
 

 

Golder Ranch Fire District 
JOB ANNOUNCEMENT 

 
 
 
 
 

Estimated starting salary $39,966/annually  
(paid at the rate of $19.21/hr) 

 Plus Excellent Benefits Package 
 
Primary Function 
The Parts Specialist works independently on routine and recurring assignments but may also assist skilled workers in 
performing more complex tasks. Work may require some amount of decision-making and independent action, and may 
require this person to develop systems to improve efficiency or quality. The Parts Specialist is required to gain knowledge 
and follow appropriate safety procedures compliance regulation in the storage of regulated materials.  
 
Principle Duties and Responsibilities: 
 Develops and implements systems, processes and procedures related to parts procurement, inventory, tracking and 

distribution. 
 Checks parts catalog for proper part identification and maintains records by researching the correct materials; contacts 

vendors to obtain price bids; orders parts; records purchases on repair orders issuing purchase orders/prepares parts 
requisitions.  

 Verifies and researches parts through cost justification, quality and availability and reliability warranties. 
 Receives stock and special order item shipments from vendors, conducts visual inspections of received parts, checking 

vendor packing slips/invoices for accuracy and ensuring quantities received are as stated; confers with suppliers 
regarding late deliveries; maintains appropriate records.  Directly issues parts received to open work orders or places 
parts in proper location within the parts room.  

 Bar codes all inventory parts for tracking usage. 
 Enters receipt and distribution of parts/supplies into computer to update automated inventory records. 
 Conducts periodic physical inventory to assure proper availability of required stock; maintains inventory levels by 

communicating with the buyer to place orders, replenishing deleted stocks, preparing orders and transferring stocks, 
protects shop from equipment loss, and cleans parts area. 

 Process paperwork, compiles reports and enters data using a computer and/or file orders.   
 Performs other duties as assigned. 

Minimum Qualifications 
 High School Diploma or GED equivalent. 
 Two (2) years work experience in Heavy Truck parts related field that includes responsibilities with billing and receiving 

parts. 
 Work experience using computerized parts inventory and ordering programs. 
 Possess and maintain a valid Arizona Driver License (Class D) with good driving record. 

 
NOTE: 1) Must possess or obtain the following ASE certifications within one (1) year of hire: 

   P1 – Medium Heavy Truck Parts Specialist 
   P2 – Automobile Parts Specialist 
  2) Must obtain Class B CDL within one (1) year of hire. 
 

Preferred Qualifications 
 Public Safety automotive/heavy truck parts related work experience.  

 
 
 

 
Employment application materials and a complete job description are available online at 

www.grfdaz.gov 
 

Parts Specialist
 

Pay Grade 30  (Non‐exempt) 



 
 
 
 
How to Apply:  
Please read and follow the “Golder Ranch Fire District Application Guidelines” (available on the 
District website). The application process is a three (3) step process. 

 1) Complete the application process through the ADP website (ADP Parts Specialist) which includes 
      entering all employment application information. 
*2) Prepare and submit a cover letter. 
*3) Prepare and submit a résumé (detailing your work history and qualifications by month and year), 

 *Note: Your cover letter and resume must be combined as one (1) document and uploaded to your ADP 
                      application.  You may not submit multiple attachments. 

 
 

Open Until Filled 
First Screening - Friday, June 10, 2016 

Golder Ranch Fire District 
Attn: Human Resources 

3885 E. Golder Ranch Drive 
Tucson, Arizona 85739 

Ph: (520) 825-9001 
 

Selection process may consist of: 
Application and resume screening, skills assessment, and interview(s). The pre-employment process for the 
successful candidate may include but is not limited to background checks (i.e. driving record, criminal history, 
litigation history, etc.), physical and drug screen, and reference checks. 
 
Each applicant will be contacted by phone, mail or e-mail regarding his/her status in the 
application/selection process as it is determined by the organization. 

 
Benefits for this position include: 
Medical, Dental & Life Insurances. Employee Assistance Program (EAP), Paid Sick Leave (156 hrs/ann.), Paid 
Vacation Leave (104 hrs/ann.), 11 Paid Holidays, State Retirement Plan as appropriate (ASRS/PSPRS), and the 
opportunity to participate in self-funded 457 Plan programs and a variety of supplemental insurance plans. 

 
 

 
 
 
 
 
 
 

Golder Ranch Fire District is a Tobacco Free Workplace  
and an Equal Opportunity Employer 


