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RECRUITMENT AND SELECTION

Hiring is the most important job a manager/supervisor has.  The average new hire will stay with an organization for seven years.  Very few decisions a manager or supervisor makes has the importance of hiring an individual particularly, someone in a critical customer service position such as a bus or van operator.  For the customer the operator’s attitude will represent the entire impression of the whole agency.  Careful consideration should be given more to the attitude and personality of the applicant rather than those skills that can be acquired through training.  The direct manager/supervisor should be involved in the hiring process.   A clear job description with qualifications and job duties should guide the process.  A set list of questions should be developed and asked of all new hire applicants.  All new hires should be in a probationary period that provides for dismissal without repercussions. A step-by-step process outline follows:

1. Define the position

Include how this position supports the overall agency’s mission.

2. Job description

Include not only duties and responsibilities of the position, but give a complete overview of all expectations of the individual to do the job successfully.  In addition to duties, this would include such things as treating co-workers with dignity and respect, providing high quality customer service, presenting a positive image, committing to on-going training, and performing all functions in a safe and secure manner.  Also include specific physical responsibilities of the job. 

3. Qualifications

a. CDL

Agencies should not limit themselves to hiring only operators who currently possess a CDL.  The agency can easily assist the right individual in obtaining a CDL, thus greatly expanding the candidate pool.

b. DOT physical

The individual must pass the DOT physical including vision and hearing tests prior to employment and every other year thereafter. 

c. Drug test

Candidates must successfully pass pre-employment drug and alcohol tests, and, if selected, participate in an ongoing safety-sensitive drug and alcohol testing pool.

d. Physical strength and body mechanics

Candidates will be expected to perform duties consistent with the physical requirements of the position.

e. Language skills

Candidates must successfully demonstrate the abilities to speak, read and write English for the level of the position.

f. Manual dexterity

Candidates must demonstrate manual dexterity in the performance of duties consistent with the position. 

g. Motor Vehicle records 
Candidates must have a clean motor vehicle record, excluding parking tickets, for the previous three year period.
h. Criminal background checks 
Candidates must have a clean criminal background record consistent with predetermined agency standards.
i. Other background checks

Candidates may be subjected to other background checks as predetermined by the agency. 

j. Knowledge, skills and abilities

· Ability to speak English

· Second language?

If necessary, communicate with target audiences.

· Experience in customer service

· Experience with the disabled or elderly

· Prior passenger carrier experience

· Ability to read and write consistent with the job requirements

· Radio skills/ability to communicate

· Map reading skills

· Prior First aid/CPR training

k. Recruitment 

l. Selection

· Application

Application must be consistent with all Federal and state equal opportunity employment laws.

· Interview 

· Testing

Employment testing should be consistent with the job requirements, e.g. map reading, customer service attitude, safety, etc.

Transit Bus Safety and Security Program

FTA, AASHTO, APTA, CTAA


