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           Transportation Bus
Position Summary
Under the supervision of the Lincoln County Board of County Commissioners, the Bus Coordinator/Driver is a non-exempt position under FLSA. It is the basic function of the Lincoln County Public Transportation Bus to provide transportation for Lincoln County residents in a safe and secure manner. The Coordinator will work closely with clients, other drivers, and the Board of County Commissioners.

ESSENTIAL FUNCTIONS

· Responsible for ensuring the transportation bus service is operated according to KDOT regulations as contained in the policy handbook;
· Liaison between Lincoln County and State of Kansas;
· Prepares and submits the annual budget for State and local funding;

· Assists with interviewing, hiring, orientation, training, supervising, evaluating, and termination of department employees;

· Responsible for scheduling and coordination of transportation for clients;
· Responsible for scheduling part-time drivers;
· Responsible for weekly deposits to County Clerk’s Office;
· Responsible for completing daily/monthly forms for the department and submitting to KDOT;

· Responsible for submitting monthly reimbursement reports to regional coordinator;
· Oversees maintenance and upkeep of transportation fleet;
· Serves as primary driver for the bus service;

· Responsible for fueling and cleaning vehicles prior to transporting clients;
· Responsible for daily check on vehicles prior to transporting clients;
· Responsible for Pre-and Post-trip inspections;
· Responsible for the safety and security of passengers;

· Collects and records fares;

· Attends KDOT required training;
· Serves as the contact person for the service and treats clients in a polite and professional manner.
MARGINAL FUNCTIONS

· Participates in training and educational sessions as required;

· Attends regional transportation bus meetings;

· Performs general clerical duties for the department;

· Provides the Board of Commissioners with a quarterly update on department activities

· Performs other duties as deemed necessary or assigned;

Transportation Bus Coordinator/Driver

Position Requirements

EXPERIENCE:
Similar or related experience is preferred. Employees are expected to acquire the necessary information and skills to perform the job in a reasonable manner within six months of employment.

EDUCATION:
A high school diploma or GED is required.

TECHNICAL SKILLS:     Knowledge of computers and computer software, printers, and general automobile operations is necessary for this position. This employee should have a basic understanding of vehicle maintenance. Must hold a valid Kansas Driver’s License and provide proof of annual health physical as required by KDOT. Employee must have the ability to read and interpret manuals and maps, have basic mathematical and bookkeeping skills and follow instructions. Ability to operate a fire extinguisher and Blood Borne Pathogen Kit. This employee must possess a strong command of the English language and ability to communicate effectively. This employee must have excellent organizational and public relation skills.

PROBLEM SOLVING:
Some problem solving exists in this position. Problems that this employee may encounter include scheduling clients and managing part-time staff.

DECISION MAKING:
Independent decision-making is a factor in this position. This employee makes decisions regarding prioritizing clients’ needs and appointment times for daily work assignments

SUPERVISION:
This position acts under the direct supervision of the Lincoln County Board of County Commissioners. This employee provides supervision over subordinate personnel.

FINANCIAL ACCOUNTABILITY:
    This employee is responsible for county equipment and resources. This employee is responsible for submitting the annual departmental budget to State of Kansas for funding.

PERSONAL RELATIONS:
Daily contact with the general public and other county employees is expected. Courteous treatment and consideration of others is required. This employee is responsible for the overall safety of the passengers.
WORKING CONDITIONS:
Operating a motor vehicle is a primary function of this position, at times the employee may spend most of the day in a vehicle. Extensive sitting and driving, assisting clients to and from the vehicle, opening and closing doors, assisting clients with packages, and folding and loading wheel chairs and other devices into the vehicle.

PHYSICAL REQUIREMENTS:
Physical activity associated with operating a motor vehicle or working in an office setting with some lifting and carrying heavy objects is required. There is occasional kneeling, climbing and bending. Ability to operate lift panel on handicap van and securing wheelchair safety belts; driver must be able to physically maneuver the wheelchair and lock into place.

ATTENDANCE:
Employees must be at their job performing essential duties on a regular and continuing basis with no excessive absences.

ADDITIONAL REQUIREMENTS:
Appearance must be neat and clean. Impeccable personal hygiene must be practiced. Cologne and after shave must be at a minimum. Eating of food, smoking or operating a cell phone is not permitted at any time while operating the transportation van. Offensive language is not permitted while serving the public. Be courteous to all passengers and other drivers. 
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