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Transportation Coordinator – Council on Aging
Job Description

[bookmark: _GoBack]
TRANSPORTATION COORDINATOR
COUNCIL ON AGING
19 Hours per Week

POSITION SUMMARY:

Coordinating all duties related to the transportation program and assists with general Senior Center functions under the supervision of the Executive Director. 
ESSENTIAL FUNCTIONS:
The essential functions or duties listed below are illustrations of the type of work performed. The omission of specific statements of duties does not exclude them from the position if the work is similar, related, or a logical assignment to the position.

Transportation Program
· Maintain the COA’s transportation program which provides rides to seniors and Dracut residents with disabilities 
· Schedule and take transportation reservations for medical appointments, shopping, errands, day trips, and to/from the Senior Center (this list is not exhaustive)
· Schedule bus drivers including sub-drivers when needed
· Prepare and print daily route sheets for drivers
· Make reminder/confirmation calls to clients in advance of scheduled rides 
· Maintain contact with drivers to communicate schedule changes and pick-up times
· Maintain accurate transportation statistics on MySeniorCenter software including passenger information and bus usage
· Generate transportation statistical reports and assist in preparing the monthly LRTA report
· Act as a liaison between the COA and LRTA 
· Attend all required driver trainings
· Inform and register drivers for required trainings and plan appropriate substitute coverage as needed 
· Assist drivers with tracking and scheduling vehicle maintenance 
· Research possible day trip interties, plan trips and make appropriate trip reservations
· Act as a substitute bus driver when needed.  For this reason the job description for Bus Driver also applies to this position
General Senior Center Functions (expected of all COA staff)
· Handles heavy telephone and walk-in traffic
· Greet visitors, give tours, answer questions
· Provide clients with information, on and assist with sign-ups for all Senior Center events, activities, and services 
· Assist in maintaining the COA’s medical loan program
· Provide support to the COA staff team to ensure a positive experience for all Senior Center callers/visitors as needed
KNOWLEDGE, ABILITY & SKILL:
· Ability to work in a fast paced, often demanding environment while maintaining an excellent level of customer service
· Possess a pleasant and outgoing personality
· Ability to be patient and flexible
· Exhibit high public relation skills and be sensitive to the unique need of seniors
· Good written skills
· Be self-motivated and able to work independently
· Be a constructive member of the COA staff team
· Ability to treat clients with respect and always maintain confidentiality
RECOMMENDED MINIMUM QUALIFICATION
EDUCATION AND EXPERIENCE:
· High school diploma minimum
· Experience working in a social service setting.  Experience with a transportation program preferred 
· Computer literate especially with Microsoft Office programs.  Prior work with MySeniorCenter Software preferred
· Knowledge of the Town of Dracut’s streets, roads and routes to neighboring cities and towns.
· Experience working with senior citizens and must have sensitivity to elderly issues and concerns.
· See also minimum qualifications listed for COA bus drivers
PHYSICAL REQUIREMENTS:
The employee works in normal office conditions and is required to sit, talk, listen, stand, walk, stoop, and reach with hands and arms to access documents and files; employee seldom lifts up to 10 pounds.  The position has normal vision requirements.  Equipment operated includes office machines, telephone and computers.
The Town of Dracut requires a physical post offer.
This job description does not constitute an employment agreement between the employer and the employee, and is subject to change by the employer, as the needs of the employer and requirements of the job change.
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