
                           

Job Posting 

Location:  Kirkland, WA  Wave Broadband 

Job title:  Fleet Administrator 

Reports To:  Director of Broadband Services - Operations 

Type of Position: 
Full-time 

Salary: 
DOE 

Posting Period: 
Until Filled 

Purpose of Position: 
Leads and directs the operations of the fleet program, ensuring a safe, efficient, and cost-effective 
corporate fleet operation which encompasses vehicle and equipment budgeting, procurement, 
operation, maintenance, disposal, regulatory compliance, operator safety and training, fuel purchases, 
rental and lease sourcing, and related cost analysis. 
 

   Responsibilities include: 

 Plans, organizes, and directs the operations of the fleet program 

 Performs duties as workload necessitates by prioritizing tasks 

 Demonstrates flexible and efficient time management 

 Acts consistently with company core values 

 Adheres to company policy and procedures 

 Monitors and ensures fleet operation in compliance with local and state rules and regulations  

 Communicates regularly with appropriate areas about Fleet issues and keeps management 
advised of potential problems in all areas  

 Participates on special projects as requested and seeks additional responsibilities  

 Recommends new approaches to affect ongoing continual improvements to policies, 
procedures, and documentation 

 Develops and maintains effective working relationships with all internal and external customers 

 Performs other related duties as required and assigned 

   Essential Functions of Position: 

 Updates fleet policy and procedures, to include vehicle assignment, personal use, replacement 
policy, accident reporting process, and other procedures 

 Ensure that all vehicles and equipment in the fleet are properly maintained, registered, licensed, 
and to the extent appropriate, operated in accordance with federal, state, and local regulations  

 Monitor fuel purchases, maintenance, insurance, and other costs of the fleet operation 

 Build strong partnerships with all regions, ensuring that services, vehicles, and equipment 
provided are satisfying the transportation and equipment needs of the users in each region 



 Develop and implement standard operational standards to maintain vehicles by advocating best 
industry best practices 

 Plan, process, and execute vehicle acquisition, disposal, and replacement as necessary 

 Oversees vehicle replacement, in collaboration with each region, obtaining vehicles, writing 
vehicle bid specifications, generating requisitions, analyzing bid package, recommending vehicle 
purchases and ensuring compliance to vehicle bid specifications 

REQUIRED QUALIFICATIONS:  

Skills / Abilities and Knowledge 

 Ability to read, write, speak and understand English 
 Candidate must be able to work independently with little supervision as well as in a team 

environment 
 Must possess strong written, oral, and interpersonal skills with a demonstrated ability to 

communicate with outside vendors and internal staff 
 Detail and deadline-oriented with the ability to prioritize and multi-task 
 Knowledge and experience with fleet support functions including operations, maintenance, and 

support service. 
 Creative problem-solving, analytical and decision-making skills 
 Self-motivated, organized and capable of handling multiple responsibilities and projects to 

successful completion 
 Excellent written and verbal communication skills  
 Fluent in computer applications and keyboard proficiency 

 Ability to maintain confidentiality of information  
 Ability to show judgment and initiative and to accomplish job duties  
 Prior experience in administration of fleet management program 

  

WORKING CONDITIONS  

Office and field environment 
Exposure to moderate noise levels 
Must be able to travel out of town as required 
 
Education  

High School Diploma or equivalent 
 

 Diverse Workforce / EEO: 
WaveDivision Holdings (WDH) recognizes and strongly supports the benefits of a diverse workforce, and 
strives to provide a culture that recognizes the unique contributions of each of our employees.  WDH 
requires a drug test, background check, employment, and education verification as conditions of 
employment.  WDH is an equal opportunity employer and will consider all qualified candidates 
regardless of race, color, religion, national origin, gender, age, marital status, veteran status, and the 
presence of a non-job related handicap or disability, or any other legally protected status.  
    To Apply: 
Interested external candidates may send cover letter and resume to hrmgr@wavebroadband.com 
(please include job title and location of your position in this email).  
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