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SUMMARY
Supervises and coordinates public transit dispatch operations and staff within a five-county service area. Oversees daily service delivery, scheduling efficiency, and real-time operations control to ensure safe, reliable, and compliant public transportation services.
This position serves as a key operational leader responsible for coordinating dispatch activities, supporting regulatory compliance, managing service interruptions, and ensuring adherence to federal, state, and agency transit standards, including those associated with publicly funded transportation systems.

ESSENTIAL DUTIES AND RESPONSIBILITIES
Operations Management & Dispatch Oversight
· Directs and oversees daily dispatch operations, ensuring efficient routing, scheduling, and real-time service adjustments.
· Makes critical transportation management decisions in emergency situations in the absence of the Operations Manager and Transportation Director.
· Monitors system performance, including on-time performance, trip efficiency, and service quality metrics.
· Ensures continuity of operations during service disruptions, including weather events, vehicle breakdowns, or staffing shortages.
· Coordinates scheduling of dispatcher staff in collaboration with the Operations Manager to ensure adequate coverage, operational continuity, and alignment with service demands.
Trip Coordination & Customer Service
· Coordinates and verifies transportation requests with clients, medical providers, human service agencies, schools, and community partners.
· Ensures accurate and timely scheduling of trips, balancing service efficiency with customer needs.
· Facilitates communication between drivers and dispatch to maintain service reliability and safety.
· Addresses customer concerns and service issues in a professional and timely manner.
Scheduling & Resource Allocation
· Assigns trips to drivers and vehicles using best practices in route optimization and load balancing.
· Coordinates special transportation requests and group trips in collaboration with the Operations Manager.
· Updates schedules in real time based on cancellations, delays, or emergent needs.
Fleet Coordination & Safety Compliance
· Coordinates vehicle maintenance and repair activities with drivers, vendors, and Fleet/Facilities staff.
· Supports compliance with vehicle inspection standards, preventive maintenance schedules, and safety protocols.
· Ensures adherence to DOT, FTA, and agency-specific safety requirements, including incident reporting and documentation.

Staff Supervision & Development
· Supervises and coordinates dispatch staff across the service area.
· Participates in hiring, onboarding, and training of dispatchers and drivers.
· Provides ongoing coaching, performance feedback, and professional development support.
· Develops and maintains staffing schedules to ensure adequate service coverage.
Policy, Compliance & Documentation
· Interprets and enforces agency policies, procedures, and regulatory requirements.
· Recommends updates to driver, dispatcher, and operations manuals to reflect current regulations and best practices.
· Maintains accurate documentation of operations, including daily logs, incident reports, and compliance records.
· Supports audits, grant requirements, and reporting related to public transit operations.
Financial & Administrative Duties
· Counts, reconciles, and deposits farebox revenue in accordance with internal control procedures.
· Processes invoices, vouchers, and financial documentation in alignment with fiscal deadlines.
· Assists with tracking operational costs and supports reporting for grant-funded programs.
Coordination & Communication
· Coordinates meetings, prepares materials, and records minutes as needed.
· Collaborates with Compliance/Marketing staff to support outreach and service awareness.
· Serves as a liaison between dispatch, drivers, management, and external partners.
Performs additional duties as assigned to support operational needs and ensure effective service delivery.
ACCOUNTABILITY
The employee is expected to demonstrate professionalism, strong leadership, and a commitment to teamwork. This role requires a high level of accuracy, attention to detail, and adherence to deadlines. The position is accountable to the Operations Manager for operational performance, staff supervision, and compliance with all applicable standards.

SUPERVISORY RESPONSIBILITIES
Directly supervises full-time and part-time dispatch staff across a multi-county system. Responsibilities include:
· Hiring, training, and evaluating staff
· Scheduling and assigning work
· Managing performance and addressing concerns
· Ensuring compliance with organizational policies and applicable labor laws

QUALIFICATIONS
Education and Experience
· High school diploma required; associate degree in transportation, logistics, or related field preferred.
· Minimum of 2–3 years of experience in dispatching, transportation operations, or logistics coordination.
· Supervisory experience preferred.

KNOWLEDGE, SKILLS, AND ABILITIES
Industry Knowledge
· Understanding of public transit systems, including demand-response and fixed-route operations.
· Familiarity with ADA service requirements, passenger assistance standards, and rural transit best practices.
· Knowledge of safety regulations, including DOT and applicable transit program requirements.
Technical Skills
· Proficiency in dispatch software, database systems, and Microsoft Office (Excel, Word).
· Ability to analyze operational data and generate reports to support decision-making.
Communication Skills
· Ability to communicate effectively with staff, clients, and external partners.
· Strong documentation and report-writing abilities.

Problem Solving
· Ability to make sound decisions in high-pressure or rapidly changing situations.
· Skilled in managing conflicting priorities and resolving operational challenges.

CERTIFICATES, LICENSES, REGISTRATIONS
· Valid Driver’s License.
· Ability to complete required transit-related training (e.g., defensive driving, passenger assistance, dispatch systems).
· Additional certifications related to safety or transit operations may be 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 sit; use hands to finger, handle, or feel; reach with hands and arms; and talk or hear.  The employee is occasionally required to stand and walk.  The employee must occasionally lift and/or move up to 30 pounds.  Specific vision abilities required by this job include close vision, color vision, 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. The noise level in the work environment is usually moderate.

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.


DO NOT ANSWER THIS QUESTION UNLESS YOU HAVE BEEN INFORMED ABOUT THE REQUIREMENTS DESCRIBED IN THIS JOB DESCRIPTION.

Are you capable of performing, in a reasonable manner, with our without reasonable accommodation, the activities described in this job description? Please check one             YES	 NO
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