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CITY OF CARSON

Title:
SUPERVISOR - TRANSPORTATION

Job Summary:

Under direction, plan, organize and coordinate bus transportation for city park, therapeutic aquatic, community events, senior citizens and charter groups; to recommend new trips, enforce rules and regulations to assure the safety and welfare of participants; assist in budget preparation and monitor budget expenditures.

Essential Duties and Responsibilities:

(These functions are representative and may not be present in all positions in the class.  Management reserves the right to add, modify, change or rescind related duties and work assignments.)

1. Plans, organizes, and coordinates bus trips.

2. Assists groups planning bus charters.

3. Schedules drivers and buses.

4. Drafts promotional materials, correspondence and reports.

5. Supervises, trains and evaluates personnel.

6. Produces finance reports.

7. Completes bus permits.

8. Produces invoices, requisition and receiving reports as needed.

9. Performs related duties as required.

Qualification Guidelines:

A typical way to obtain the requisite qualifications to perform the duties of this class is as follows:

Education and Experience:

Ability to read and write and three (3) years experience driving a city bus.

Knowledge of:

· Bus operations.

· Dispatching.

· Charter tour operations.

· Rules and regulations governing interstate transportation.

· Record keeping.

· Principles of supervision.

Skill and Ability to:

· Maintain complete accurate records.

· Schedule work.

· Maintain relationships with co-workers and public.

· Supervise others.

· Operate a bus.
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Physical Requirements and Working Conditions:

Employee accommodations for physical or mental disabilities will be considered on a case-by-case basis. Positions in this class normally:

· Require the mobility to stand, stoop, reach and bend.

· Require mobility of arms to reach and dexterity of hands to grasp and manipulate small objects.

· Perform lifting, pushing and/or pulling which does not exceed 50 pounds and is an infrequent aspect of the job.

· Is subject to inside and outside environmental conditions.

· May be required to work evenings or weekends.
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