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Position: Dispatcher

Provided by: Public Safety Medical
	Grantee:
	
	Transit System:
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	Supervisor:
	

	Division:
	
	FLSA Status:
	



SUMMARY
This position is a safety-sensitive position requiring the scheduling and overall coordination of transit services to ensure the timely and safe transportation of all passengers. Performance of these duties must be conducted in compliance with all applicable DOT, federal, state, local, and system regulations and policies, including U.S. DOT drug and alcohol testing regulations.  

ESSENTIAL DUTIES
1. Answers incoming calls promptly, gathers comprehensive information, and communicates information to the appropriate individual using a telephone, email, or alternate methods in order to facilitate timely pickup and drop-off of passengers.
2. Dispatches/communicates information to drivers, as needed, using a two-way radio system or alternate methods, as necessary, in order to facilitate the timely pick-up and drop-off of passengers.
3. Provides schedule/route information and directions to drivers, as necessary.

4. Communicates with the general public, including passengers, families, staff, community agencies, and other providers in person or using a telephone, email, or other alternate methods in order to facilitate the timely pickup and drop-off of passengers.
5. Contacts emergency personnel, such as police, ambulance, and fire department, when necessary, using the telephone, email, or alternate methods in order to ensure the safety of all passengers.
6.  Communicates with drivers and other appropriate individuals, as appropriate, to facilitate assistance as needed for vehicle maintenance issues. 

7. Serves as a back-up driver in order to facilitate the timely pick-up and drop-off of passengers. (Please indicate whether or not your system requires dispatchers to serve as back-up drivers).
□ Yes

□ No

Note: If you answered yes to Question #7, all dispatchers at this system will be required to meet all of the physical and cognitive requirements of the driver position. Please refer to those requirements. 

ADDITIONAL DUTIES

(Please insert all additional duties that may be required by, and performed for, your system, in addition to those shown above.)

PHYSICAL REQUIREMENTS

1. Ability to bend, crouch, or kneel. 

2. Ability to twist, push, or pull.
3. Ability to sit in a normal seated position for extended periods of time.
4. Cannot be prone to fainting spells, blackouts, dizziness, or seizures.
5. Normal hearing, with the aid of corrective devices, as needed (i.e., hearing aid).
6. Normal vision, with the aid of corrective devices, as needed (i.e., glasses or contacts).

COGNITIVE REQUIREMENTS

1. Ability to determine vehicle travel path to ensure the safe and timely transportation of passengers. 
2. Ability to evaluate, determine, and communicate the proper course of action in situations that may pose a safety risk. 

3. Ability to comply with current traffic and driver safety regulations as well as all other applicable Federal, State, and local regulations and system policies.

4. Possess strong organizational skills.

5. Ability to analyze and solve problems. 

6. Ability to effectively communicate, including:

a. Strong oral and written communication skills; and 

b.
Knowledge of English language.  
7.
Ability to learn, understand, and communicate, as necessary, all schedules/routes.
WORKING CONDITIONS

The dispatcher’s hours of work and work schedule vary. The position requires being seated for extended periods of time. The work environment is a controlled setting with normal temperatures and high levels of light. The position requires frequent interaction with drivers and the public.  

EDUCATION AND/OR LICENSE REQUIREMENTS
· Must possess and maintain a good driving record meeting or exceeding system-established driver eligibility standards.
(Please insert any additional educational and/or certification requirements mandated by your system in addition to those listed above.)
"The physical demands described here are the 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."
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