[image: ] 		JOB DESCRIPTION
	Title:
	Transportation Dispatcher
	FLSA Status:
	Non-Exempt

	Reports To:
	Mobility Manager
	Pay Grade:
	A

	Annual Hours:      
	Up to 25 hours week
	Status:
	Part-time



POSITION SUMMARY  

This position furthers the mission of OPC by providing superior customer service to clients calling for transportation services and then dispatching transportation drivers to meet customer requests. 

ESSENTIAL FUNCTIONS  

The following duties are normal for this position.  However, they are not to be construed as exclusive or all-inclusive.  To perform this job successfully, an individual must be able to perform each duty satisfactorily.  Other duties may also be required or assigned.
1. Coordinates schedules and communicates necessary information to assigned Drivers for transportation to and from scheduled destinations.
2. Develops daily driver schedules and adjusts schedules/routes when necessary due to cancellations, time changes, weather, driver availability, etc.  
3. Maintains accurate records on daily riders and destinations; completes all written documentation accurately and in a timely manner.
4. Provides information about services to callers and collect passenger information to determine program eligibility; provides referrals to other transportation resources and assists as needed with scheduling referred rides. 
5. Works in close conjunction with assigned Drivers for daily operation workflow; communicates with the Lead Dispatcher or Mobility Manager to problem solve for quality control and program concerns.
6. Maintains accurate records of requests and dispatch communications.
7. Other duties as assigned. 

MINIMUM REQUIRED QUALIFICATIONS
· High School Diploma and work experience as a driver, dispatcher or related work.
· Valid Michigan Driver’s license.
 
OTHER REQUIREMENTS
· Must possess or obtain CPR/First Aid certification upon hire.
· Must successfully pass criminal background check.

KNOWLEDGE, SKILLS, AND ABILITIES
· Ability to communicate clearly and concisely in both written and verbal form. 
· Ability to read street maps and adjust driving routes to road conditions, weather, and other hazards.
· [bookmark: _Hlk29053718]Ability to establish and maintain effective work relationships with others.
· Skill in managing multiple projects and prioritizing multiple tasks and demands.
· Ability to establish and maintain accurate records of assigned activities and operations.
· Ability to handle sensitive interpersonal situations calmly and tactfully.
· Ability to maintain confidentiality and discretion regarding business-related files, reports and conversations. 
· Knowledge of computer software including word processing, spreadsheet, database applications and specialized software consistent with this position.
· Ability to interpret and implement policies and procedures, written instructions, and general correspondence; as well as Federal, State, and local regulations. 
· Organizational and time management skills needed to meet deadlines.
· Ability to analyze facts and to exercise sound judgment in arriving at conclusions.
· Ability to work the allocated hours of the position.

PHYSICAL AND WORK ENVIRONMENT
The physical and work environment characteristics described in this description 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 or as otherwise required by law.  Employees needing reasonable accommodation should discuss the request with the supervisor.  
· This work requires the occasional exertion of up to 20 pounds of force;  regularly requires sitting, standing, speaking and hearing, using hands to operate equipment, and occasionally requires walking, stooping, kneeling, crouching or crawling and reaching with hands and arms.
· Work has standard vision requirements.
· Vocal communication is required for expressing or exchanging ideas by means of the spoken word.
· Hearing is required to perceive information at normal spoken word levels.
· Work requires operating dispatch equipment and observing general surroundings and activities.
· Work is in a moderately noisy location (e.g. business office, light traffic). 
 
EMPLOYEE ACKNOWLEDGMENT

I have received, reviewed and fully understand this job description. I understand that I am responsible for the satisfactory execution of the essential functions as well as skills and abilities described therein.  Furthermore, I understand this document may change over time, as necessary. From time to time, I understand I may be asked to perform duties and handle responsibilities that are not specifically addressed in my job description.  I understand that this does not constitute an employment agreement.

____________________________________________	___________________
Employee Signature						Date

____________________________________________
Employee Printed Name
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