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Position Title:

Transit Program Coordinator
Pay Grade/Range:

$20-$22 / hour depending on qualifications 
Effective Date: 

March 14, 2022 
POSITION OVERVIEW:
The position is responsible for a wide range of duties that support SCTD’s mission to provide safe, accessible, convenient, reliable, and efficient transit service that meets the needs of the community it serves.  Responsibilities include, but are not limited to: performing a variety of administrative activities, providing exceptional customer service at all times to the public, preparing correspondence, compiling data for analysis, maintaining accounts receivable, coordinating special programs and projects, engaging the community and other stakeholders in different outreach and promotional activities, and professionally representing the District in various public capacities and forums.  Successful candidates are expected to exercise independent judgment to respond to questions and concerns of the public, operating with broad latitude to resolve issues within the framework of existing District policies and procedures.
PRIMARY RESPONSIBILITIES:
· Provide administrative support and assistance to the District as needed.

· Communicate frequently with the riding public, provide customer service, answer questions about routes and schedules, and provide trip planning assistance.  Greet customers at the front desk, answer telephone, and perform ticket sales.  Address rider’s comments and complaints as needed.  Maintain a clean and organized front desk area.  
· Prepare and edit correspondence, routine letters, and memos, demonstrating attention to detail. Ability to proofread, review for grammar, and edit documents as necessary ensuring completeness and accuracy.  Prepare information packets.  
· Compile operational information and maintain databases for tracking program information.  Develop and use spreadsheets and other applications to track program activities and monitor key performance measures.  
· Coordinate transit tax collections and procedures, prepare bulk mailings, and follow up with business accounts as needed.  Requires professional handling of information that is sensitive and confidential in nature. 

· Prepare deposits from payroll tax and farebox revenues. 
· Communicate with transportation contractor regarding issues that impact District operations, such as vehicle delays and temporary reroutes.
· Record and communicate public requests for fixed-route deviations. 
· Assist in production and implementation of marketing and outreach activities to help promote ridership.  Develop materials to provide accurate and timely information to the public, such as rider alerts, brochures, flyers, ads, and other public notices.  

· Assist in coordination of District participation in community events, and development of other outreach and promotional activities designed to increase awareness of transit in the community.  
· Assist in implementation and coordination of new projects, programs, and transit initiatives.
· Help conduct a variety of research and analyses, and summarize key findings to help inform management decisions.  
Complete other tasks and perform other duties as assigned to support the mission of the District.  

 QUALIFICATIONS:

Education: Coursework at accredited college or university, preferably in public administration, business administration/accounting, or a closely related field. 
Experience: At least two (2) years increasingly responsible professional administrative experience.  
-OR- 

An equivalent combination of experience and education which provides the applicant with the level of required knowledge and abilities will be considered. Education or experience in transit, transportation, planning, or municipal government is preferred. 

Knowledge, Skills and Abilities:

· Demonstrated experience working with the public and ability to provide excellent customer service.

· Excellent interpersonal verbal, written and phone skills. Bilingual is preferred.
· Excellent math skills with good attention to detail. 
· Experience in general office operations, with understanding of basic accounting procedures.  Ability to establish and maintain a variety of filing, record keeping, and tracking systems.  Ability to accurately work with large amounts of data.
· Advanced proficiency with computer programs, including word processing, spreadsheets, databases, and other MS Office tools.  Experience using Quickbooks preferred. 
· Ability to work independently on assigned tasks with limited supervision, and to organize multiple tasks and complete them in an effective and timely manner.
· Previous experience in program/project management preferred, with demonstrated ability to prioritize and accomplish tasks within specific timelines.

· Ability to exercise good judgement, courtesy, patience, and tact in public contact and problem resolution. Ability to analyze issues and resolve them diplomatically.  
· Ability to work cooperatively and develop positive working relationships with stakeholders, including the public and other business partners.  

· Must be able to professionally communicate with angry and disgruntled customers.

· Knowledge of geographic service district.

· Familiarity with social media marketing and outreach strategies preferred.  Experience creating or implementing marketing and outreach campaigns to promote awareness of a product or service preferred.  
· Knowledge of and experience with transportation demand management (TDM) strategies preferred. 

· Experience in accounts receivable preferred. 

SCTD CUSTOMER SERVICE PHILOSOPHY

SCTD places an emphasis on providing exceptional customer service and strives to exceed our customers’ expectations.  SCTD employees and representatives of the District are expected to take measures to prioritize quality customer service for the public.

SPECIAL REQUIREMENTS:

Must be able to pass the District’s reference check and criminal history check.

Supervision:
Works under the direction of the District Manager. This position is not a supervisory position. 

TOOLS AND EQUIPMENT USED:

General office equipment including, but not limited to, computer, copier, fax machine, calculator, and telephone.

WORK ENVIORNMENT AND PHYSICAL DEMANDS:

The work environment characteristics and physical demands 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.  Work is performed mostly in an office setting in well-lighted, temperature controlled office environment with some external noise.  

· Required to sit for extended periods of time and must have the hearing and speaking ability to carry on conversations in one-on-one and small group settings.

· Able to reach with hands and arms, use hands and fingers to handle/operate objects, tools, or controls, and must have sufficient hand eye coordination to operate common business equipment.

· Specific vision abilities required by this job includes close vision and ability to adjust focus.

· Occasionally required to lift items from below the knees or above the shoulders; ability to move and/or lift 25 pounds.
This description covers the most significant essential and auxiliary duties performed but does not include other occasional work which may be similar or related to the position.

This job description does not constitute an employment agreement between the employer and employee and is subject to change by the employer as the needs of the employer and requirements of the job change.
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