Lemhi Ride
Job Description

TITLE: OPERATIONS MANAGER/DRIVER

REPORTS TO: EXECUTIVE DIRECTOR

DATE PREPARED/REVISED: November 2014

WAGE SCALE: $28,000 to $31,000 annually to start DOE

DESCRIPTION OF POSITION:
This position is established to oversee Lemhi ride operations in all service areas in Lemhi County. The position of Operations Manager requires an individual who is capable of exercising independent judgment and communicates well with staff, clients and the general public. The incumbent will provide supervision and support to transit employees performing in the daily activities of the Operations Department in line with departmental goals, practices and procedures. The manager will also be required to drive when necessary. Under the direction of the Executive Director specific duties include:  planning, coordination and oversight of transit services; assure compliance with time schedules and applicable laws, codes, rules and regulations; evaluating and training of Bus Drivers; resolving client and community concerns related to safe and efficient public transportation.

PRINCIPAL ACCOUNTABILITIES:
· Directs, supervises, evaluates and motivates drivers ensuring adherence to safety standards, department policies and ADA compliance.  Ensures proper operation of vehicles, meeting passenger needs, and proper performance of other driver job duties.
· Conducts written evaluations of transit employees in accordance with organizational policies.
· Responsible for developing, coordinating, tracking, and/or conducting the department's driver training programs throughout accountability area of assigned responsibility.
· Addresses and resolves complaints and issues raised by transit customers and the public in general relating to the provision of quality transit service.
· Ensuring drivers have documented certification for various aspects of job assignments including general mobility and regulatory functions and requirements specific to company vehicles operated.
· Responsible for communicating policies, rules, assignments and other information related to job duties to assigned drivers.
· Assists the Executive Director in facilitating department drug and alcohol training, testing, and enforcement by scheduling various drug tests.
· Performs office supervisory duties as well as field supervisory and evaluative duties for the area of responsibility. Assures the operation of the public transportation system in the most cost effective and efficient manner including recommendations for commencement, improvement, modification, or elimination of transit services.
· Attends and investigates accidents in its area of responsibility or as assigned. Receives and responds to drivers' incidents and accidents; drives to accident scenes and conducts internal accident investigations; gathers information, takes photos and assists passengers and staff; obtains accident reports from police agencies.
· Work and communicate effectively with contract agencies and large block ridership.
· Provides operational statistics, working with the Lemhi County Economic Development (LCEDA) Assistant manager and facilitate with the operational information for the National Transit Data Base Report (NTD), consistent with the area of responsibility. Oversees and maintains all documentation required by federal, state and local reporting requirements related to overall ridership, ADA usage, ridership revenue and etc. Collects and researches information and data and prepares reports and recommendations.
· Monitor driver attendance. Verify trip sheets and time cards for accuracy, authorize work hours and overtime. Advise drivers of corrections or concerns.
· Drive bus and provide services when necessary.
· As directed, attends meetings, including those scheduled after normal working hours.
· Prepares specifications and contract documents for transit system capital procurement and construction contracts and supervises selection process of contractors and vendors.
· Represents and promotes transit through personal presentations and other outreach to local groups throughout the community and manage sales of business advertisement on all Lemhi ride Vehicles.

NATURE AND SCOPE:
This position evaluates all Bus Drivers in the area of its responsibility for safety compliance, job performance and discipline. This position may recommend the hiring and dismissal to the Board of Directors per the rules and regulations in the Lemhi ride Personnel Handbook and in cooperation with the Executive Director.  This position is considered a Safety-sensitive position within the Lemhi ride organization.

This position is a management position and reports directly to the Executive Director and coordinates with all other staff, committee members and governing board within the organization in order to fulfill the roles assigned to this position.

This position requires some familiarity with grants, and may require assisting in writing and administration of grants under the supervision of the Executive Director.

PRINCIPAL CHALLENGES:
The principal challenges in this position can be difficult, time sensitive, and non-routine in nature.  External contacts include granting agencies, governmental entities, individuals and groups and the general public. Assignments are performed primarily in an office environment but may include the use of a staff car and/or operate a bus as required. This position has freedom to schedule daily work activities within deadline constraints established by the Executive Director and coordinating with all other appropriate staff.

QUALIFICATIONS:
A high school diploma or GED with a bachelor's degree in public administration, business, transportation, or related field preferred. Equivalent relevant experience may be substituted for this requirement. Three to five (3-5) years of responsible work experience in transit operations. Experience with and knowledge of bus driving, public transit, non-emergency medical transportation, fleet maintenance, and ADA equipment mandatory.

Lemhi Ride requires intermediate to advanced competent knowledge of Microsoft Word, Excel and Outlook programs.

A current Driver’s License is required and a CDL with a Passenger endorsement and D.O.T. Medical Certification are preferred (and may be required in the future).

Ability to acquire and maintain necessary licensing and certifications as required by service contractors and federal highway regulations.  All employment offers are contingent upon successful completion of pre-employment drug test and a criminal background investigation. 

[bookmark: _GoBack]Ability to administer and write grants is a preferred skill.

Basic Conditions of Employment
All employees of Lemhi County Economic Development Association (LCEDA) are ambassadors of the organization and are expected to support and fulfill the mission of the organization. All employees, regardless of job title, must demonstrate the following minimum requirements:
· Professional Conduct: Comply with established employment policies and practices. Maintain confidentiality of organization and employee information. Accept direction and provide direction in a cooperative and positive manner. 
· Personal Conduct: Engage in personal conduct that is honest, respectful, courteous,, and dignified as well as legal, ethical, dependable and reliable. 
· Competency: Develop and maintain skills, knowledge and abilities required for adequate performance of assigned job duties. 
· Maintain grooming and dress standards as outlined in policies and procedures manual.
· As an absolute condition of employment, employees are required to sign a drug-free workplace agreement.

HOW TO APPLY

Application must be received by LCEDA by 5 PM on December 5, 2014.  

Provide resume, cover letter, and 3 professional references via the following options
Email to manager@svbic.com, or hand deliver or mail to the below address (mailed applications must be received by 5 PM on December 5th, 2014)
 
For more information about this position please contact:
Lemhi County Economic Development Association
Executive Director
Tammy Stringham
803 Monroe Street
Salmon, ID 83467
PH: (208) 756-1567 
FAX: (208) 756-1506 
director@lceda.net

The Salmon Valley Business & Innovation Center is an Equal Opportunity Employer. Qualified applicants are considered for employment without regard to age, race, color, creed, religion, sex, pregnancy, national origin and disability or veteran preference. 

