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TRANSPORTATION COORDINATOR

JOB SUMMARY:

Under general supervision performs specialized semi-professional work in Transportation Services which includes excursions, special activities and related projects or assignments.

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 duties and work assignments.

1. Plans, organizes, and coordinates transportation activities in specialized areas such as excursions, park programs, therapeutic recreation, community groups, fine arts, early childhood or senior citizen programs.

2. Reports on public response to existing programs, including information regarding boardings, schedules, complaints, utilization of supplies and equipment.

3. Researches and recommends new excursion programs.

4. Enforces rules and regulations to assure the safety and welfare of participants.

5. Assists in budget preparation and monitors transportation budget expenditures in specified areas; prepares reports concerning programs and transportation activities.

6. Drafts promotional material, correspondence and reports for approval.

7. Coordinates multiple tasks during the course of work.

8. May coordinate and train subordinates as directed by manager.

9. Provides information to and consults with the public.

10. Perform related duties as required.

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.

EDUCATION AND EXPERIENCE:
Any combination equivalent to graduation from a two-year community college and two (2) years of paid experience in the required specialty or related field.

KNOWLEDGE OF:
· Methods and techniques of developing and organizing group excursions.

· Rules, practices and equipment used in group activities.

· Principles of supervision and training.

· Budgeting principles and practices.

SKILL AND ABILITY TO:
· Implement specialized and transportation activities and evaluate community needs.

· Work weekends and irregular hours.

· Communicate effectively in writing and orally.

· Meet approved minimal physical and medical standards.

· Establish and maintain effective working relationships with others.

LICENSE:
Possession of a valid California Class C driver's license.

PHYSICAL DEMANDS AND WORK ENVIRONMENT:
Employee accommodations for physical and mental disabilities will be considered on a case-by-case basis.  Positions in this class normally:

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

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

· May require ability to use personal computer.

· Perform lifting, pushing and/or pulling which does not exceed 25 pounds and is an infrequent aspect of the job.

· May be required to work in inclement weather.

· May be required to work evenings or weekends.

· May be required to travel on overnight bus excursions.

Transit Bus Safety and Security Program

FTA, AASHTO, APTA, CTAA


