
City of New York 
DEPARTMENT OF ENVIRONMENTAL PROTECTION 

 

Citywide Job Vacancy Notice 
 
Civil Service Title:  Administrative Quality 
Assurance Specialist 

Level:   M1 

 
Title Code No:  10080 Annual Salary:   $70,000 - $100,000 
 
Office Title:    Director of Quality Assurance, Fleet Work Location:   56-01 55 Avenue, Maspeth Queens, NY 
 
Division/Work Unit:   Fleet Services Number of Positions:   1 
 
Hours/Shift:   35 Hours per Week/Day Agency Tracking #:   N/A 

Job Description 
Under the direction of the Director of Fleet Services, the selected candidate will perform the following automotive administrative quality 
assurance functions: research technological advances and improvements in the automotive industry; participate in establishing, modifying 
and implementing Agency quality assurance policies/procedures and in maintaining standards; evaluate new types of vehicles and related 
equipment to ascertain their viability for the Agency’s operations; monitor contract providers to ensure services performed are satisfactory 
and conform with contract specifications; prepare reports to ensure conformance with local laws 39 and 77 of New York City regarding the 
reduction of vehicle emissions; conduct vendor onsite visits to review status of Agency vehicles being retrofitted and prepare related 
reports; conduct vehicle quality assurance inspections for conformance with relevant standards, specifications, rules and regulations; 
conduct contract negotiations with vendors at an administrative level; work with ACCO’s Office to develop contract specifications for 
purchasing automotive vehicles and related equipment; interact with vendors and Agency officials to resolve procurement related issues; 
prepare reports documenting quality assurance practices; and perform related work. 

Qualification Requirements 
1. A baccalaureate degree from an accredited college and four years of satisfactory full-time experience in purchasing and or inspecting 
supplies, materials, products and services such as: paints, linoleum, hose, sand, brick, wire, shades, hardware and tools, plumbing, electrical 
machine shop, building and cleaning supplies; furnishings and furniture, lumber and wood related products, metals, equipment, foods, drugs 
and chemicals, fuel, textiles, printing, stationery, automotive equipment and/or repairs, transportation services and other comparable items 
and/or services; at least eighteen months of which must have been in a supervisory, administrative or managerial capacity; or 
2. An associate degree from an accredited college, plus six years of satisfactory fulltime experience as described in "1" above, at least 
eighteen months of which must have been in a supervisory, administrative or managerial capacity; or 
3. A four-year high school diploma or its educational equivalent and eight years of satisfactory full-time experience as described "1" above, 
at least eighteen months of which must have been in a supervisory, administrative or managerial capacity; or 
4. A satisfactory combination of education and/or experience equivalent to "1", "2" or "3" above. Undergraduate college credit may be 
substituted for experience on the basis of 45 semester credits from an accredited college for one year of experience. However, all candidates 
must have a high school diploma or its educational equivalent and at least three years of satisfactory full-time experience as described in "1" 
above, at least eighteen months of which must have been in a supervisory, administrative or managerial capacity. 

Essential Skills 
N/A 

To Apply: 
Please submit 2 copies of your resume placing the JVN# on the upper right corner of your resume. 

The JVN# is located at the lower right corner of this page. 
NYC Department of Environmental Protection 

Recruitment Office: 59-17 Junction Boulevard -18th Floor - Flushing - NY 11373-5108 
OR 

Via E-mail, please submit your resume in Adobe PDF or Microsoft Word 
placing the JVN# on the upper right corner of your resume as well as in the subject line to: 

Recruit@dep.nyc.gov 
 

For more information about DEP, visit us at: www.nyc.gov/dep 
NYC Residency is required within 90 days of appointment 

Appointments are subject to OMB approval 
 

Post Date: 02/01/2012 Post Until: 02/15/2012 JVN: 826-12-98082-HRA 

The City of New York is an Equal Opportunity Employer. 


