre-
established deadlines.  (50%) However, moderate to frequent stress as s/he deals with frequency 
interruptions, changing, unique and conflicting demands, use of math a logic/reasoning and must ensure 
that all the activities are completed efficiently. (50%) 
 

CONTACTS & DIMENSIONS 
 
Direct Reports:   N/A 
Indirect Reports:   N/A 
Total Employees Serviced: 0 
Other Working Relationships:  Incumbent communicates regularly with public works staff, suppliers, 

equipment providers, contractors, other Municipalities and limited contact 
with members of the public. 

Budget:    N/A 
Salary Budget:   N/A 
 

REVIEW 
 
 

Incumbent   Date       
 

 

CUPE Representative ___________________________ Date ________________________________ 
 
 

Supervisor/Manager  Date       
 
 

Department Head   Date       
 
 
 
 
 


