JOB DESCRIPTION

Purpose:

The job description communicates the requirements of the job, a description of work, the duties and responsibilities, and the qualifications required for the job. 

Directions:

The job description should be comprehensive and complete and needs to be consistent with the application form and the evaluation criteria, which are discussed in the following sections.  Once the appropriate job description, application and criteria forms are selected and established, copies of the job application and selection criteria should be posted.  A supply of copies as well as the original should be kept on file.  The job description may be posted on bulletin boards, signs, banners, advertised on the internet, newspapers, and radio announcements, on buses or through other clearing-houses for outreach.   
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STATUS: 

Part-time 

FLSA: 


Non-Exempt 

UNION STATUS: 
None

REPORTS TO: 

Executive Assistant/Transit Manager 

SUPERVISES DIRECTLY: 
None
PURPOSE OF THE POSITION: 

This position is to provide safe and timely delivery of public transportation services. 
ESSENTIAL DUTIES AND RESPONSIBILITIES: 
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1. Performs with proficiency and professionalism, the operation of the City of Northfield Transit buses utilizing defensive driving techniques

2. Physically and/or mechanically assist passengers in and out of the vehicle. 

3. Maintain and adhere to established delivery schedules and routes. 

4. Enforce safety rules and regulations for all riders. 

5. Comply with all local, state and federal transportation rules and regulations. 

6. Conduct daily inspections of vehicles and report issues to dispatch. 

7. Clean interior and exterior of vehicle daily. Fuel vehicle when needed. 

8. Prepare & maintain required reports, records, and other documentation in a timely and appropriate manner. 

9. Provide information to the public on transportation services and other related issues. 

10. Proper and safe use & maintenance of any assigned City or transit division vehicles. equipment. property. 

11. Maintain a high level of confidentiality and comply with all legal requirements of the job. Adhere to all city and administrative department policies and procedures and requirements. 

12. Observe and practice safe work habits. Attend and maintain all departmental training and safety 

requirements to be legal, safe, and compliant with laws and regulations. 

13. Actively participate and promote all transit division activities, duties, meetings, training sessions. etc. as a team member. 

14. Follow and disseminate all orders and instructions of the Transit Manager 
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WORKING HOURS: 

Transit bus hours of operation are (6:30 a.m. - 6:00 p.m., Monday & Friday), (6:30 a.m. - 8:30 p.m. Tuesday, Wednesday, Thursday), (Saturday hours from 10:00 a.m. - 1:00 p.m.). Shifts are rotated and assigned. Early morning, evening, weekend and holiday hours as necessary. Hours may change as business necessity dictates. 

TOOLS AND EQUIPMENT USED: 

Tools and equipment used in a Transit Bus operation include, but are not limited to: hand tools, mechanic tools, computers, telephone, mobile radio, copy machines, calculator, fax machine, lifting equipment, inspection equipment and cleaning equipment.
PHYSICAL DEMANDS:
Requires the ability to operate, maneuver and/or control the actions of equipment, machinery, tools, and/or materials used in performing essential functions. 

Requires the ability to spend extended periods of time sitting on equipment, standing and/or walking, stooping, kneeling, reaching above shoulder level. and frequently carrying up to fifty pounds, occasionally lifting 75-100 pounds and moving short distances. 

Requires the ability of hand-eye coordination to operate various pieces of equipment. Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and the ability to adjust focus. 

Requires the ability to occasionally use hands to finger, handle, feel or operate objects. tools. or controls; and  reach with hands and arms. The employee is occasionally required to sit; climb or balance; stoop, kneel, crouch. or crawl; talk or hear; and smell. 

ENVIRONMENTAL ADAPTABILITY: 
Work will be indoors and outdoors, around heavy equipment, exposure to dust, noise, fumes and engine exhaust, exposure to temperature extremes, confined spaces on occasion and negotiate uneven, muddy and snow/ice packed terrain when necessary. 
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JUDGEMENT AND SITUATIONAL REASONING ABILITY: 

Requires the ability to use logical thinking and/or industry or trade principles/standards to accomplish tasks, identify problems and determine when supervisor intervention is required. Coordinate data when requested by determining time, place, sequence of operations or activities based on available data and record final outcome Ability to manage and make necessary judgments to accomplish assigned tasks. 

MATHEMATICAL ABILITY: 

Requires the ability to perform addition, subtraction, multiplication and division; ability to calculate decimals and percentages; may require ability to utilize principles of fractions and/or interpret graphs. 

LANGUAGE ABILITY AND INTERPERSONAL COMMUNICATION: 

Requires the ability to communicate diplomatically with the public, especially when public disagrees with City positions, policies or standard requirements. 

Requires the ability to facilitate cooperation between department co-workers, the public and other departments.

Requires the knowledge of the functions and operating methods of a variety of transit vehicles, lift equipment used on the job. 

Requires the knowledge of the hazards and applicable safety rules and regulations for operating the equipment. 

MINIMUM TRAINING AND EXPERIENCE REQUIRED TO PERFORM ESSENTIAL JOB FUNCTIONS: 

High School diploma or equivalent. One (1) year of public transportation or mass transit experience. An excellent driving record.  Possession of a valid State of Minnesota CDL Class "8" drivers license with a passenger endorsement. No criminal background. 
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and is subject to change by the employer as the needs of the employer and requirements of the job
change.

NOTE: The City of Northfield is an Equal Opportunity Employer. In compliance with the Americans with
Disabilities Act, the City will provide reasonable accommodations to qualified individuals with disabilities

and encourages both prospective and current employees to discuss potential accommodations with the
employer.





SEMCAC

Job Description

Job Title: Transportation Dispatcher

Department: Transportation

Reports To: Transportation Director

FLSA Status: Non-exempt

Prepared By: Elaine McGarry

Prepared Date: June 17, 1998

Approved By:  Pat Georgens

Approved Date: June 14, 1999

SUMMARY   Arrange county residents' transportation through scheduling of bus rides and volunteer drivers. 

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be assigned. 

1. Answer calls/messages for volunteer driver transportation requests and bus ride requests in a timely manner. 

2. Calls volunteer drivers and bus driver for arrangement of the requested transportation. 

3. Have knowledge of transportation and RSVP program policies and procedures.

4. Must be able to handle difficult/emergency situations.

5. Verifies U-Care/Blue Plus requests with Health Ride and arranges transportation for their clients. 

6. Notifies clients no later than noon the day before a requested ride with the name of the driver and pick up time or informs the client that no drivers are available.

7. Have knowledge of the dispatching area for both the volunteer driver and bus programs. 

8. Keeps accurate records and submits monthly reports in a timely manner.

9. Mails supplies to volunteers and staff as requested.

10. Keeps an accurate record of daily activities, coding time to the appropriate program. 

SUPERVISORY RESPONSIBILITIES 

This job has no supervisory responsibilities. 

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 dip1oma or general education degree (GED); or one to three months related experience and/or training; or equivalent combination of education and experience. 

LANGUAGE SKILLS 

Ability to read, analyze, and interpret general business periodicals, professional journals, technical procedures, or governmental regulations. Ability to write reports, business correspondence, and procedure manuals. Ability to effectively present information and respond to questions from groups of managers, clients, customers, and the general public. 

MATHEMATICAL SKILLS 

Ability to add and subtract two digit numbers and to multiply and divide with 10's and 100's. Ability to perform these operations using units of American money and weight measurement. volume, and distance. 

REASONING ABILITY 

Ability to define problems, collect data, establish facts, and draw valid conclusions. Ability to interpret an extensive variety of technical instructions in mathematical or diagram form and deal with several abstract and concrete variables. 

CERTIFICATES, LICENSES, REGISTRATIONS 

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 (0 perform the essential functions. 

While performing the duties of this job, the employee is regularly required to sit; use hands to finger, handle, or feel; reach with hands and arms; and talk or hear. Specific vision abilities required by this job include close vision. 

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 occasionally exposed to wet and or humid conditions and outside weather conditions. The noise level in the work environment is usually moderate. 

THIS JOB DESCRIPTION IS NOT INTENDED TO BE ALL INCLUSIVE, AND THE TRANSPORTATION DISPATCHER WILL ALSO PERFORM OTHER RELATED DUTIES AS ASSIGNED. 

SEMCAC RESERVES THE RIGHT TO REVISE OR CHANGE JOB DUTIES AND RESPONSIBILITIES AS THE NEED ARISES. THIS JOB DESCRIPTION DOES NOT CONSTITUTE A WRITTEN OR IMPLIED CONTRACT OF EMPLOYMENT. 

SEMCAC IS AN EQUAL OPPORTUNITY EMPLOYER. 

Revised Job Description for Transportation Dispatcher 

1. Answer calls/messages for volunteer driver transportation requests and bus ride requests in a timely manner. 

2. Calls volunteer drivers and bus driver for arrangement of the requested transportation.

3. Verifies U Care/Blue Plus requests with Health Ride and arranges transportation for their clients. . 

4. Notifies clients no later than noon the day before a requested ride with the name of the volunteer driver and pick-up time or informs the client that no volunteer drivers are available. 

5. Have knowledge of the Volunteer Driver Program policies and procedures. 

6. Have knowledge of the dispatching area for both the volunteer driver and bus programs.

7. Keeps accurate records and submits monthly reports in a timely manner.

8.  Submits Title IIIB and EOR quarterly reports accurately and in a timely manner. 

9. Mail supplies to volunteers and staff as requested.

10. Keep an accurate record of daily activities, coding time to the appropriate program.

11. Must be able to handle difficult/emergency situations. 

SEMCAC

Job Description

Job Title: 


Bus Driver

Department: 


Transportation

Reports To: 


Transportation Services Director

FLSA Status: 


Non-Exempt

Prepared By: 


Monte Beck 

Prepared Date: 

June 17, 1998

Approved By: 


Pat Georgens

Approved Date: 

June 14, 1999 

SUMMARY Must be able to operate, safely and courteously, a bus or van through heavy or light city or highway traffic, in all conditions, and following all rules and regulations. 

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be assigned. 

1. Know and obey all federal, state, and local laws pertaining to movement of equipment herein referred to as buses. 

2. Inspect bus and report any defects. 

3. Must be able to communicate with fellow employees and the general public in a courteous manner, even in stressful conditions.
4. Use the radio or cellphone in a professional manner. 

5. Submit written reports on accidents and unusual occurances as required. 

6. Maintains transportation vehicles, including fueling, cleaning, general maintenance; coordinates routine servicing and repair of assigned vehicles with Transportation Services Director.

7. Inspect the fare box for correct fare. 
8. Conduct and submit written reports on passenger counts as required. 
9. Know and comply with all points of safe operation, know all points of safety pertaining to equipment, such as emergency operation of doors and exists, and location and operation of fire equipment.
10. Must be able to answer questions in regard to schedule information, fare structure, and area covered by system. 
11. Know and comply with all instructions, both oral and written. 

SUPERVISOR RESPONSIBILITIES 
This job has no supervisory responsibilities. 

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); or one to three months related experience and/or training; or equivalent combination of education and experience. 

LANGUAGE SKILLS 
Ability to read and interpret documents such as safety rules, operating and maintenance instructions, and procedure manuals. Ability to write routine reports and correspondence. Ability to speak effectively before groups of customers or employees of organization. 

MATHEMATICAL SKILLS 

Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers. common fractions, and decimals. Ability to compute rate, ratio, and percent and to draw and interpret bar graphs. 

REASONING ABILITY 

Ability to apply common sense understanding to carry out instructions furnished in written, oral, or diagram form. Ability to deal with problems involving several concrete variables in standardized situations. 

CERTIFICATES, LICENSES, REGISTRATIONS 

1. Have or obtain Commercial Drivers License Class B with Passenger endorsement 

2. First Aid and CPR Training 

3. Pass physical exam, drug and alcohol tests 

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 use hands to finger, handle, or feel; reach with hands and arms and talk or hear. The employee frequently is required to walk; sit; climb or balance; and stoop, kneel, crouch, or crawl. The employee is occasionally required to stand and taste or smell. The employee must occasionally lift and/or move up to 50 pounds. Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, and depth perception. 

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 frequently exposed to moving mechanical parts, outside weather conditions, and vibration. The employee is occasionally exposed to wet and/or humid conditions; high, precarious places; fumes or airborne particles; risk of electrical shock; and explosives. The noise level in the work environment is usually moderate. 

THIS JOB DESCRIPTION IS NOT INTENDED TO BE ALL INCLUSIVE, AND THE TRANSPORTATION BUS DRIVER WILL ALSO PERFORM OTHER RELATED DUTIES AS ASSIGNED. 

SEMCAC RESERVES THE RIGHT TO REVISE OR CHANGE JOB DUTIES AND RESPONSIBILITIES AS THE NEED ARISES. THIS JOB DESCRIPTION DOES NOT CONSTITUTE A WRITTEN OR IMPLIED CONTRACT OF EMPLOYMENT. 

SEMCAC IS AN EQUAL OPPORTUNITY EMPLOYER.
JOB APPLICATION

Purpose:

The job application is a form that the transit system provides to an applicant for the purposes of obtaining needed job related information concerning the applicant.  

Directions:

The application form should provide spaces for applicant’s responses to information requests on personal identification and information, work experience, references, and other questions related to the job position.  

CITY OF MORRIS
RETURN TO:










City of Morris










PO Box 438










Morris, MN 56267

The City of Morris welcomes you as an applicant for employment.  Your application will be considered with others in competition for the position in which you are interested.  It is the intention of the City of Morris to provide equality of opportunity in employment to all persons.  This policy prohibits discrimination against applicants in accordance with Title VII, of the Civil Rights Act of l964, in all respects of our personnel policies, programs, practices and operations.

All information contained in or connected with this application will be considered personal and confidential and used only in conjunction with your possible employment by the city of Morris.  Please furnish us with complete information as outlined in this application.  You are encouraged to attach any additional information which you may believe qualifies you for the position for which you are applying.

The City of Morris reserves the right to employ those applicants which it deems best qualified for the position available.

PLEASE TYPE OR PRINT PLAINLY

	Position or Kind of Work Desired
	Permanent (  ) Temporary (  )

Part Time (  )
	Date Available


PERSONAL INFORMATION

	Last Name
	First
	Middle



	Present Permanent Address


	City
	State/Zip Code

	Home Telephone Number


	Driver’s License Number
	State if not Minnesota

	Physical Limitations? If yes, please explain

Yes (  )   No  (   )



	EDUCATIONAL INFORMATION



	Circle Highest

Grade Completed
	Grade School

1 2 3 4 5 6 7 8
	High School

9 10 11 12
	College

13 14 15 16
	Post Grad

1 2 MA PhD
	

	Name and Address of Last High School Attended:


	If no High School diploma, have you passed a GED test?

YES (   )    NO (   )

	Type of School
	Name and Mailing Address of School
	From To
	Credits
	Degree
	Major

	Technical or Trade
	
	
	
	
	

	Technical or Trade
	
	
	
	
	

	College/

University
	
	
	
	
	

	College/

University


	
	
	
	
	

	Graduate School
	
	
	
	
	

	List any correspondence courses, seminars, workshops, training sessions, adult education or other educational experience that might relate to the position applied for.




APPLICATION SCREEN

Purpose: 

The Application Screen is a systematic comparison of applicant’s responses and information found in the completed application form with the evaluation criteria

Directions:

Depending on the resources and policies of the transit system, the minimum selection criteria may vary, for example some transit systems may be willing or able to provide more training (CDL, vehicle driving skills) than others.  For other transit systems, region specific skills may be required (e.g., foreign language).  It is important that the transit system decide which evaluation criteria are appropriate to use and what the minimum requirements are for the job, and to keep a record of their evaluation criteria decisions on file.

For each section of the Job Application, the transit system uses the evaluation criteria they have developed and have on file for the job position, and makes a decision whether the Applicant’s responses on the completed application form meet their minimum requirements for the job.

INTERVIEW

Purpose:

The interview is used by the transit system to assess the qualifications of the Applicant through direct observations.

Directions:

The interview, at a minimum, should include assessments by the transit agency from the perspective of Human Resources, Safety, Operations, and Training.  At a minimum the Interview Screen is recommended to include a review with the applicant of their criminal, driving, and employment records to obtain assurance that the information that had been provided on these records is correctly understood and interpreted by the transit system.  

BACKGROUND CHECKS

Purpose: 

A background check is verification of selected information provided by an applicant such as:  identity information, motor vehicle record, criminal record, and employment references.
Directions:

If background checks have not been made before the job interview, it is suggested that a manager responsible for human resource decisions make the decision whether to order to further investigate background checks following the interview.  Another approach is to conduct background checks as soon as the application is submitted, and before the interview process.  The decision of when a background check is made depends on the transit system’s situation at that time and the length of time required getting background check results. 

 The transit system may wait until after the interview step before initiating a Background Check on those applicants that have passed the application and interview screening steps.  

Additional investigation of the applicant’s background may consist of telephone interviews, letters, or any other method of obtaining information deemed appropriate.  The information obtained should be documented and retained in the transit system files with comments as part of the Applicant’s file.
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PO Box 332 

312 West Alden Street. Arlington. MN 55307 

Phone (507) 964-2122 . Fax (507) 964-2135 
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The Trailblazer Joint Powers Board currently employs the following individual as Transit Driver: 

Full Name (Please Print): ________________________________________________

(First / Middle / Last / Maiden) 

Date of Birth: _____________________________________________

(Month/Day/Year) 

Social Security #: ____________________________________________________

Driver's License #: __________________________________________

I authorize the Minnesota Bureau of Criminal Apprehension and the Law Enforcement Centers in Sibley and McLeod Counties to disclose all records regarding my criminal history and driving record to the Trailblazer Joint Powers Board for the purpose of completing an annual background check, which is required by the Trailblazer Joint Powers Board as a condition of employment as Transit Driver. 

This authorization expires one year from the date of my signature. 

_________________________________
_____________________________________
Signature of Transit Driver



Date 
Notary Public: 
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DISCLOSURE AND RELEASE OF INFORMATION AUTHORIZATION

I authorize City of Northfield and Verifications, Inc. a consumer reporting agency, to retrieve information from all personnel, educational institutions, government agencies, companies  corporations  credit reporting agencies, law enforcement agencies at the federal, state (including Minnesota Bureau of Criminal Apprehension or county level workers, compensation agencies or individuals. relating to my past activities. to supply an and all information concerning my background, and release the same from any liability resulting in providing such information. The information received may Include but is not limited to academic, residential achievement, job performance, attendance litigation, personal history credit reports, driving history, worker’s compensation records (including medical information)  and criminal history records.  

If currently employed: My current employer may be contacted:

Yes _____

No _____
I understand that a consumer report may be prepared summarizing this Information.  If my prior employers and or reference are contacted the report may Include information obtained through personal interviews regarding my character, general reputation, personal characteristics and or mode of living. I may request a copy of any report that is prepared regarding me and may also request the nature and substance of all information about me contained In the files of the consumer reporting agency. I understand that proper identification will be required and that I should direct my request to Verifications, Inc., PO Box 2015, Minneapolis, MN 55402. Phone 1-800-735-3002 /  (612)339-3252. 

If employed in Minnesota: I would like a copy of any report regarding me. YES_____  NO ________

If employed in California: I would like a copy of any report regarding me. YES _____  NO ________

I hereby certify that all the statements and answers set forth on the application form and/or my resume are true and complete to the best of my knowledge and I understand that if subsequent to employment any such statements and or answers are found false or that information has been omitted such false statements or omissions will be just cause for the termination of my employment. 

I am willing that a photocopy of this authorization be accepted with the same authority as the original; and that if employed by the above-named company, this release will remain in effect throughout such employment. 

___________________________
_______________________
__________________

Signature



Social Security Number

Date
NOTE: The following information is provided voluntarily and IS NOT considered as part of your application for employment it is used only for identification purposes in verifying information on your Employment Application 

PLEASE PRINT CLEARLY. 
________________________________________________________________________________________________________

Last Name



First Name


Middle Name

_______________________________________________________________________________________________________

Street Address



City

State

Zip Code

_______________________________________________________________________________________________________

Driver’s License No.


State of License

Expires On
Date of Birth

_______________________________________________________________________________________________________

List any other CITIES AND STATES in which you have lived during the previous 7 years.

_______________________________________________________________________________________________________

List any other LAST NAMES in which you have used during the previous 7 years.

_______________________________________________________________________________________________________

List any other LAST NAMES
under which you received your GED, high school diploma, or other degrees.

NOTARY.  Currently required for Statewide Criminal Checks in AL, GA, NM, RI, WV and WY sometimes required in MN depending on search.

State ______________________________________
County of ____________________________________________

Signature __________________________________
My Commission Expires on _______
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People Are Our Business 

204 South Elm Street, PO Box 549 

Rushford. Minnesota 55971-0549 

Phone 507 864-7741 FAX 507 864-2440 

CRIMINAL BACKGROUND FORM

DATE: __________________________________________

FIRST NAME (please print):_____________________________________________________

MIDDLE (please print):_________________________________________________________
LAST (please print):____________________________________________________________

MAIDEN, ALIAS OR FORMER (please print):________________________________________
DATE OF BIRTH: ______________________________SEX (M OR F):___________________




Month/Day/Year

SOCIAL SECURITY NUMBER: __________________________________________________

I AUTHORIZE THE MINNESOTA BUREAU OF CRIMINAL APPREHENSION TO DISCLOSE ALL CRIMINAL HISTORY RECORD INFORMATION TO SEMCAC.

_______________________________________

___________________________

Signature of Applicant





Date

A Community Action Agency Serving Southeast Minnesota

Dodge County
 Fillmore County
 Houston County
 Mower County
 Steele County
 Winona County 

  374-6401 
   765.2761 
   724-3677 
   433-5889 
   451-7134
    452-8396 

With Additional Programs Operated in Freeborn, Goodhue, Olmsted, Rice and Wabasha Counties

An Equal Opportunity Employer

PRE PLACEMENT PHYSICAL EXAM

Purpose:   

Used to agencies to document physical condition of applicants.

Directions:

The transit agency should check with local and state authorities for applicable pre-placement physical exam standards.  The transit agency may also wish to adopt the Federal DOT medical standards
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. 





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.








