DISTRICT THREE GOVERNMENTAL COOPERATIVE

JOB DESCRIPTION

JOB TITLE:

Transportation System Area Supervisor
JOB SUMMARY:
Working directly for the Transit Operations Director, the Area Supervisor is responsible for executing the day-to-day operations of the individual Transportation offices.  Also, maintain records of the number of riders, schedules special routes and acts as liaison with the local government to answer questions or provide services. The area supervisor will be responsible for supervision of assigned drivers and Operations Specialists.
JOB DUTIES:
The responsibilities of the Area Supervisor shall include but not be 



limited to the following:
1. Cover the dispatch office and duties of an Operations Specialist as necessary.
2. Cover Transportation routes and the duties of a Transportation System Driver as necessary

3. Maintain a thorough knowledge of all agency policies including but not limited to the employee handbook, supervisor’s handbook, driver’s handbook, drug and alcohol policy, and service guide.

4. Maintain all records of ridership deemed necessary by the local government or District Three staff.
5. Maintain regular and effective communication with the Transit Operations Director, Fleet Manager and Transportation administration Manager.
6. Schedule vehicles for maintenance through coordination with the Fleet Manager. All maintenance costing $250 or more must be approved in advance by the Fleet Manager.
7. Have a commercial drivers' license or acquire one within 3 months of employment.
8. Ensure billing/invoicing is accomplished on special routes through coordination with the Transportation Administration Manager. 
9. Supervise the drivers to include check rides, verifying time sheets, performing yearly evaluation.
10. Ensure all fares are collected and transferred to District Three Central office.
11. Must report all accidents, incidents, safety hazards or unsafe conditions to the Financial Division Director and Operations Manager.
12. Other duties as may be assigned by the Transit Operations Director.
       
 


JOB REQUIREMENTS:   The Transportation Systems Area Supervisor should have a High School Diploma; supervisory experience; good driving record; computer experience; some college (30 credit hours or more) preferred; pass pre-employment and  annual Passenger Assistance Sensitivity & Safety evacuation drill and vision/reaction testing; satisfactory DOT Physical to operate a commercial motor vehicle interstate; pass mandatory substance abuse testing; CDL Class C with P endorsement required within first three months of employment
The worker must be able to:

· learn and understand routine tasks 

· follow routine instructions 

· adapt to changes

· remain alert at all times

· learn complex skills 

· solve problems

· deal with multiple issues simultaneously

· operate computer equipment

· communicate effectively with the public

· safely operate potentially dangerous equipment, including _Bus with wheelchair lift
· see well enough to operate a motor vehicle (CDL Standard)

· hear minimally (CDL Standard)

· sit in one position for up to _4_ hours

· walk up to _5_ percent of the work day

· climb stairs

· bend at the knees occasionally 

· bend at the waist occasionally 

· turn or twist the upper body frequently

· grip or grasp objects for extended periods

· lift up to _25_ pounds

· repeatedly push or pull items such as cleaning equipment

· work at a rapid pace with limited interruptions

· make frequent, repetitive motions

· maintain good balance

· drive a vehicle

· speak audibly and understandably

· supervise others

· work outdoors in varying weather conditions

· work more than eight hours in a day

The following is a general description of the physical requirements of the job:

Transportation system Area Supervisors must supervise the drivers and Operations Specialists who work in their areas, communicate with passengers to explain services and schedule trips. Area Supervisors must sit for extended periods while on duty and must use a computer to communicate with management and produce manifests. Area Supervisors are frequently called upon to monitor a radio and use a telephone simultaneously.

Transportation system Area Supervisors must also be able to perform all of the duties of a Transportation driver including: Maintain a Commercial Drivers License, operate a Transportation bus on routes up to 10 hours in a day and up to 15 hours on-duty. Provide services to passengers including but not limited to explaining routes, schedules, and services provided, answering questions, carrying groceries (up to four bags at 25 lbs each per passenger), assisting passengers who use wheelchairs, and must be able to complete the PASS evacuation drill annually.

