
 

100 Majestic Way, Bangor, PA 18013 

 

  Job Description 
Job Title: 

 Fleet Specialist  
Job Summary: 

 

The Fleet Specialist is responsible for assisting in maintaining all company and related entity owned vehicles 

and maintenance equipment (i.e. back hoes, trailers, lawn equipment etc) for daily and business use, in a good, 

clean, dependable operating condition. 
 

Essential Duties and Responsibilities: 

 

✓ Perform full detail of all vehicles including, but not limited to, washing, polishing, vacuuming, 

internal/external cleaning, carpet shampooing 

✓ Assist in performing preventative maintenance on all vehicles, maintenance equipment and heavy 

equipment including, but not limited to; oil changes, replacing air filters, fluid levels etc. 

✓ Assist in maintaining tires/wheels of each vehicle including inspections, cleaning, changing per 

applicable season, spare availabilities, and inspection/location of vehicle jacks 

✓ Ensures all maintenance equipment is operational at all times and safe 

✓ Notifies manager of any vehicle damages or the need for major repairs 

✓ Assists in maintaining maintenance logs for each vehicle and stock parts and supplies needed to 

perform routine repairs 

✓ Maintain a valid and clean driver record to perform vehicle appointments/errands 

✓ Stay up-to-date on all traffic laws 

✓ Other duties may be assigned as deemed appropriate by management 

 

Qualifications: 

 

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The 

requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable 

accommodations may be made to enable individuals with disabilities to perform the essential functions. 

✓ High school degree or equivalent. 

✓ Ability to clean thoroughly and make repairs to equipment, tools and vehicles 

✓ Ability to operate motorized equipment, power tools, with skill and in a safe manner. 

✓ Demonstrate mechanical aptitude. 

✓ Ability to learn cGMP, QA program and Safety programs 

✓ Ability to drive/operate a truck with trailer 

✓ Valid Driver License. 

✓ Clean Driver Record 

 

Physical Requirements: 

 

The physical demands described here are representative of those that must be met by an employee to 

successfully perform the essential functions of this job. Reasonable accommodations may be made to enable 

individuals with disabilities to perform the essential functions. 

While performing the duties of this job, the employee is frequently required to stand or walk for long periods 

of time; sit; use fingers to make small equipment adjustments; reach with hands and arms; and talk or hear.  

The employee must regularly lift and/or move up to 50 pounds and occasionally lift and/or move up to 100 

pounds.  Specific vision abilities required by this job include close vision, distance vision, ability to adjust 

focus, ability to distinguish color change, and the ability to use a computer for extended periods of time.  A 

Medical Examiner’s Certificate is required to drive specified company vehicles per the Department of 

Transportation. 

 

http://www.biospectra.us/index.html


Work Hours: 

 

The Fleet Specialist will be required to work up to 40 hours per week.  This is an hourly position requiring the 

employee to record the working hours on a time card using the available time clock and also submitting 

varying days and hours to payroll bi-weekly.   Extenuating circumstances may require additional time for 

certain periods and or circumstances. 

All BioSpectra job functions require the ability and willingness to work from the Stroudsburg, PA or Bangor, 

PA facility. 

 

 


