
CAREER OPPORTUNITY 
 

                                   7/9/2014 

Job Title: Transportation Supervisor   Department:  Transportation 
Reports To:  Transportation Manager        Salary Range:  $42,349 – $50,824  
Status:  Full-time  Work days: Varies between Mon-Sun Work hours:  Between 4:00 a.m. – 2:00 a.m. 
 
Submit resumes to: HR@catchacat.org and put job title in the subject line 
 
SUMMARY: Performs a variety of functions to ensure that quality transportation service is efficiently delivered to customers.  
Position performs both field and office assignments at the discretion of the Transportation Manager. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be assigned. 

 Ensure that “World Class Service” is provided to customers and provide “hands on” assistance and information to 
customers of Chatham Area Transit Authority that utilize company services. 

 Performs dispatching activities, operations communication, and assignment of drivers to obtain optimum use of facilities, 
equipment, and human resources. 

 Dispatches replacement buses for vehicles involved in accidents and operators for special services. 

 Perform day-to-day dispatch services from the Control Center and various field locations. 

 Supervise and instruct bus operators with regard to safety, service, and scheduling. 

 Ensure schedule compliance 

 Generate accurate operational records for the purpose of reporting and analysis. 

 Assure that all routes are covered utilizing appropriate vehicles, personnel, equipment, and information. 

 Make optimal use of company operating systems for the purpose of monitoring, dispatching, and improving on street 
service to the customers. 

 Monitor system for compliance with State and Federal regulations, Company policy, and the Collective Bargaining 
Agreement. 

 Ensure a safe environment for the operation of service. 

 Investigates accidents, unusual occurrences, and complaints for the purpose of filing appropriate reports. 

 Ensure a safe environment for the operation of service. 

 Responsible for filling open runs daily, including calling in operators from home, having supervisors drive, and projecting 
manpower needs. 

 Responsible to meet the minimum hours of revenue and efficient use of overtime. 

 Directly responsible to supervise and assist in special promotions, projects, and events if service is impacted at all. 

 Ensures that duties are confined to operations only, and any deviation from operational duties must be authorized by 
senior management. 

 Coordinates and cooperates with maintenance personnel to ensure efficient bus allocation to meet revenue service 
requirements. 

 Responsible that discipline is issued in a timely manner and in accordance with established policies and procedures.  

 Coordinate with Human Resources and Training on employment related matters. 

 Investigates accidents, unusual occurrences, and complaints for the purpose of filing appropriate reports. 
 
SUPERVISORY RESPONSIBILITIES Directly supervises bus operators and ambassadors.  Carries out supervisory responsibilities 
including planning, assigning, and directing work; Responsible for appraising performance; rewarding and disciplining 
employees; addressing complaints and resolving problems. Accountable for all “Essential duties and responsibilities” listed 
above.    
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. Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 
EDUCATION and/or EXPERIENCE High school Diploma or General Education Degree (GED) and two years related experience 
and/or training.  Public transportation experience preferred.  College coursework preferred. 
CERTIFICATES, LICENSES, REGISTRATIONS Must have Class B or higher Commercial Driver’s License with Passenger 
endorsement.  Must be able to obtain and maintain DOT Physical examination. 
LANGUAGE SKILLS Ability to read and comprehend instructions, short correspondence, and memos. Ability to write simple 
correspondence.  Ability to effectively present information one-on-one and small group situations to customers, clients, and 
other employees of the organization.  English required, bilingual a plus. 
REASONING ABILITY Able to apply common sense understanding to carry out detailed written or oral instructions, Ability to 
deal with problems involving several variables in standardized situations. 
COMPUTER SKILLS Experience with word processing, spreadsheets, Internet software, e-mail, and/or database software 
preferred.  Basic computer skills are required. 
PHYSICAL DEMANDS  The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions.  While performing the duties of this job, the employee is regularly required to 
stand; walk; use hands to manipulate, handle or feel; reach with hands and arms; and talk or hear.  The employee is frequently 
required to sit.  The employee is occasionally required to climb or balance; stoop, kneel crouch or crawl; and smell.  The 
employee is frequently required to lift up to 50 pounds.  The employee is occasionally required to lift up to 50 pounds.  The 
vision requirements include close vision, distance vision, peripheral vision, depth perception, and ability to adjust focus. 
WORK ENVIRONMENT The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions.  While performing the duties of this job, the employee is 
regularly exposed to outside weather conditions.  The employee is frequently exposed to moving mechanical parts.  The 
employee is occasionally exposed to fumes or airborne particles.  The noise level in the environment is moderate. 
DISCLAIMER STATEMENT 
The above statements are intended to describe the general nature and level of work performed.  They are not intended to be 
construed as an exhaustive list of all responsibilities, duties, and skills required of personnel so qualified.  


