
SANTA CRUZ METROPOLITAN TRANSIT DISTRICT (METRO) 
BOARD OF DIRECTORS AGENDA 

REGULAR MEETING 
NOVEMBER 16, 2018  – 9:00 AM 

WATSONVILLE CITY COUNCIL CHAMBERS  
275 MAIN STREET  

WATSONVILLE, CA 95076  

MISSION STATEMENT: “To provide a public transportation service that enhances personal 
mobility and creates a sustainable transportation option in Santa Cruz County through a cost-
effective, reliable, accessible, safe, clean and courteous transit service.” 

The Board Meeting Agenda Packet can be found online at www.SCMTD.com and is available for 
inspection at METRO’s Administrative offices at 110 Vernon Street, Santa Cruz, California.  

This document has been created with accessibility in mind. With the exception of certain 3rd party 
and other attachments, it passes the Adobe Acrobat XI Accessibility Full Check.  If you have any 
questions about the accessibility of this document, please email your inquiry to 
accessibility@scmtd.com 

BOARD ROSTER 
Director Ed Bottorff City of Capitola 
Director Cynthia Chase City of Santa Cruz  
Director Trina Coffman-Gomez City of Watsonville 
Director Jimmy Dutra  City of Watsonville 
Director Norm Hagen   County of Santa Cruz 
Director John Leopold  County of Santa Cruz 
Director Donna Lind  City of Scotts Valley 
Director Cynthia Mathews  City of Santa Cruz  
Director Bruce McPherson  County of Santa Cruz 
Director Dan Rothwell  County of Santa Cruz 
Director Mike Rotkin  County of Santa Cruz 
Ex-Officio Director Davon Thomas UC Santa Cruz 
Ex-Officio Director Alta Northcutt  Cabrillo College  

Alex Clifford  METRO CEO/General Manager 
Julie Sherman  METRO General Counsel 

TITLE 6 - INTERPRETATION SERVICES / TÍTULO 6 - SERVICIOS DE TRADUCCIÓN 
Spanish language interpretation and Spanish language copies of the agenda packet are available 
on an as-needed basis. Please make advance arrangements with the Executive Assistant at 831-
426-6080. Interpretación en español y traducciones en español del paquete de la agenda están 
disponibles sobre una base como-necesaria. Por favor, hacer arreglos por adelantado con 
Coordinador de Servicios Administrativos al numero 831-426-6080. 

AMERICANS WITH DISABILITIES ACT 
The Board of Directors meets in an accessible facility.  Any person who requires an 
accommodation or an auxiliary aid or service to participate in the meeting, or to access the 
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agenda and the agenda packet (including a Spanish language copy of the agenda packet), should 
contact the Executive Assistant, at 831-426-6080 as soon as possible in advance of the Board of 
Directors meeting.  Hearing impaired individuals should call 711 for assistance in contacting Santa 
Cruz METRO regarding special requirements to participate in the Board meeting.  For information 
regarding this agenda or interpretation services, please call Santa Cruz METRO at 831-426-6080. 

SECTION I: OPEN SESSION 
NOTE: THE BOARD CHAIR MAY TAKE ITEMS OUT OF ORDER 

1 CALL TO ORDER 

2 ROLL CALL 

3 ANNOUNCEMENTS 
3-1. Carlos Landaverry to introduce his Spanish language interpretation services, 

which will be available during "Oral Communications" and for any other agenda 
item for which these services are needed. 

3-2. Today’s meeting is being broadcast by Community Television of Santa Cruz 
County. 

4 BOARD OF DIRECTORS COMMENTS 

5 ORAL AND WRITTEN COMMUNICATIONS TO THE BOARD OF DIRECTORS 
This time is set aside for Directors and members of the general public to address any item 
not on the Agenda which is within the subject matter jurisdiction of the Board. No action 
or discussion shall be taken on any item presented except that any Director may respond 
to statements made or questions asked, or may ask questions for clarification. All matters 
of an administrative nature will be referred to staff. All matters relating to Santa Cruz 
METRO will be noted in the minutes and may be scheduled for discussion at a future 
meeting or referred to staff for clarification and report. Any Director may place matters 
brought up under Communications to the Board of Directors on a future agenda. In 
accordance with District Resolution 69-2-1, speakers appearing at a Board meeting shall 
be limited to three minutes in his or her presentation.  Any person addressing the Board 
may submit written statements, petitions or other documents to complement his or her 
presentation. When addressing the Board, the individual may, but is not required to, 
provide his/her name and address in an audible tone for the record. 

6 WRITTEN COMMUNICATIONS FROM MAC (if applicable) 

7 LABOR ORGANIZATION COMMUNICATIONS 

8 ADDITIONAL DOCUMENTATION TO SUPPORT EXISTING AGENDA ITEMS 

CONSENT AGENDA 
All items appearing on the Consent Agenda are recommended actions which are considered to 
be routine and will be acted upon as one motion. All items removed will be considered later in the 
agenda. The Board Chair will allow public input prior to the approval of the Consent Agenda items. 

9-01 RECOMMENDED ACTION ON TORT CLAIMS 
Shonoa Ruddick, Safety, Security and Risk Director  
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9-02 ACCEPT AND FILE: PRELIMINARY APPROVED CHECK JOURNAL DETAIL 
FOR THE MONTH OF OCTOBER 2018 
Angela Aitken, CFO  

9-03 ACCEPT AND FILE:  MINUTES OF THE OCTOBER 26, 2018 BOARD OF 
DIRECTORS MEETING AND THE NOVEMBER 9, 2018 PERSONNEL/HR 
STANDING COMMITTEE MEETING  
Alex Clifford, CEO/General Manager  

9-04 ACCEPT AND FILE:  QUARTERLY STATUS REPORT OF GRANT 
APPLICATIONS, ACTIVE GRANTS AND FUTURE OPPORTUNITIES JULY – 
SEPTEMBER 2018  
Thomas Hiltner, Grants/Legislative Analyst  

9-05 ACCEPT AND FILE:  METRO PARACRUZ OPERATIONS STATUS REPORT 
FOR JULY, AUGUST AND SEPTEMBER 2018  
Daniel Zaragoza, Operations Manager, ParaTransit Division 

9-06 ACCEPT AND FILE:  METRO SYSTEM RIDERSHIP REPORTS FOR THE 
FOURTH QUARTER OF FY18  
Barrow Emerson, Planning and Development Director 

9-07 APPROVE: CONSIDERATION OF AUTHORIZING THE CEO TO EXECUTE A 
CONTRACT WITH GIRO, INC. FOR HASTUS SOFTWARE MAINTENANCE 
AND SUPPORT  
Isaac Holly, IT and ITS Director  

9-08 APPROVE: CONSIDERATION OF AWARD OF CONTRACT TO CLAREMONT 
BEHAVIORAL SERVICES FOR EMPLOYEE ASSISTANCE PROGRAM 
SERVICES NOT TO EXCEED $26,000 
Angela Aitken, CFO and Acting HR Director  

9-09 APPROVE:  CONSIDERATION OF RESOLUTION APPROVING THE FY19 
REVISED CAPITAL BUDGET 
Angela Aitken, CFO 

REGULAR  AGENDA 

10 PRESENTATION OF EMPLOYEE LONGEVITY AWARDS FOR THOMAS 
HILTNER (20 years), ROBERT KRAUSE (10 years), ANDREW KEARNEY (10 
years), NATHANAEL ABREGO (10 years) AND RUBEN VALDEZ (10 years) 
Bruce McPherson, Board Chair  

11 ORAL CEO UPDATE  
Alex Clifford, CEO/General Manager 

12 ACCEPT AND FILE: THE YEAR TO DATE MONTHLY FINANCIAL REPORT AS 
OF AUGUST 31, 2018

Angela Aitken, CFO 
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13 ORAL UPDATE ON IMPLICATIONS OF PROP 6 ELECTION RESULTS 
Barrow Emerson, Planning and Development Director 

14 ACCEPT: REPORT ON UCSC ARTICULATED BUS PILOT PROJECT 
Barrow Emerson, Planning and Development Director 

15 ACCEPT: UNIFIED CORRIDOR INVESTMENT STUDY UPDATE 
Barrow Emerson, Planning and Development Director 

16 CONSIDERATION AND APPROVAL OF THE CPS HR CONSULTING SEIU 
CLASSIFICATION STUDY AND NEW POSITIONS DESCRIPTIONS   
Angela Aitken, CFO and Acting HR Director  

17 CONSIDERATION AND APPROVAL OF THE FINAL CPS HR CONSULTING 
MANAGEMENT TOTAL COMPENSATION STUDY RESULTS  
Angela Aitken, CFO and Acting HR Director  

18 ANNOUNCEMENT OF NEXT MEETING: FRIDAY, DECEMBER 14, 2018 AT 
9:00AM AT SCOTTS VALLEY CITY COUNCIL CHAMBERS, ONE CIVIC 
CENTER DRIVE, SCOTTS VALLEY, CA  
Bruce McPherson, Board Chair  

19 ADJOURNMENT        
Bruce McPherson, Board Chair 

Pursuant to Section 54954.2(a)(1) of the Government Code of the State of California, this agenda was posted at least 72 hours in advance of the 
scheduled meeting at a public place freely accessible to the public 24 hours a day.  The agenda packet and materials related to an item on this Agenda 
submitted to the Board of Directors after distribution of the agenda packet are available for public inspection in the Santa Cruz METRO Administrative 
Office (110 Vernon Street, Santa Cruz) during normal business hours. Such documents are also available on the Santa Cruz METRO website at 
www.scmtd.com subject to staff’s ability to post the document before the meeting.



Rejection of Claim 

 

 

DATE: November 16, 2018 

TO: Board of Directors 

FROM: Shonoa Ruddick, Safety, Security and Risk Director  

SUBJECT: RECOMMENDED ACTION ON TORT CLAIMS 

I. RECOMMENDED ACTION 

That the Board of Directors Approve Staff Recommendations for Claims for 
the Month of November 2018.  

II. SUMMARY 

This staff report provides the Board of Directors with recommendations on claims 
submitted to the Santa Cruz Metropolitan Transit District (METRO). 

III. DISCUSSION/BACKGROUND 

METRO’s Risk Department received two claims for the month of November 2018 
for money or damages. As a public entity, METRO must act “within 45 days after 
the claim has been presented” (Govt C §912.4(a)).  See staff recommendations 
in paragraph VI. 

IV. FINANCIAL CONSIDERATIONS/IMPACT 

None 

V. ALTERNATIVES CONSIDERED 

Within the 45-day period, the Board of Directors may take the following actions: 
• Reject the claim entirely; 
• Allow it in full; 
• Allow it in part and reject the balance; 
• Compromise it, if the liability or amount due is disputed (Govt C 

§912.4(a)); or 
• Do nothing, and allow the claim to be denied by operation of law (Govt C 

§912.4 (c)). 
 
 
 

Santa Cruz Metropolitan 
Transit District 

 

9-01.1
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Rejection of Claim 

VI. DESCRIPTION OF CLAIMS

Prepared by: Tom Szestowicki, Safety Specialist 

Claimant Claim # Description Recommended 
Action 

Safeco Ins. / 
Hernandez, Jose 

18-0018 Claimant alleges that a 
METRO Bus side-swiped 
his car. Amount of claim: 
$7,185.33. 

Reject 

LePage, Michael 18-0019 Claimant alleges that a 
ParaCruz Bus hit his 
parked car. Amount of 
claim: $2,513.67. 

Reject 

9-01.2
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VII. APPROVAL: 

Shonoa Ruddick 
Safety, Security and Risk Director 

Alex Clifford, CEO/General Manager 

Rejection of Claim 

. ./ 

9-01.3



 
 
 
 
 
 

 
- THIS PAGE INTENTIONALLY LEFT BLANK - 



DATE: November 16, 2018 

TO: Board of Directors 

FROM: Angela Aitken, Chief Financial Officer 

SUBJECT: ACCEPT AND FILE PRELIMINARY APPROVED CHECK JOURNAL 
DETAIL FOR THE MONTH OF OCTOBER 2018 

I. RECOMMENDED ACTION 

That the Board of Directors accept and file the preliminary approved Check 
Journal Detail for the month of October 2018 

II. SUMMARY

• This staff report provides the Board with a preliminary approved Check
Journal Detail for the month of October 2018.

• The Finance Department is submitting the check journals for Board
acceptance and filing.

III. DISCUSSION/BACKGROUND

This preliminary approved Check Journal Detail provides the Board with a listing
of the vendors and amounts paid out on a monthly cash flow basis (Operating
and Capital expenses).

All invoices submitted for the month of October 2018 have been processed,
checks issued and signed by the Chief Financial Officer.

IV. FINANCIAL CONSIDERATIONS/IMPACT

None. The check journal is a presentation of invoices paid in October 2018 for
purposes of Board review, agency disclosure, accountability and transparency.

V. ALTERNATIVES CONSIDERED 

N/A 

VI. ATTACHMENTS

Attachment A: Check Journal Detail for the Month of October 2018 

Prepared By: Holly Alcorn, Accounting Specialist 

Santa Cruz Metropolitan 
Transit District 

9-02.1
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VII. APPROVALS: 

Angela Aitken , Chief Financial Officer 

Alex Clifford , CEO/Genera l Manager 

October 2018 Check Journal 

9-02.2
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DATE: November 16, 2018     

TO: Board of Directors 

FROM: Alex Clifford, CEO/General Manager 

SUBJECT: ACCEPT AND FILE MINUTES FROM THE OCTOBER 26, 2018 BOARD 
OF DIRECTORS MEETING AND NOVEMBER 9, 2018 PERSONNEL/HR 
STANDING COMMITTEE MEETING  

I. RECOMMENDED ACTION 

That the Board of Directors Accept and File the Minutes of the October 26, 
2018 Board of Directors Meeting and the November 9, 2018 Personnel/HR 
Standing Committee Meeting  

II. SUMMARY

• Staff is providing minutes from the Santa Cruz Metropolitan Transit District
(METRO) Board of Directors Regular Meeting of October 26, 2018 and the
Personnel/HR Standing Committee Meeting of November 9, 2018.

• Each meeting staff will provide minutes from the previous METRO Board of
Directors meetings.

III. DISCUSSION/BACKGROUND

The Board requested that staff include, in the Board Packet, minutes from
previous METRO Board of Directors meetings.  Staff is enclosing the minutes
from these meetings.

IV. FINANCIAL CONSIDERATIONS/IMPACT

None.

V. ALTERNATIVES CONSIDERED 

None. 

VI. ATTACHMENTS

Attachment A: Draft minutes for the Board of Directors Regular Meeting of 
October 26, 2018   

Attachment B: Draft minutes for the Board of Directors Personnel/HR 
Standing Committee Meeting of November 9, 2018   

Prepared by:  Gina Pye, Executive Assistant 

Santa Cruz Metropolitan 
Transit District 

9-03.1



Board of Directors 
November 16, 2018 
Page 2 of 2 

VII. APPROVALS 

Alex Clifford , CEO/General Manager 

BOD Meeting Minutes SR 
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SANTA CRUZ METROPOLITAN TRANSIT DISTRICT (METRO) 
BOARD OF DIRECTORS AGENDA MEETING MINUTES* 

OCTOBER 26, 2018 – 9:00 AM 
CAPITOLA CITY COUNCIL CHAMBERS  

420 CAPITOLA AVENUE  
CAPITOLA , CA 95010 

 
A regular meeting of the Board of Directors of the Santa Cruz Metropolitan Transit District (METRO) 
was convened on Friday, October 26, 2018 at the Capitola City Council Chambers, 420 Capitola 
Avenue, Capitola, CA. 

The Board Meeting Agenda Packet can be found online at www.SCMTD.com and is available for 
inspection at Santa Cruz METRO’s Administrative offices at 110 Vernon Street, Santa Cruz, California.   
*Minutes are “summary” minutes, not verbatim minutes. Audio recordings of Board meeting open 
sessions are available to the public upon request. 

This document has been created with accessibility in mind. With the exception of certain 3rd party and 
other attachments, it passes the Adobe Acrobat XI Accessibility Full Check.  If you have any questions 
about the accessibility of this document, please email your inquiry to accessibility@scmtd.com 

SECTION I: OPEN SESSION 

CALL TO ORDER at 9:04 AM by Chair McPherson.   

EX-Officio Director, Alta Northcutt, was sworn in by Julie Sherman, General Counsel.   

ROLL CALL: The following Directors were present, representing a quorum:  

Director Ed Bottorff    City of Capitola 
Director Cynthia Chase   City of Santa Cruz  
Director Trina Coffman-Gomez  City of Watsonville 
Director Jimmy Dutra   City of Watsonville 
Director Norm Hagen    County of Santa Cruz   
Director John Leopold   County of Santa Cruz 
Director Donna Lind    City of Scotts Valley 
Director Cynthia Mathews   City of Santa Cruz  
Director Bruce McPherson   County of Santa Cruz 
Director Dan Rothwell    County of Santa Cruz     
Director Mike Rotkin    County of Santa Cruz   
Ex-Officio Director Alta Northcutt   Cabrillo College  
Ex-Officio Director Davon Thomas  UCSC 

Ex-Officio Director Thomas and Director Rothwell were absent.   

 

STAFF PRESENT:  

Alex Clifford      METRO CEO/General Manager  
Julie Sherman      METRO General Counsel  

DRAFT
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METRO EMPLOYEES AND MEMBERS OF THE PUBLIC WHO VOLUNTARILY INDICATED 
THEY WERE PRESENT (IN ALPHABETICAL ORDER) WERE: 

Angela Aitken, SCTMD  
Grace Blakeslee, RTC 
Ross Clark, Public  
Ginger Dykar, RTC 
Wes Guild, SEIU 
Joan Jeffries, SEIU 

Sue Lisin, Public 
Joseph Mata, SEIU  
Kevin O’Conner, Public 
Larry Pageler, UCSC 
Peter Walz, Public

ANNOUNCEMENTS 
Chair McPherson introduced Carlos Landaverry for his Spanish Language interpretation services. Mr. 
Landaverry announced his services in Spanish for the assembly. Chair McPherson also announced 
that the meeting is being televised by Community Television of Santa Cruz County with technician, Mr. 
Lynn Dunton.  

BOARD OF DIRECTORS COMMENTS 
Director Hagen expressed a need to recruit more Operators.  CEO Clifford noted that a recruiting 
update is planned for later in today’s meeting.  

ORAL AND WRITTEN COMMUNICATIONS TO THE BOARD OF DIRECTORS 
Hearing none, Chair McPherson moved to the next agenda item.  

WRITTEN COMMUNICATIONS FROM MAC  
Having none, Chair McPherson moved to the next agenda item.  

LABOR ORGANIZATION COMMUNICATIONS  
Hearing none, Chair McPherson moved to the next item.  

ADDITIONAL DOCUMENTATION - distributed and available at the back of the room  

• Agenda Item 12, Unified Corridor Investment Study Update Presentation  
• Agenda Item 15, Job Fair Cards 
• Agenda Item 17, October 17, 2018 Special Board Meeting Presentation 
• Agenda Item 22, Public Comments Regarding Soquel Park and ride Received After 10/22/18 
• News Clips  

CONSENT AGENDA 
 

9-01 RECOMMENDED ACTION ON TORT CLAIMS  

9-02 ACCEPT AND FILE: PRELIMINARY APPROVED CHECK JOURNAL DETAIL FOR THE 
MONTH OF SEPTEMBER 2018   

9-03 ACCEPT AND FILE MINUTES OF THE SEPTEMBER 28, 2018 BOARD OF DIRECTORS 
MEETING, OCTOBER 12, 2018 PERSONNEL/HR COMMITTEE MEETING AND OCTOBER 
17, 2018 SPECIAL BOARD OF DIRECTORS MEETING 

9-04 APPROVE: CONSIDERATION OF DECLARING VEHICLES AND/OR EQUIPMENT AS 
EXCESS FOR PURPOSES OF DISPOSAL OR AUCTION   

There was no public comment. 
 

DRAFT

Attachment A

9-03A.2



 
Board of Directors Meeting Minutes  
October 26, 2018  
Page 3 of 9 

 

 

ACTION:  MOTION TO ACCEPT THE CONSENT AGENDA AS PRESENTED  

MOTION: DIRECTOR ROTKIN   SECOND:  DIRECTOR DUTRA 
MOTION PASSED WITH 10 AYES (Directors Bottorff, Chase, Coffman-Gomez, Dutra, Hagen, 
Leopold, Lind, Mathews, McPherson and Rotkin)  Director Rothwell was absent.  

 REGULAR  AGENDA 

10.  PRESENTATION OF EMPLOYEE LONGEVITY AWARDS FOR PETE LEGORRETA 
(1988 – 2018, 30 years) AND ASCENCION SANCHEZ (1984 – 2018, 34 years)  
Chair McPherson announced and congratulated the Messrs Legorreta and Sanchez for their 
years of service.  Vice Chair Bottorff presented Mr. Legorreta with the plaque.  Mr. Legorreta 
then made a few comments on his career with METRO.   

11.  PRESENTATION OF EMPLOYEE RETIREMENT RESOLUTIONS FOR LETICIA 
CALLEJAS, BUS OPERATOR (18 years) AND ELLYN PETERSON, BENEFITS 
ADMINISTRATOR (14 years)  
Bruce McPherson, Board Chair, thanked everyone for his or her years of service in absentia.  

ACTION:  MOTION TO APPROVE THE RETIREMENT RESOLUTIONS FOR PETE LEGORRETA 
AND ASCENCION SANCHEZ AS PRESENTED  

MOTION: DIRECTOR LEOPOLD   SECOND:  DIRECTOR CHASE 
MOTION PASSED WITH 10 AYES (Directors Bottorff, Chase, Coffman-Gomez, Dutra, Hagen, 
Leopold, Lind, Mathews, McPherson and Rotkin)  Director Rothwell was absent.  

12. ACCEPT AND FILE: UNIFIED CORRIDOR INVESTMENT STUDY UPDATE  
Ginger Dykaar and Grace Blakeslee, Sr. Transportation Planners with the SCCRTC, spoke to 
the presentation and distributed one additional page of information to the board. (See attached.)  

A number of questions were asked and answered between the Directors, RTC representatives 
and METRO staff.  Directors asked questions regarding the options, scenarios, associated 
costs, rail support by METRO, etc.  Ms. Dykaar noted this is an ongoing discussion within the 
community to ensure an informed decision is reached. She added more information is available 
at their website; e.g., EIR, etc.  Ms. Blakeslee noted public comments are still being received.  
The SCCRTC is working with METRO staff to prepare an additional appendix that will identify 
funding sources to facilitate the bus/rail discussion. It is anticipated 40% of the funding would 
be lost if Prop 6 passes.  SCCRTC is working with METRO staff to coordinate bus/rail logistics.  

CEO Clifford reminded the assembly that, depending on the outcome of Prop 6, the fare 
discussion may occur sooner rather than later.  

Concerns and suggestions were discussed regarding creative thinking to embrace under-
represented communities; i.e., outreach opportunities at the local churches, COPA in 
Watsonville, Spanish translators and translations on the website, etc.  

Ms. Northcutt offered to work with METRO and the SCCRTC to involve the Cabrillo student 
population to increase ridership, spread the word about transportation, etc. 

Public comment:  

Ron Goodman expressed concerns that the study didn’t property analyze bus rapid transit 
(BRT) as it doesn’t offer the flexibility needed. He’d prefer an operational study.  
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In response, Mr. Emerson said METRO continues to work with the SCCRTC regarding ridership 
issues, costs and resources.  He plans to provide more detail at the November board meeting.  

ACTION:  MOTION TO ACCEPT AND FILE THE UNIFIED CORRIDOR INVESTMENT STUDY 
UPDATE AS PRESENTED  

MOTION: DIRECTOR ROTKIN   SECOND:  DIRECTOR DUTRA 
MOTION PASSED WITH 10 AYES (Directors Bottorff, Chase, Coffman-Gomez, Dutra, Hagen, 
Leopold, Lind, Mathews, McPherson and Rotkin)  Director Rothwell was absent.  

13. CEO ORAL REPORT  
Alex Clifford, CEO/General Manager, provided an oral update of various subjects, including: 
CARB update:  The ICT has been revised to accept the FTA definition of large and small 
properties. If it is passed, METRO will be classified as a small property, which will provide 
more discretion for the purchase of electric buses. METRO will receive four Proterra buses 
before the zero emission deadline, in time to provide our Operators and mechanics training 
and to get operational experience.  We need to collect our own data.  
 
The CTA Fall Conference was a success.  He and Ms. Alvey will follow up with a new PG&E 
contact regarding the PUC regulation that independently owned utilities must create funding 
to help transit properties with charging infrastructure for electric fleets. 
 
Mr. Tom Hiltner, Grants/Legislative Analyst, will be retiring at the end of the year.  Mr. 
Emerson introduced Mr. Wondimu Mengistu, his replacement.  Mr. Mengistu said he was 
happy to be at METRO and looks forward to working with all stakeholders.  
 
CEO Clifford announced the following new hires and promotions since the last board 
meeting:  
 
New Hires: 
Maria E. Padilla, Customer Service Representative  
Brandon Dellis, Bus Operator  
Scott Ivens, Bus Operator  
Phylicia Mattos, Bus Operator  
Oscar Gutierrez, FM Mechanic 
Linda Lloyd, Sr. Accounting Technician  
Wondimu Mengistu, Grants/Legislative Analyst 
Michael Peno, Paratransit Operator  
Valentin Rodriguez, FM Mechanic 
Arturo Valdes, Custodial Service Worker  
 
Promotions: 
Idan Albarado, Promoted to Bus Operator  
Ivan Garcia, Promoted to Bus Operator 
Andrew Kearney, Promoted to Bus Operator 
Alma Gutierrez, Promoted to Dispatcher/Scheduler 
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There was no public comment. 

14. CONSIDERATION OF A RESOLUTION TO ESTABLISH THE BOARD OF DIRECTORS 
MEETING SCHEDULE & LOCATIONS FOR THE CALENDAR YEAR 2019  
Alex Clifford, CEO/General Manager, spoke to the staff report and the two exhibits:  Exhibit A 
schedules three meetings per year in Santa Cruz and Watsonville cities.  Exhibit B schedules 
two meetings per year in Santa Cruz and Watsonville cities.  Many other transit properties do 
not travel; they utilize a central location. METRO staff is recommending the adoption of 
Exhibit B as the more cost effective, time saving approach.  
 
Board and staff discussion ensued regarding the pros and cons of meeting locations and 
frequency, cost savings, etc.  

Director Leopold reminded the assembly that public meetings are held at various locations when 
required to solicit public input.   

There was no public comment. 

ACTION:  MOTION TO ACCEPT AND APPROVE THE CALENDAR YEAR 2019 BOARD MEETING 
SCHEDULE AND LOCATIONS AS PRESENTED IN EXHIBIT B (TWO MEETINGS EACH IN THE 
CITIES OF SANTA CRUZ AND WATSONVILLE ANNUALLY) WITH A FRIENDLY AMENDMENT 
REQUESTING STAFF EXPLORE OFFSITE PARTICIPATION OPTIONS AND COST  

MOTION: DIRECTOR ROTKIN  SECOND:  DIRECTOR BOTTORFF 
MOTION PASSED WITH 9 AYES (Directors Bottorff, Chase, Coffman-Gomez, Hagen, Leopold, 
Lind, Mathews, McPherson and Rotkin) Director Dutra opposed.  Director Rothwell was 
absent.  

15. RECEIVE: HUMAN RESOURCES DEPARTMENT RECRUITMENT UPDATE   
Dawn Crummie, HR Deputy Director, spoke to the presentation and offered an English 
version of the La Ganga advertisement. 
Board members provided several suggestions to aid in recruitment, including: adult 
education school outreach, Indeed.com, community action boards, day worker center, UCSC 
career center outreach, etc.  
 
Ex-officio Director Northcutt invited METRO to participate in the October 29th College and 
Career Night at Cabrillo.  

There was no public comment. 

16.  ORAL UPDATE ON EDUCATING THE PUBLIC ABOUT THE BENEFITS OF SENATE 
BILL 1     
Barrow Emerson, Planning and Development Director, reminded the assembly of the potential 
financial loss if Proposition 6 is successful.   

There was no public comment:  

17.  ORAL UPDATE ON OCTOBER 17, 2018 SPECIAL BOARD MEETING  
Chair McPherson introduced the agenda item, expressing his appreciation to the staff.  
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Barrow  Emerson, Planning and Development Director, spoke to the attached presentation.  

There was no public comment:  

18.  ACCEPT AND FILE: THE YEAR TO DATE MONTHLY FINANCIAL REPORT AS OF 
JULY 2018  
Angela Aitken, CFO, spoke to the presentation.  

There was no public comment.  

ACTION:  MOTION TO ACCEPT AND FILE THE YEAR TO DATE MONTHLY FINANCIAL REPORT 
AS PRESENTED  

MOTION: DIRECTOR DUTRA   SECOND:  DIRECTOR  ROTKIN 
MOTION PASSED WITH 10 AYES (Directors Bottorff, Chase, Coffman-Gomez, Dutra, Hagen, 
Leopold, Lind, Mathews, McPherson and Rotkin)  Director Rothwell was absent.  

19.  APPROVE: CONSIDERATION OF AWARD OF CONTRACT TO GMV 
SYNCROMATICS FOR PURCHASE AND INSTALLATION OF AN INTELLIGENT 
TRANSPORTATION SYSTEM NOT TO EXCEED $2,200,000  
Isaac Holly, IT and ITS Director spoke to the staff report.  

Director Leopold asked if the public would be the beneficiary of the additional $618K for the 
optional items.  CEO Clifford responded this has been on a fast track to happen before the 
November vote to ensure state funding.  He added the $618K indirectly benefits the public by 
providing METRO with more “stop data,” which works into the route and run time planning.  

Director Leopold suggested the Capital Projects Committee review the request for the additional 
spending.   

Erron Alvey, Purchasing and Special Projects Director, added METRO is still in negotiations 
with GMV.  If the base contract is approved today, we will refer the optional items to the 
Committee prior to proceeding with any additional expenditures.  

There was no public comment. 

ACTION:  MOTION TO APPROVE THE AWARD OF THE BASE CONTRACT ONLY TO GMV 
SYNCROMATICS FOR PURCHASE AND INSTALLATION OF AN INTELLIGENT 
TRANSPORTATION SYSTEM  AND REFER TO COMMITTEE BEFORE PROCEEDING WITH THE 
ADDITIONAL $600K SPENDING.  

MOTION: DIRECTOR LEOPOLD  SECOND:  DIRECTOR ROTKIN 
MOTION PASSED WITH 10 AYES (Directors Bottorff, Chase, Coffman-Gomez, Dutra, Hagen, 
Leopold, Lind, Mathews, McPherson and Rotkin)  Director Rothwell was absent.  

20.  APPROVE:  CONSIDERATION OF AUTHORIZING THE CEO TO ENTER INTO 
MEMORANDA OF AGREEMENTS WITH THE SANTA CLARA VALLEY 
TRANSPORTATION AUTHORITY (VTA) FOR THE TRANSFER OF TEN (10) 2014 
GILLIG DIESEL ELECTRIC HYBRID EXPRESS BUSES, AND THE SALE OF FOUR 
(4) 2002 DIESEL NEW FLYER ARTICULATED BUSES  
Ciro Aguirre, COO, spoke to the staff report and acknowledged Eddie Benson and staff for their 
contributions to the staff report and their work with VTA to coordinate this process.  

Director Dutra departed at 11:41AM 
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Board and staff discussion regarding the positive impact of this acquisition to METRO’s 62 bus 
replacement needs. Ideas were put forth to show our appreciation to VTA.  A joint press 
conference will be planned with VTA’s CEO, Nuria Fernandez, in the near future showcasing 
two vehicles (one hybrid and one artic), which will have been recently refurbished to reflect 
METRO branding.  

As the vehicles have approximately 60-90K miles each, the anticipated costs to refurbish the 
vehicles is approximately $600K. 

 We plan on receiving five vehicles this year and five in 2019.  

Public comment: 

Larry Pageler, UCSC representative, said he is thrilled about this proposal. He hopes to provide 
banana slugs for the windows at the press conference (and going forward).  

ACTION:  MOTION TO APPROVE AUTHORIZING THE CEO TO ENTER INTO MEMORANDA OF 
AGREEMENTS WITH THE SANTA CLARA VALLEY TRANSPORTATION AUTHORITY (VTA) FOR 
THE TRANSFER OF TEN (10) 2014 GILLIG DIESEL ELECTRIC HYBRID EXPRESS BUSES, AND 
THE SALE OF FOUR (4) 2002 DIESEL NEW FLYER ARTICULATED BUSES AS PRESENTED  

MOTION: DIRECTOR LEOPOLD  SECOND:  DIRECTOR HAGEN 
MOTION PASSED WITH 9 AYES (Directors Bottorff, Chase, Coffman-Gomez, Hagen, Leopold, 
Lind, Mathews, McPherson and Rotkin)  Directors Dutra and Rothwell were absent.  

21.  ACCEPT AND FILE: UPDATE TO THE ZERO EMISSION ELECTRIC BUSES AND 
RELATED EQUIPMENT PROJECT  
Erron Alvey, Purchasing and Special Projects Director, spoke to the staff report, drawing the 
assembly’s attention to Attachment A, noting costs have escalated over the past few years.  

Ms. Alvey provided a rough timeline:  Five Gillig buses in October 2019; Four Proterras in 
February 2020; Three OTR coaches, through a competitive procurement, are anticipated in the 
first quarter of 2020.  We anticipate seven electric buses before 2026, all within our own electric 
program.  

CEO Clifford  provided an LCTOP grant update. We received written confirmation from the FTA 
that they agree with our plan to keep the funding and wait for another vendor to enter the market.  

There was no public comment. 

Director Chase departed 12:12P 

ACTION:  MOTION TO ACCEPT AND FILE THE UPDATE TO THE ZERO EMISSION ELECTRIC 
BUSES AND RELATED EQUIPMENT PROJECT AS PRESENTED  

MOTION: DIRECTOR LEOPOLD  SECOND:  DIRECTOR COFFMAN-GOMEZ 
MOTION PASSED WITH 8 AYES (Directors Bottorff, Coffman-Gomez, Hagen, Leopold, Lind, 
Mathews, McPherson and Rotkin)  Directors Chase, Dutra and Rothwell were absent.  

22.  APPROVE: ADOPTION OF THE SANTA CRUZ METROPOLITAN TRANSIT 
DISTRICT REGULATIONS RELATED TO VEHICLE PARKING AND USE OF 
PERSONAL TRANSPORTATION VEHICLES IN OR AT SANTA CRUZ 
METROPOLITAN TRANSIT DISTRICT FACILITIES   
Alex Clifford, CEO, spoke to the staff report, proposed regulations and projected recent photos 
taken of the Soquel park and ride lot.  Today we are asking the Board to approve the proposed 
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regulations, and separately approve the proposal to incorporate public comments concerning 
the Soquel lot, postponing the closing of the Soquel lot to December 31, 2018 to provide 
adequate time for the carpoolers to organize, etc.  He also provided a brief update on the transit 
centers: 

Watsonville Transit Center:  The proposal will allow METRO to enforce the employee parking 
spaces.  

Pacific Station: No problems. METRO will work with the jump bike and scooter program vendors 
to develop a method to collect and retrieve the property.  

Scotts Valley Transit Center:  The final tech bus operator, Apple, hopes to relocate by the end 
of this calendar year.  CEO Clifford will assess the parking used by the Blue Bonnet residents 
and investigate a method that may allow the public using Metro facilities to park overnight via 
the purchase of a parking pass, etc.  

Soquel lot is not a Caltrans Park and Ride lot. It was purchased to support Metro's transit 
mission.  METRO has endeavored to work with Dominican Hospital over the past few years 
regarding the employees parking in the lot. We are investigating relocating ParaCruz to the 
Soquel lot.  Whatever we do at this facility, we reduce the reliance others may have on this 
facility    

Various suggestions were made to address the situation.  

Public comment: 

Peter, Live Oak resident, strongly opposes the closure of the Soquel lot, which has been used 
by himself and coworkers carpooling and vanpooling to work. Closing the lot doesn’t solve the 
problems illustrated in the photos.  He noted 511.org lists the lot as a Park and Ride.  

Sue, member of a non-MBARI vanpool, which commutes to Monterey and operates seven days 
a week, said her comments (via phone) are not reflected in the information provided. Some of 
her fellow commuters come to the lot via bicycles from the West Side.  METRO seems to be 
sending wrong message to the community and has not done their homework. She will provide 
Director Leopold with her contact information.  

After discussion and various suggestions to address the situation, a friendly amendment was 
made to the motion to extend the Soquel lot closure date to March 31, 2019.  

Director Leopold departed 12:57P 

ACTION:  MOTION TO APPROVE THE ADOPTION OF THE SANTA CRUZ METROPOLITAN 
TRANSIT DISTRICT REGULATIONS RELATED TO VEHICLE PARKING AND USE OF PERSONAL 
TRANSPORTATION VEHICLES IN OR AT SANTA CRUZ METROPOLITAN TRANSIT DISTRICT 
FACILITIES AS PRESENTED WITH DIRECTION TO STAFF TO EXTEND THE SOQUEL PARK AND 
RIDE LOT CLOSURE TO MARCH 31, 2019  

MOTION: DIRECTOR BOTTORFF  SECOND:  DIRECTOR ROTKIN 
MOTION PASSED WITH 7 AYES (Directors Bottorff, Coffman-Gomez, Hagen, Lind, Mathews, 
McPherson and Rotkin)  Directors Chase, Dutra, Leopold and Rothwell were absent.  

23.   REVIEW OF ITEMS TO BE DISCUSSED IN CLOSED SESSION   
General Counsel Sherman announced the item to be discussed in closed session below.   

There was no public comment. 
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18 RECESS TO CLOSED SESSION AT 12:57PM 

SECTION II: CLOSED SESSION 

CONFERENCE WITH LEGAL COUNSEL – EXISTING LITIGATION (GOVERNMENT 
CODE SECTION 54956.9(d)(1) 
Claimant:     Lawrence Swain 

Agency:     Santa Cruz Metropolitan Transit District  

Marie Sang, Attorney 

SECTION III: RECONVENE TO OPEN SESSION AT 1:07PM 

19 REPORT OF CLOSED SESSION ITEMS  
General Counsel Julie Sherman announced there were no reportable actions from the closed 
session.  

Chair McPherson announced the next meeting:  Friday, November 16, 2018 at 9:00AM at the 
Watsonville City Chambers, 275 Main Street, Watsonville, CA. and adjourned the meeting at 1:08PM.  

 

 

Respectfully submitted, 

Gina Pye 
Executive Assistant 
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From: Santa Cruz METRO
To: Cayla Hill
Subject: [CSV-0000001377] Closure of Santa Cruz Park and Ride
Date: Tuesday, October 23, 2018 2:07:24 PM

Hello,

A new ticket has been added:

CSV-0000001377

alana.sherman@gmail.com wrote:

Hello

I am writing to express my concern about the proposed closure of the Soquel Park and Ride lot
in the next week. I am a commuter who uses that lot of park and van pool rather than driving
myself to Moss Landing. This lot has been great for me and my fellow van pool riders, as it
offers a convienent and relatively safe location to leave our cars, as a result on any given day
there are 15-20 less cars on our congested highways. We have found it difficult in the past to
find an appropriate stop to park multiple cars. It would be a great solution if some spaces were
left open in the lot for car pools and van pools, even if the lot were closed at night. I know
there is a community meeting at 9 am on Friday but I will need to be working then, so I hope
this is an appropriate venue to voice my concerns.

Your Phone - Include Area Code: 5108479624

Preferred method of contacting you: Email address entered above

Your Address: 513 Cabrillo Ave

Your City: Santa Cruz

Your State: CA

Your Zip: 95065

Nature of Comment: Complaint

Date of Incident: 10.23.2018

Time of Incident: 0:00

Route: Not applicable

Choose location : Other Location (enter below)

Location - additional information: Soquel Park and Ride
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From: Shonoa Ruddick
To: Cayla Hill
Subject: Park & Ride Complaints
Date: Tuesday, October 23, 2018 2:59:40 PM
Attachments: image001.png

Good afternoon,

I had a few people call yesterday and today regarding the closure of the Soquel Park & Ride.

They had questions on why it was closing and if there are any alternatives on what to do for those
who car/vanpool.

1. Diane Nelson ; 831-476-6090
2. Peter Walz ; 831-775-1740

Any questions, let me know.

Thank you,

Sasha G Sandoval
Customer Service Rep.
920 Pacific Ave. Ste. 21
Santa Cruz, CA 95060
831-425-8600
ssandoval@scmtd.com

Shonoa Ruddick
Safety, Security, & Risk Director
Interim Customer Service Manager

Santa Cruz Metropolitan Transit District
110 Vernon Street
Santa Cruz, CA  95060
(831) 426-6080
http://www.scmtd.com
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From: Santa Cruz METRO
To: Cayla Hill
Subject: [CSV-0000001374] Soquel Ave Park & Ride
Date: Tuesday, October 23, 2018 11:56:11 AM

Hello,

A new ticket has been added:

CSV-0000001374

John.Ryan555@gmail.com wrote:

Greetings, I am among the vanpoolers who would be adversely affected by the planned
closure of the Soquel Ave Park & Ride next to Hwy 1.  This location has been excellent for
the vanpool group of which I am a part, and its loss would have a negative impact on a
program that is keeping a lot of cars off the road.  Further, this closure planned for this Friday
has given us essentially no time to find alternatives.  I encourage the Metro board to hit the
pause button.  After all, this lot has had extensive investment in accommodating cars and
bicycles, and it is in great shape.  Why suddenly close a very useful resource without giving its
users a chance to understand and weigh in?  I cannot be at the board meeting this Friday, but
that does not indicate the importance of the topic to me, just other commitments.  Thank you
for considering this matter.

Your Phone - Include Area Code: 831 428 1137

Preferred method of contacting you: Email address entered above

Your Address: 522 14th Ave

Your City: Santa Cruz

Your State: CA

Your Zip: 95062

Nature of Comment: Inquiry

Date of Incident: Click the calendar

Time of Incident: daily

Route: Not applicable

Choose location : Street & Cross street (enter below)

Location - additional information:

Vehicle Number - If Known:

Direction of Travel: Inbound
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From: Shonoa Ruddick
To: Cayla Hill; Ciro Aguirre; Alex Clifford
Subject: FW: Santa Cruz METRO Park & Ride
Date: Wednesday, October 24, 2018 8:21:24 AM
Attachments: image001.png

image001.png

From: John Ryan [mailto:john.ryan555@gmail.com] 
Sent: Tuesday, October 23, 2018 5:06 PM
To: Shonoa Ruddick <SRuddick@scmtd.com>
Subject: Re: Santa Cruz METRO Park & Ride

Hi Shonoa,

Thanks for your quick response.  

Yes, delaying the closure until December 31 would be helpful.

Regards,

John

On Tue, Oct 23, 2018 at 4:05 PM Shonoa Ruddick <SRuddick@scmtd.com> wrote:

Re: Santa Cruz METRO Park & Ride

Thank you for contacting Santa Cruz Metropolitan Transit District.
We have received your concerns, both online and through our Customer Service line, and
appreciate the opportunity to communicate with you.

I have included alternative Park & Ride Locations around the county, as an attachment.

Public comment may be posed, in person, at the below meeting.

Santa Cruz Metropolitan Transit District Board Meeting on October 26, 2018 at 420
Capitola Ave. Capitola, California @ 0900 hours.

We recognize that this change will create a hardship for some and ask if delaying the
closure until December 31, 2018 would be helpful.

All comments and replies to this email, online, and by phone will be presented at the above
board meeting.

Thank you.

Shonoa Ruddick
Safety, Security, & Risk Director
Interim Customer Service Manager
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From: Molly Gallet 
Sent: Tuesday, October 23, 2018 9:16 AM
To: Ben Rubio <brubio@scmtd.com>
Cc: Heather Forshner <HForshner@scmtd.com>; Shonoa Ruddick <SRuddick@scmtd.com> 
Subject: RE: Soquel Park & Ride Questions

Good Morning

Kathleen Pitz called to complain about Soquel Park & Ride says she uses it everyday and would like 
to file a complaint and be contacted regarding this kpitz23@gmail.com.

Thank you!

Molly Gallet
Santa Cruz Metropolitan Transit District (Santa Cruz Metro)
Customer Service Representative
920 Pacific Ave. Ste. 21
Santa Cruz, CA 95060
831-425-8600
mgallet@scmtd.com
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From: Shonoa Ruddick
To: Cayla Hill
Subject: Park & Ride Complaints
Date: Tuesday, October 23, 2018 3:01:27 PM
Attachments: image001.png

Hi Shonoa,

I use the parking lot Monday through Friday, leaving my car at the lot at 7:20am and being dropped
off at the lot at 6-6:30pm. I commute in to Moss Landing, CA with the Monterey Bay Aquarium
Research Institute van pool. Employees take turns driving minivans that are provided by MBARI. We
park the minivans at our own personal residences then pick up other riders at the Soquel Park and
Ride. There isn't another good option where we can park multiple cars during the day in order to
take the same van.

Email is the best way to reach me; this address is fine or my work email is kpitz@mbari.org. My
office phone is 831-775-1894.

Thank you,
Katie Pitz

Shonoa Ruddick
Safety, Security, & Risk Director
Interim Customer Service Manager

Santa Cruz Metropolitan Transit District
110 Vernon Street
Santa Cruz, CA  95060
(831) 426-6080
http://www.scmtd.com
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From: Shonoa Ruddick
To: Cayla Hill
Subject: FW: Santa Cruz METRO Park & Ride
Date: Wednesday, October 24, 2018 9:03:44 AM
Attachments: image001.png
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From: Kathleen Pitz [mailto:kpitz23@gmail.com] 
Sent: Wednesday, October 24, 2018 9:02 AM
To: Shonoa Ruddick <SRuddick@scmtd.com>
Subject: Re: Santa Cruz METRO Park & Ride

Hi Shonoa,

Delaying the closure would be helpful to allow us time to find an alternative location.
For the alternative park and ride locations list, I believe the Quaker meeting house park and
ride location was closed after concerns about homeless camping out overnight occurred. We
were in contact with them last year. I think the Soquel P&R lot might be the last one near
downtown Santa Cruz?

Thanks,
Katie

On Tue, Oct 23, 2018 at 4:05 PM Shonoa Ruddick <SRuddick@scmtd.com> wrote:

Re: Santa Cruz METRO Park & Ride

Thank you for contacting Santa Cruz Metropolitan Transit District.
We have received your concerns, both online and through our Customer Service line, and
appreciate the opportunity to communicate with you.

I have included alternative Park & Ride Locations around the county, as an attachment.

Public comment may be posed, in person, at the below meeting.

Santa Cruz Metropolitan Transit District Board Meeting on October 26, 2018 at 420
Capitola Ave. Capitola, California @ 0900 hours.

We recognize that this change will create a hardship for some and ask if delaying the
closure until December 31, 2018 would be helpful.

All comments and replies to this email, online, and by phone will be presented at the above
board meeting.

Thank you.

Shonoa Ruddick
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From: Ciro Aguirre
To: Cayla Hill
Cc: Shonoa Ruddick
Subject: FW: Soquel Park & Ride Questions
Date: Tuesday, October 23, 2018 2:44:46 PM
Attachments: image001.png

image002.png

From: Shonoa Ruddick 
Sent: Tuesday, October 23, 2018 10:48 AM
To: Alex Clifford; Ciro Aguirre
Subject: RE: Soquel Park & Ride Questions

Caller 10/23/18
This individual is part of a van pool that goes to Monterey Bay Area Research Institute on weekdays.

Name: Kim Fulton Bennett
Ph: 831-775-1835

I contacted the person above. They have three vans that they run from the Park & Ride to Moss
Landing every day. They have between 10-20 people daily. They also occasionally leave one of their
vans there overnight. He thinks that the Monterey Bay Aquarium uses the Park & Ride also. I found
his name under the above number and then searching for (Fulton)

We had a good conversation and I will keep his contact info.
Shonoa
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From: Santa Cruz METRO
To: Cayla Hill
Subject: [CSV-0000001375] Park and Ride Closure
Date: Tuesday, October 23, 2018 2:06:41 PM

Hello,

A new ticket has been added:

CSV-0000001375

mhamilton@mbari.org wrote:

Hello,

I am writing to express my concern regarding the sudden and unexpected closure of the
Soquel Park and Ride scheduled for Oct 29th. For the last few years I have been part of the
Monterey Bay Aquarium Research Institute (MBARI) vanpool program that utilizes the Park
and Ride. This sudden closure will seriously affect our ability operate and leaves me
personally doubting the ability of Santa Cruz Metro (and the ability of the city of Santa Cruz)
to serve its citizens. I am requesting that this closure be reconsidered or that an alternate Park
and Ride location be opened nearby immediately. 

Signed,

Maria Hamilton

Graduate Student Researcher

Monterey Bay Aquarium Research Institute 

Your Phone - Include Area Code: 360-597-5660

Preferred method of contacting you: Email address entered above

Your Address: 326 Cayuga St.

Your City: Santa Cruz

Your State: CA

Your Zip: 95062

Nature of Comment: Complaint

Date of Incident: 10.29.2018

Time of Incident: NA

Route: Not applicable

Choose location : Street & Cross street (enter below)
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From: Santa Cruz METRO
To: Cayla Hill
Subject: [CSV-0000001381] Soquel park"n"ride closure
Date: Wednesday, October 24, 2018 8:57:51 AM

Hello,

A new ticket has been added:

CSV-0000001381

mariah@mbari.org wrote:

Hello,

Please reconsider closing the Soquel park'n'ride lot.

My employer runs a vanpool program, and we rely heavily on this park'n'ride stop.  Over the
years, it has become increasingly difficult to find a safe place for people to leave their cars or
bikes during the day.

Additionally, we have employees, collaborators visiting from afar, and interns that do not have
cars and are completely dependent on the vanpool to get them to Moss Landing each day, as
there are not reasonable public transport options.

The location of this park'n'ride is ideal for the majority of our riders, with 3 vans stopping at
that location each morning and evening.  Scotts Valley, Aptos, and Wattsonville locations
don't work at all for us.

If you are closing it to use the space for something else, would you consider saving a small
part of it, 20-30 spaces, for those who currently use it?  It is true that the lot is not usually full,
but close to half of our riders either walk or bike to this stop, so its usage is not accurately
represented by the number of cars parked there.

Thank you for your consideration,

Mariah

Your Phone - Include Area Code: 831-775-1893

Preferred method of contacting you: Email address entered above

Your Address:

Your City:

Your State:

Your Zip:
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Nature of Comment: Complaint

Date of Incident: 10.23.2018

Time of Incident: n/a

Route: Not applicable

Choose location : Other Location (enter below)

Location - additional information: Soquel park'n'ride

Vehicle Number - If Known: n/a

Direction of Travel: Not sure?

Employee Name or Number - If Known: n/a

Employee Position: Not applicable

If Other, Please Describe:
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From: Santa Cruz METRO
To: Cayla Hill
Subject: [CSV-0000001382] Closure
Date: Wednesday, October 24, 2018 10:37:47 AM

Hello,

A new ticket has been added:

CSV-0000001382

majordude19@yahoo.com wrote:

I use the Soquel Park & Ride on a regluar basis for my work van pool.  Our van pool servers
20 plus persons on a daily basis cutting down on pollution and hwy 1 traffic.  This announced
closure is a major inconvenience and the short notice leaves us no time to find an alternate
location.

Your Phone - Include Area Code: 831-775-1989

Preferred method of contacting you: Email address entered above

Your Address: 2425 Paul Minnie Ave

Your City: Santa Cruz

Your State: CA

Your Zip: 95062

Nature of Comment: Complaint

Date of Incident: 10.29.2018

Time of Incident: 7:00 am

Route: Not applicable

Choose location : Other Location (enter below)

Location - additional information: Soquel Park & Ride Lot

Vehicle Number - If Known:

Direction of Travel: Outbound

Employee Name or Number - If Known:

Employee Position: Not applicable

If Other, Please Describe: Closure
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From: Santa Cruz METRO
To: Cayla Hill
Subject: [CSV-0000001376] Park N Ride lot closure
Date: Tuesday, October 23, 2018 2:06:53 PM

Hello,

A new ticket has been added:

CSV-0000001376

wape@mbari.org wrote:

I regularly communte by carpool or vanpool to Moss Landing.  It was just posted at the Soquel
Park N Ride lot that it would be closing in 6 days (Oct 29).

The reason for closure is unclear to me, but I do not agree with this decision or the short
period of time we now have to find alternative parking.

Especially from a community that should be encouraging alternate forms of transportation and
commuting options to relieve traffic congestion this does not make much sense to me.

Will there be alternative park n ride lots provided for commuters?

The parking lot was just resurfaced and repainted, and it used by many people monday thru
friday.

Please provide some context or justification for closing this Park N Ride lot.  I will also be
communicating with my County Supervisor, John Leopold.

Your Phone - Include Area Code: 8317089163

Preferred method of contacting you: Email address entered above

Your Address: 1587 Webster St

Your City: Santa Cruz

Your State: CA
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From: Shonoa Ruddick
To: Cayla Hill; Alex Clifford
Subject: FW: Santa Cruz METRO Park & Ride Soquel lot
Date: Wednesday, October 24, 2018 9:35:18 AM
Attachments: image001.png
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From: Peter Walz [mailto:wape@mbari.org] 
Sent: Wednesday, October 24, 2018 9:29 AM
To: Shonoa Ruddick <SRuddick@scmtd.com>
Subject: Re: Santa Cruz METRO Park & Ride Soquel lot

Hello Shonoa -

Thank you for the prompt reply and info about the SC Metro Board meeting this
Friday.

Your document listing other Park N Ride locations is not accurate - the Quaker
Meetinghouse lot is no longer open.  We have used that in the past for our vanpool
routes and it is now locked off.

The Soquel Park N Ride lot is the only location that can be easily accessed from East
or West Santa Cruz, and the only site that has bike racks/bike parking.

https://cruz511.org/drive/park-and-ride/

For the meeting this Friday, I see there is a public comment period at the start of the
meeting (item 6 of agenda below) but I cannot find anywhere in the Oct 26 Agenda
where they are discussing or voting on the closure of the Park N Ride lot off Soquel. 
Has this action been discussed or included in previouse Board meeting agenda's?

https://www.scmtd.com/en/agency-info/board/board-of-directors

6 ORAL AND WRITTEN COMMUNICATIONS TO THE BOARD OF DIRECTORS
This time is set aside for Directors and members of the general public to address any
item not on the Agenda which is within the subject matter jurisdiction of the Board. No
action or discussion shall be taken on any item presented except that any Director
may respond to statements made or questions asked, or may ask questions for
clarification. All matters of an administrative nature will be referred to staff. All matters
relating to Santa Cruz METRO will be noted in the minutes and may be scheduled for
discussion at a future meeting or referred to staff for clarification and report. Any
Director may place matters brought up under Communications to the Board of
Directors on a future agenda. In accordance with District Resolution 610-2-1,
speakers appearing at a Board meeting shall be limited to three minutes in his or her
presentation. Any person addressing the Board may submit written statements,
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SANTA CRUZ METROPOLITAN TRANSIT DISTRICT 
 


Park and Ride Lot Locations  
 


1. Summit Road (Highway 17 at Summit Rd) 


2. *Scotts Valley Cavallaro Transit Center ( Kings Village Road off Mt. Hermon Rd) 


3. *Pasatiempo, Santa Cruz (Highway 17 at Pasatiempo Exit) 


4. *Quaker Meetinghouse, Santa Cruz (Highway 1 and Morrissey at 225 Rooney St) 


5. *Resurrection Church, Aptos (Highway 1 and Old Dominion Court/Soquel Drive – 
Seacliff/State Park Dr Exit) 


 
Thank you for your assistance.  
 
Note: Asterisks represent locations having access to  METRO and other Commuter Pool Options. No METRO service at Summit 
Road. 
 


 







petitions or other documents to complement his or her presentation. When
addressing the Board, the individual may, but is not required to, provide his/her name
and address in an audible tone for the record.

Thanks for your continued assistance -

Peter Walz
wape@mbari.org
831-708-9163

From: "Shonoa Ruddick" <SRuddick@scmtd.com>
To: "Shonoa Ruddick" <SRuddick@scmtd.com>
Sent: Tuesday, October 23, 2018 4:05:32 PM
Subject: Santa Cruz METRO Park & Ride

Re: Santa Cruz METRO Park & Ride

Thank you for contacting Santa Cruz Metropolitan Transit District.
We have received your concerns, both online and through our Customer Service line, and appreciate
the opportunity to communicate with you.

I have included alternative Park & Ride Locations around the county, as an attachment.

Public comment may be posed, in person, at the below meeting.

Santa Cruz Metropolitan Transit District Board Meeting on October 26, 2018 at 420 Capitola Ave.
Capitola, California @ 0900 hours.

We recognize that this change will create a hardship for some and ask if delaying the closure until
December 31, 2018 would be helpful.

All comments and replies to this email, online, and by phone will be presented at the above board
meeting.

Thank you.

Shonoa Ruddick
Safety, Security, & Risk Director
Interim Customer Service Manager

Santa Cruz Metropolitan Transit District
110 Vernon Street
Santa Cruz, CA  95060
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From: Santa Cruz METRO
To: Cayla Hill
Subject: [CSV-0000001378] Closure of Soquel park n ride
Date: Tuesday, October 23, 2018 2:08:27 PM

Hello,

A new ticket has been added:

CSV-0000001378

rgwiazda@gmail.com wrote:

Hello,

i would like to convey the impact the closure of the Soquel park n ride will have on my daily
commute and others with whom I carpool. 

I have been using the lot for a number of years to park and take a vanpool to my place of work
in Moss Landing.  Three vans from my workplace (MBARI) utilize this lot to collect
passengers who leave their cars parked there over the day, or who reach the lot by bike or by
foot.  This location has served us well, though not ideally since vans left there overnight have
ocassionally been vandalized. The number of daily users through the three vanpools oscillate
daily between at least 12 to a maximum of 20, my estimate. I have also seen vanpools from the
Monterey Bay Aquarium dropping passengers at the lot

In the absence of a viable park and ride option we will be forced to drive individually  to work.
I understand that METRO may have larger considerations for why to close this lot at this time.
I was informed that it will become a site for Paracruz vehicles. However, I think that if
METRO needs to change the way it uses its facilities it also needs to find ways to accomodate
users impacted by these changes.  I was surprised both by the short notice provided to us
commuters about the impeding closure of the lot, and by the lack of alternatives offered to
users of the lot. I talked to METRO customer support, to John Leopold's office and to Ciro
Aguirre, METRO COO, and while eveybody was cordial and understandable, it seems this
plan is being rolled out wihtout consideration to the impact of current lot users.

I suggest a possible either temporary or permament solution: The lot is clearly underutilzed,
yet there is always a respectable number of cars park there through the day. I suggest to close
most of the lot but leave 20% of its space open until a more permanent commuter space is
found. Please not that some of the commuters are people that reach the lot by foot or bike. A
substitute park and ride lot at a considerable distance (for example the church at the State Park
exit) may not be workable for some of us.

I would also like to point out that setting a Board of Director meeting at 9:00 am to receive
public input from commuters about this issue is a poor choice of time.  Most of us can not
make it at that time on a working day.

Thanks for your consideration

Roberto Gwiazda
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From: Ciro Aguirre
To: Cayla Hill
Subject: FW: Park& Ride Alternative Sites
Date: Tuesday, October 23, 2018 6:14:36 PM

From: Ciro Aguirre 
Sent: Tuesday, October 23, 2018 6:14 PM
To: 'Roberto Gwiazda'
Subject: RE: Park& Ride Alternative Sites

Mr. Gwiazda,

Yes, it is confirmed, the meeting will take place at the Capitola City Council Chambers at the address
below same stipulated time.

Thank you.

From: Roberto Gwiazda [mailto:rgwiazda@gmail.com] 
Sent: Tuesday, October 23, 2018 4:28 PM
To: Ciro Aguirre
Subject: Re: Park& Ride Alternative Sites

Mr Aguirre,

Thanks for your attention to my concerns. When I talked to your assistant, she mentioned
Vernal St as the place of the meeting. Can you please confirm that it is in the Capitola City
council Chambers?

I appreciate you sending me the list of alternative sites

We have used the Quaker house but it ended up being not workable because there were few
spaces on Friday if I recall correctly.  The other places are out of town and out of the way for
commuters going southbound on hwy 1, like us, or out of the way for bikers wanting to take
the vanpool. The only place that may work is the church in State Park
Thanks

Roberto

On Tue, Oct 23, 2018 at 3:02 PM Ciro Aguirre <CAguirre@scmtd.com> wrote:
Mr. Gwiazda,

Pleasure speaking to you this morning.  As discussed, attached is a list of Park and Ride
sites that in the event the Paul Sweet Road Park and Ride site is closed, may serve your
purposes.  Your concerns as voiced to me have been submitted for Board review at the
meeting to be held on October 26, 2018, 0900 hours at the Capitola City Council Chambers,
420 Capitola Avenue, Capitola City, CA  95010.  If you require additional information,
please call 426-6080.
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From: Shonoa Ruddick
To: Cayla Hill; Ciro Aguirre; Alex Clifford
Subject: FW: Santa Cruz METRO Park & Ride
Date: Wednesday, October 24, 2018 8:22:22 AM
Attachments: image001.png
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From: Roberto Gwiazda [mailto:rgwiazda@gmail.com] 
Sent: Tuesday, October 23, 2018 4:57 PM
To: Shonoa Ruddick <SRuddick@scmtd.com>
Subject: Re: Santa Cruz METRO Park & Ride

Hello Shonoa,

We have used the Quaker house but it ended up being not workable because there were few
spaces on Friday if I recall correctly.  The other places are out of town and out of the way for
commuters going southbound on hwy 1, like us, or out of the way for bikers wanting to take
the vanpool. The only place that may work is the church in State Park.

The time of the meeting is very inconvenient precisely for the people (commuters in the
morning of a working day) who will be most affected by this change. I appreciate if you could
forward my comments to the board as part of the public input to the final decision.

Yes, a temporary suspension of the closure until December would be helpful as it may allow
us to find a more permanent arrangement. I personally would prefer if the lot is not full closed
but ~20% of its space is left open for good

Thanks
Roberto

On Tue, Oct 23, 2018 at 4:05 PM Shonoa Ruddick <SRuddick@scmtd.com> wrote:

Re: Santa Cruz METRO Park & Ride

Thank you for contacting Santa Cruz Metropolitan Transit District.
We have received your concerns, both online and through our Customer Service line, and
appreciate the opportunity to communicate with you.

I have included alternative Park & Ride Locations around the county, as an attachment.

Public comment may be posed, in person, at the below meeting.

Santa Cruz Metropolitan Transit District Board Meeting on October 26, 2018 at 420
Capitola Ave. Capitola, California @ 0900 hours.

We recognize that this change will create a hardship for some and ask if delaying the
closure until December 31, 2018 would be helpful.
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All comments and replies to this email, online, and by phone will be presented at the above
board meeting.

Thank you.

Shonoa Ruddick
Safety, Security, & Risk Director
Interim Customer Service Manager
metro_logo_transparent
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From: Santa Cruz METRO
To: Cayla Hill
Subject: [CSV-0000001372] P&R closure
Date: Tuesday, October 23, 2018 11:31:07 AM

Hello,

A new ticket has been added:

CSV-0000001372

ssudek@mbari.org wrote:

The park & ride at Soquel Avenue/Hwy1 is getting closed down on very short notice. I use it
daily to get on a shuttle van to work in Moss Landing. There are 10-15 collegues getting on 2-
3 shuttle vans there. Looks like we will need to get back into our 10-15 cars and be part of
clogging Hwy1 every morning. Seems like a step in the wrong direction.

Sebastian

Your Phone - Include Area Code: 831-775-2071

Preferred method of contacting you: Email address entered above

Your Address: 1544 7th Ave

Your City: Santa Cruz

Your State: CA

Your Zip: 95062

Nature of Comment: Complaint

Date of Incident: 10.23.2018

Time of Incident: n/a

Route: Not applicable

Choose location : Street & Cross street (enter below)

Location - additional information:

Vehicle Number - If Known:

Direction of Travel: Inbound

Employee Name or Number - If Known:

Employee Position: Not applicable
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From: Shonoa Ruddick
To: Cayla Hill
Subject: FW: Santa Cruz METRO Park & Ride
Date: Wednesday, October 24, 2018 4:46:36 PM
Attachments: image001.png

From: Sebastian Sudek [mailto:ssudek@mbari.org] 
Sent: Wednesday, October 24, 2018 9:52 AM
To: Shonoa Ruddick <SRuddick@scmtd.com>
Subject: Re: Santa Cruz METRO Park & Ride

Hi Shonoa,

thanks for getting back to me. I will note that none of the alternative locations you sent
are anywhere close to the lot about to be closed. They will not work for us.
Postponing the closure will help in the sense that it is a few more months before we
become part of the problem on Hwy1.

best,
 Sebastian

From: "Shonoa Ruddick" <SRuddick@scmtd.com>
To: "Shonoa Ruddick" <SRuddick@scmtd.com>
Sent: Tuesday, October 23, 2018 4:05:32 PM
Subject: Santa Cruz METRO Park & Ride

Re: Santa Cruz METRO Park & Ride

Thank you for contacting Santa Cruz Metropolitan Transit District.
We have received your concerns, both online and through our Customer Service line, and appreciate
the opportunity to communicate with you.

I have included alternative Park & Ride Locations around the county, as an attachment.

Public comment may be posed, in person, at the below meeting.

Santa Cruz Metropolitan Transit District Board Meeting on October 26, 2018 at 420 Capitola Ave.
Capitola, California @ 0900 hours.

We recognize that this change will create a hardship for some and ask if delaying the closure until
December 31, 2018 would be helpful.

All comments and replies to this email, online, and by phone will be presented at the above board
meeting.
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Thank you.

Shonoa Ruddick
Safety, Security, & Risk Director
Interim Customer Service Manager

Santa Cruz Metropolitan Transit District
110 Vernon Street
Santa Cruz, CA  95060
(831) 426-6080
http://www.scmtd.com
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From: Santa Cruz METRO
To: Cayla Hill
Subject: [CSV-0000001373] Closure of Soquel park and ride
Date: Tuesday, October 23, 2018 11:37:07 AM

Hello,

A new ticket has been added:

CSV-0000001373

sbwilliams216@gmail.com wrote:

Hi,

I am writing to express my concern over the closure of the Soquel park and ride. I work in
Moss Landing and regularly take a vanpool that uses this area as a pickup. It has been difficult
with the expanding community in Live Oak to find areas appropriate for us to leave vehicles
during the day, and this has been a good solution. Although this spot isnt perfect, my bike was
stolen from there, and yes, it was locked, we need a safe, well-lit place to gather in order to
vanpool to work. I see other vanpools such as Netfix also utilize the space. I am hopeful you
can consider keeping it open and in order to help us reduce cars on the roadway.

Thanks,

Shannon Johnson, Live Oak resident.

Your Phone - Include Area Code: 8315880716

Preferred method of contacting you: Email address entered above

Your Address: 3711 Moana Way

Your City: Santa Cruz

Your State: CA

Your Zip: 95062

Nature of Comment: Inquiry

Date of Incident: 10.23.2018

Time of Incident: 6:30 am

Route: Not applicable

Choose location : Street & Cross street (enter below)
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From: Shonoa Ruddick
To: Ciro Aguirre; Cayla Hill; Alex Clifford
Subject: FW: Santa Cruz METRO Park & Ride
Date: Wednesday, October 24, 2018 8:22:49 AM
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From: Shannon Williams [mailto:sbwilliams216@gmail.com] 
Sent: Tuesday, October 23, 2018 4:43 PM
To: Shonoa Ruddick <SRuddick@scmtd.com>
Subject: Re: Santa Cruz METRO Park & Ride

Hi and thank you for your response!

I think delaying the closure until Dec. 31 would be awesome, this would give us time to plan
for change!

Thanks again for your help,
Shannon

On Tue, Oct 23, 2018 at 4:05 PM Shonoa Ruddick <SRuddick@scmtd.com> wrote:

Re: Santa Cruz METRO Park & Ride

Thank you for contacting Santa Cruz Metropolitan Transit District.
We have received your concerns, both online and through our Customer Service line, and
appreciate the opportunity to communicate with you.

I have included alternative Park & Ride Locations around the county, as an attachment.

Public comment may be posed, in person, at the below meeting.

Santa Cruz Metropolitan Transit District Board Meeting on October 26, 2018 at 420
Capitola Ave. Capitola, California @ 0900 hours.

We recognize that this change will create a hardship for some and ask if delaying the
closure until December 31, 2018 would be helpful.

All comments and replies to this email, online, and by phone will be presented at the above
board meeting.

Thank you.

Shonoa Ruddick
Safety, Security, & Risk Director
Interim Customer Service Manager
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SANTA CRUZ METROPOLITAN TRANSIT DISTRICT (METRO) 
PERSONNEL/HUMAN RESOURCES STANDING COMMITTEE AGENDA 

MEETING MINUTES* 
NOVEMBER 9, 2018 – 10:30 AM 

METRO ADMIN OFFICES  
110 VERNON STREET  

SANTA CRUZ, CA  95060 
 
The Personnel/Human Resources Standing Committee convened a meeting as referenced above.  The 
Meeting Agenda Packet can be found online at www.SCMTD.com and is available for inspection at 
Santa Cruz METRO’s Administrative Office at 110 Vernon Street, Santa Cruz, California.   *Minutes are 
“summary” minutes, not verbatim minutes. Audio recordings of Board meeting open sessions are 
available to the public upon request. 
 
This document has been created with accessibility in mind. With the exception of certain 3rd party and 
other attachments, it passes the Adobe Acrobat XI Accessibility Full Check.  If you have any questions 
about the accessibility of this document, please email your inquiry to accessibility@scmtd.com 
 

COMMITTEE ROSTER 
Director Ed Bottorff, Board Vice Chair  City of Capitola 
Director Jimmy Dutra, Immediate Past Board Chair City of Watsonville 
Director Norm Hagen County of Santa Cruz  
Director John Leopold County of Santa Cruz 
Director Bruce McPherson, Board Chair County of Santa Cruz 
 
Alex Clifford METRO CEO/General Manager 
Julie Sherman METRO District Counsel 

CALL TO ORDER at 10:35 AM by Board Chair McPherson  

ROLL CALL: The following Directors were present, representing a quorum:  
       

Director Norm Hagen County of Santa Cruz  
Director John Leopold County of Santa Cruz 
Director Bruce McPherson, Board Chair County of Santa Cruz 
 
Directors Bottorff and Dutra were absent. 

 
METRO EMPLOYEES AND MEMBERS OF THE PUBLIC WHO VOLUNTARILY INDICATED THEY 
WERE PRESENT (IN ALPHABETICAL ORDER) THROUGH A SIGN IN SHEET OR VERBAL 
INTRODUCTION WERE: 

Holly Alcorn, SEIU Joan Jeffries, SEIU 
Shonoa Ruddick, METRO 
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Personnel/Human Resources Standing Committee Meeting Minutes 
November 9, 2018  
Page 2 of 3 

ADDITIONS OR DELETIONS FROM AGENDA/ADDITIONAL DOCUMENTATION TO SUPPORT 
EXISTING AGENDA ITEMS 
None 

ORAL AND OTHER COMMUNICATIONS TO THE PERSONNEL/HUMAN RESOURCES STANDING 
COMMITTEE 
None 

RECOMMEND TO THE BOARD OF DIRECTORS THE CPS HR CONSULTING SEIU CLASSIFICATION 
STUDY, NEW POSITIONS DESCRIPTIONS AND TOTAL COMPENSATION METHODOLOGY  

Alex Clifford, CEO/General Manager, introduced Angela Aitken, CFO and Acting HR Director, noting this 
agenda item is an update for the committee.  The process is ongoing as not all of the meet and confers 
concerning position descriptions have been completed.   

Ms. Aitken reiterated today’s ask is for a recommendation from the Committee to the Board that the CPS 
HR Consulting SEIU Classification Study, new position descriptions and total compensation 
methodology be approved in concept.  She noted a few of the differences between the management 
study and the SEIU study; i.e., seven agencies for management versus ten for SEIU, the logic behind 
recommending 5% below median for SEIU, as compared to median recommendation for managers (job 
responsibilities for a staff position would be relatively the same in a large agency as it would be in a 
small agency; i.e., mechanic.  A Manager in a large agency would have a larger band of responsibility 
than a Manager in a smaller agency; i.e., Fleet Manager at METRO, one facility; Fleet Manager at VTA 
would have multiple sites and fleets.  

CEO Clifford added that this initial methodology recommendation is consistent with what Metro has been 
doing, in that periodic SEIU reclass requests have included the, larger comparable properties as well as 
a salary 5% below median.   

In response to Director Leopold’s inquiries regarding the management study, Ms. Aitken and CEO 
Clifford responded that CPS has not yet responded to all employee inquires.  METRO anticipates any 
changes to be within what is currently budgeted in the FY19 Operating Budget when this is presented to 
the Board on November 16th.  

Public comment: 

Eduardo Montesino, representing the bus and paratransit unions, asked that the Committee not “forget 
the little people”.  He cited the difficulties METRO is having recruiting ParaCruz operators and compared 
their starting salary to those at McDonalds.  He expressed concern that the peer properties used in the 
study are not equitable and asked to see the comparables as he anticipates SEIU and management will 
receive increases.  

Joan Jeffries, representing SEIU SEA, said they are opposed to making the recommendation at this 
point as the ten agencies used in this study are not the same used historically; e.g., SamTrans is not 
included.  Additionally, the 95% is a relatively new practice that began in 2014 Accountant reclass.  She 
asked that the Committee look at the numbers before making a recommendation, and not forward a 
recommendation at this time. 

Michael Rios, PSA representative, echoed Ms. Jeffries’ comments noting that the ten agencies were 
negotiated.  

Olivia Martinez, SEIU representative, expressed her appreciation to Ms. Aitken and Mr. Aguirre for their 
teamwork on this. She then stated that this is the worst class and comp study she’s been involved in 
over the past eight years.  As a result, she is asking METRO to hold CPS accountable for the 
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Personnel/Human Resources Standing Committee Meeting Minutes  
November 9, 2018  
Page 3 of 3 

 

unprofessional work product; e.g., they have not responded to employees’ questions, conducted horrible 
desk audits, etc. She stated that it is not okay to ask that the agencies agreed upon in the side letter 
agreement be changed. She asked that the Committee not agree with the recommendation regarding 
compensation methodology.  She added that wages are a mandatory bargaining subject.  

CEO Clifford reiterated today’s subject was focused on job specifications.  He recommends the 
Committee approve these in concept in order to move forward.  Other conversations will follow.  He 
added this is a total compensation process.   

MOTION TO RECOMMEND FORWARDING THE CPS STUDY AND POSITION DESCRIPTIONS TO 
THE BOARD OF DIRECTORS, USING THE AGENCIES HEREIN, OBTAINING THE SALARY 
INFORMATION FOR 5% ABOVE MEDIAN, AT MEDIAN AND 5% BELOW MEDIAN IN ORDER TO 
OBTAIN BOARD APPROVAL IN CONCEPT.  

MOTION:  DIRECTOR LEOPOLD   SECOND:  DIRECTOR HAGEN 

MOTION PASSED WITH 3 AYES (Directors Hagen, Leopold and McPherson) 

Directors Bottorff and Dutra were absent. 
 
Meeting was adjourned at 11:15 AM by Board Chair McPherson Bottorff.  
 
 
 
 
Respectfully submitted by, 
 
Gina Pye 
Executive Assistant  
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DATE: November 16, 2018 

TO: Board of Directors 

FROM: Thomas Hiltner, Grants/Legislative Analyst 

SUBJECT: ACCEPT AND FILE QUARTERLY STATUS REPORT OF GRANT 
APPLICATIONS, ACTIVE GRANTS AND FUTURE OPPORTUNITIES 
JULY – SEPTEMBER 2018 

I. RECOMMENDED ACTION 

That the Board of Directors receives and files the quarterly report on grant 
applications and active grants.  This is for information only.  No action is 
required. 

II. SUMMARY

• Staff submitted one formula and two discretionary grant applications for
capital projects during the quarter

• Santa Cruz Metropolitan Transit District (METRO) received funding
allocations from the California Transportation Commission (CTC) in October
for buses and Intelligent Transportation System projects.

• METRO has pending applications for formula and discretionary grants totaling
$25,821,513.

• A list of METRO’s applications (Attachment A), active grants (Attachment B)
and a grant-funding outlook (Attachment C) are provided quarterly to apprise
the Board of grant funding status.

• No action is required; this report is for information only.

III. DISCUSSION/BACKGROUND

During the quarter, METRO submitted applications for two discretionary grants:

• A proposal to build electric bus charging infrastructure with $8 million from the
US Department of Transportation’s FY18 BUILD program, which will
announce grant awards by 12/18/18.

• A proposal to purchase seven new CNG buses using $2,950,000 in Federal
Transit Administration (FTA) funding assistance. Unfortunately, the FTA did
not choose this project for funding when it announced awards in September.
METRO received funds from this program in 2017 to purchase four new CNG
buses, and the FTA acknowledged that a recipient would not likely receive

Santa Cruz Metropolitan 
Transit District 
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Board of Directors 
November 16, 2018 
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Grants Report November 2018 

grant awards from the same program in two consecutive years, as it intends to 
spread the wealth among as many recipients as possible. 

As part of the local match for this FY18 FTA discretionary application , staff 
also submitted a formula funding application for $671,079 in SB 1 State of 
Good Repair (SGR) funds.  Because the discretionary grant was not 
awarded, the SGR formula funds will accrue to METRO’s bus replacement 
fund for use as local match in other bus replacement funding opportunities. 

On 10/18/18, the California Transportation Commission (CTC) allocated $3.9 
million in State Transportation Improvement Program (STIP) funds to initiate 
METRO’s bus rehabilitation, bus replacement and ITS projects. Subsequently, 
the Board authorized purchase contracts for the bus replacements and the ITS 
projects at its 10/26/18 meeting. 
This staff report apprises the Board of grant applications in progress (Attachment 
A), the awarded grants which fund METRO’s operations and capital 
improvements (Attachment B) and foreseeable opportunities for new grant 
solicitations (Attachment C) based upon grant funding cycles. 

IV. FINANCIAL CONSIDERATIONS/IMPACT

Formula awards during the quarter will contribute nearly $11.3 million to
METRO’s FY19 operating and capital budgets.

V. ALTERNATIVES CONSIDERED 

This is for information only and there are no alternatives to consider. 

VI. ATTACHMENTS

Attachment A:   Grant Applications as of November 2018

Attachment B:   Active Grants as of November 2018

Attachment C:   Future Grant Opportunities as seen in November 2018

Prepared by: Thomas Hiltner, Grants/Legislative Analyst 
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VII. APPROVALS: 

Barrow Emerson, Planning 
and Development Director 

Approved as to fiscal impact: 
Angela Aitken, CFO 

Alex Clifford , CEO/General Manager 

Grants Report November 2018 
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DATE: November 16, 2018 

TO: Board of Directors 

FROM: Daniel Zaragoza, Operations Manager, Paratransit Division 

SUBJECT: ACCEPT AND FILE THE METRO PARACRUZ OPERATIONS STATUS 
REPORT FOR JULY, AUGUST AND SEPTEMBER 2018 

I. RECOMMENDED ACTION 

That the Board of Directors accept and file the quarterly METRO ParaCruz 
Operations Status Report for July, August and September 2018 

II. SUMMARY

• Summary review of monthly operational statistics for ParaCruz:
Comparing the monthly statistics of FY18 to the monthly statistics of FY19:
• In July, the number of ParaCruz rides increased by 251
• In August, the number of ParaCruz rides increased by 19
• In September, the number of ParaCruz rides decreased by 443

• Summary of monthly operational information about ParaCruz:

• July number of total ParaCruz rides: 5,805 
• August number of total ParaCruz rides:  5,937
• September number of total ParaCruz rides: 6,098

III. DISCUSSION/BACKGROUND

Comparing June 2018 statistics to July 2018, ParaCruz rides increased by 367
rides. Comparing July 2018 statistics to August 2018, ParaCruz rides increased
by 132 rides. Comparing August 2018 statistics to September 2018, rides
increased by 161 rides.

ParaCruz is currently funded for 30 Paratransit Operators.  Seven of these
positions are vacant; and, of these vacancies, four Operators have recently been
promoted to (Fixed Route) Bus Operators.

ParaCruz is currently recruiting to fill the open Paratransit Operator positions with
the following strategies:

-  An advertisement in a weekly Spanish language newspaper that will 
feature the story of one of our Operators. 

- We are hiring! Cards were created to pass out to the public. 

Santa Cruz Metropolitan 
Transit District 

9-05.1
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ParaCruz Quarterly Report 

- Extensive outreach with assistance from UTU has also been ongoing at 
different public events and locations. 

METRO ParaCruz is the federally mandated ADA complementary paratransit 
program of the Santa Cruz Metropolitan Transit District, providing shared ride, 
door-to-door demand-response transportation to customers certified as having 
disabilities that prevents them from independently using the fixed route bus.  

IV. COORDINATION

This staff report has been coordinated with statistics provided by the Finance and
Fleet Departments.  Additional data was provided by the Eligibility Coordinator
and Candis Almanza, Paratransit Supervisor.

V. FINANCIAL CONSIDERATIONS/IMPACT 

There are no financial considerations for this report. 

VI. ATTACHMENTS

Attachment A: ParaCruz On-time Performance Charts for July, August and 
September 2018 

Attachment B: Comparative Operating Statistics Tables for July, August 
and September 2018 

Attachment C: Number of Rides Comparison Chart  
Attachment D: Total Ride vs. Shared Ride Chart  
Attachment E: Annual Miles Comparison Chart  
Attachment F: Monthly Assessments 

Prepared by: Daniel Zaragoza, Operations Manager, Paratransit Division 
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VII. APPROVALS 

Daniel Zaragoza: Operations Manag
Paratrans1t D1v1s1on 

Alex Clifford, CEO/General Manager 

r-) _£) -f J 
~ 9.t':) a. 
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ParaCruz Operations Status Report 

ParaCruz On-time Performance Report 

July 2017 July 2018 
Total pick ups 5,651 5,805 
Percent in “ready window” 78.29% 81.40% 

1 to 5 minutes late 6.09% 6.08% 
6 to 10 minutes late 4.76% 4.20% 
11 to 15 minutes late 3.31% 2.96% 
16 to 20 minutes late 2.57% 2.08% 
21 to 25 minutes late 1.43% 1.31% 
26 to 30 minutes late 1.13% .88% 
31 to 35 minutes late .90% .59% 
36 to 40 minutes late .53% .34% 
41 or more minutes late 
(excessively late/missed trips) 

.99% .16% 
Total beyond “ready window” 

21.71% 18.60% 

On-time Performance 
During July, ParaCruz on time performance increased 3.11% from last year, due to 
continued improvements in scheduling and dispatching procedures.  July has a 
decrease of 5.10% from last month. Ridership increased from last month. ParaCruz 
hired a new class of three Operators. ParaCruz had one Operator promoted to 
Dispatcher/Scheduler.  ParaCruz has two Operators on long term disability. The total 
number of available working ParaCruz Operators is twenty-one per weekday, not 
including Operators on Annual Leave. 

A Customer Service Report is either a compliment, comment, or a complaint. 
During the month of July 2018, ParaCruz received six (6) Customer Service Reports. 
One complaint was valid:  a late ride. Three (3) of the reports were non-valid 
complaints: one regarding an Operator speeding; the vehicle AVL showed the Operator 
was obeying the speed limit. One regarding a passenger wanting to sit in a seat that 
was occupied by another passenger. And,  one complaint regarding an Operator that 
could not make change.  Two (2) were compliments for ParaCruz Operators. 

Attachment A
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ParaCruz Operations Status Report 

August 2017 August 2018 
Total pick ups 5,918 5,937 
Percent in “ready window” 83.52% 84.77% 
1 to 5 minutes late 5.27% 5.56% 
6 to 10 minutes late 3.90% 3.37% 
11 to 15 minutes late 2.48% 2.46% 
16 to 20 minutes late 1.86% 1.45% 
21 to 25 minutes late  1.06% .86% 
26 to 30 minutes late .57% .67% 
31 to 35 minutes late .54% .49% 
36 to 40 minutes late .22% .30% 
41 or more minutes late 
(excessively late/missed trips) 

.56% .07% 
Total beyond “ready window” 

16.48% 15.23% 

On-time Performance 

During August, ParaCruz on time performance increased 2.25% from last year, due to 
continued improvements in scheduling and dispatching procedures. August has an 
increase of 3.37% from last month. Ridership increased this month. ParaCruz added 
three Operators who have completed training. ParaCruz had one Operator retire. 
ParaCruz had two Operators on long term disability. The total number of available 
working ParaCruz Operators is twenty-three per weekday, not including Operators on 
Annual Leave. 

A Customer Service Report is either a compliment, comment, or a complaint. 
During the month of May 2018, ParaCruz received two (2) Customer Service Reports. 
One (1) was valid regarding a late ride. One (1) was a compliment for a ParaCruz 
Operator.         

Attachment A
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ParaCruz Operations Status Report 

September 2017 September 2018 
Total pick ups 6,541 6,098 
Percent in “ready window” 81.87% 81.88% 
1 to 5 minutes late 5.82% 6.36% 
6 to 10 minutes late 4.07% 4.48% 
11 to 15 minutes late 2.83% 2.64% 
16 to 20 minutes late 1.80% 1.75% 
21 to 25 minutes late 1.19% 1.00% 
26 to 30 minutes late .89% .80% 
31 to 35 minutes late .41% .54% 
36 to 40 minutes late .47% .30 
41 or more minutes late 
(excessively late/missed trips) .64% .25% 
Total beyond “ready window” 

18.13% 18.12% 

On-time Performance 
During September, ParaCruz on time performance slightly increased .01% from last 
year, due to continued improvements in scheduling and dispatching procedures. June 
has a decrease of 2.89% from last month. Ridership increased from last month. 
ParaCruz has four Operators on long term disability. The total number of available 
working ParaCruz Operators is twenty per weekday, not including Operators on Annual 
Leave. 

A Customer Service Report is either a compliment, comment, or a complaint. 
During the month of September 2018, ParaCruz received three (3) Customer Service 
Reports. One (1) was valid:  a Customer Service Representative made a booking error 
for the wrong day. One (1) was non-valid:  a client felt the driver asked too many 
questions. One (1) was a compliment to an Operator. 

Attachment A
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ParaCruz Operations Status Report 

Comparative Operating Statistics through July 2018 

July 
2017 

July 
2018 FY 18 FY 19 

Performance 
Averages 

Performance 
Goals 

Requested 6,398 6,500 6,398 6,500 6,876 
Performed 5,651 5,805 5,651 5,805 6,029 
Cancels 22.41% 21.05% 22.41% 21.05% 21.55% 

No Shows 3.24% 3.48% 3.24% 3.48% 3.49% Less than 3% 
Total miles  47,578 48,549 47,578 48,549 51,175 

Av trip miles 6.36 6.34 6.36 6.34 6.27 
Within ready 

window 78.29% 81.40% 78.29% 81.40% 85.61% 90.00% or better 
Call center 

volume 5,236 5,173 5,236 5,173 N/A 
New phone 

system 1/6/18 
Hold times 
less than 2 

minutes 92.1% 96.10% 92.1% 96.10% N/A 
Greater than 

90% 
Distinct riders 670 668 670 668 638 
Most frequent 

rider 53 rides 56 rides 53 rides 56 rides 51 rides 

Shared rides 68.2% 66.0% 68.2% 66.0% 60.65% 
Greater than 

60% 

Passengers 
per rev hour 1.99 1.93 1.99 1.93 1.85 

Greater than 1.6 
passengers/hour 

Rides by 
supplemental 

providers N/A N/A N/A N/A N/A 
No more than 

25% 
Vendor cost 

per ride N/A N/A N/A N/A N/A 
Rides < 10 

miles 62.34% 61.88% 62.34% 61.88% 63.14% 
Rides > 10 37.66% 38.12% 37.66% 38.12% 36.62% 

Denied Rides 0 0 0 0 0 Zero 
Missed Trips 56 9 56 9 12 
Excessively 
Long Trips 2 4 2 4 2 

New Stat 
Jan 2017 

# Trips at 
Base Fare 4,212 3,625 4,212 3,625 3,929   

# Trips > 
Base Fare 1,439 1,079 1,439 1,079 

1,245   

Attachment B
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ParaCruz Operations Status Report 

Comparative Operating Statistics through August 2018 

August 
2017 

August 
2018 FY 18 FY 19 

 Performance 
Averages 

Performance 
Goals 

Requested 6,588 6,598 12,986 13,098 6,877 
Performed 5,918 5,937 11,569 11,742 6,031 
Cancels 21.34% 20.23% 21.87% 20.64% 21.46% 

No Shows 3.22% 4.14% 3.23% 3.81% 3.57% Less than 3% 
Total miles  51,011 50,216 98,589 98,674 51,109 

Av trip miles 6.36 6.29 6.36 6.25 6.26 
Within ready 

window 83.52% 84.77% 80.97% 83.10% 85.71% 90.00% or better 
Call center 

volume 5,408 5,601 10,664 10,774 N/A 
New phone 

system 1/6/18 
Hold times 
less than 2 

minutes 92.3% 93.48% 92.2% 94.8% N/A 
Greater than 

90% 
Distinct riders 683 698 859 883 639 
Most frequent 

rider 60rides 73 rides 108 rides 125 rides 52 rides 

Shared rides 64.4% 61.3% 66.2% 63.5% 60.39% 
Greater than 

60% 

Passengers 
per rev hour 1.89 1.85 1.94 1.89 1.84 

Greater than 1.6 
passengers/hour 

Rides by 
supplemental 

providers N/A N/A N/A N/A N/A 
No more than 

25% 
Vendor cost 

per ride N/A N/A N/A N/A N/A 
Rides < 10 

miles 64.06% 62.88% 64.48% 62.38% 63.04% 
Rides > 10 35.04% 37.12% 35.52% 37.62% 36.80% 

Denied Rides 0 0 0 0 0 Zero 
Missed Trips 33 4 89 13 7 N/A 
Excessively 
Long Trips 0 2 2 6 3 

New Stat 
Jan 2017 

# Trips Base 
Fare 4,482 3,682 8,694 7,307 3,862 

# Trips > 
Base Fare 1,436 1,078 2,875 2,157 1,215 
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ParaCruz Operations Status Report 

Comparative Operating Statistics through September 2018 

Sept 
2017 

Sept 
2018 FY 18 FY 19 

Performance 
Averages 

Performance 
Goals 

Requested 7,221 6,916 20,207 20,014 6,852 
Performed 6,541 6,098 18,110 17,840 5,994 
Cancels 20.38% 21.79% 21.34% 21.04% 21.58% 

No Shows 3.23% 3.64% 3.23% 3.75% 3.60% Less than 3% 
Total miles  51,532 51,513 150,121 150,181 51,100 

Av trip miles 5.92 6.28 6.20 6.30 6.29 
Within ready 

window 81.87% 81.88% 81.29% 82.68% 85.71% 90.00% or better 
Call center 

volume 5,589 5,387 16,223 16,161 N/A 
New phone 

system 1/6/18 
Hold times 
less than 2 

minutes 92.2% 94.59% 92.2% 74.72% N/A 
Greater than 

90% 
Distinct riders 717 680 1,018 1726 636 
Most frequent 

rider 46 rides 59 rides 145 rides 144 rides 53 rides 

Shared rides 70.1% 65.9% 67.6% 64.2% 60.04% 
Greater than 

60% 

Passengers 
per rev hour 2.01 1.90 1.97 1.90 1.83 

Greater than 1.6 
passengers/hour 

Rides by 
supplemental 

providers N/A N/A N/A N/A N/A 
No more than 

25% 
Vendor cost 

per ride N/A N/A N/A N/A N/A 
Rides < 10 

miles 63.09% 61.95% 63.98% 62.24% 62.94% 
Rides > 10 36.91% 38.05% 36.02% 37.76% 36.89% 

Denied Rides 0 0 0 0 0 Zero 
Missed Trips 42 15 131 28 8 N/A 
Excessively 
Long Trips 2 1 4 7 2 

New Stat 
Jan 2017 

# Trips Base 
Fare 4,800 3,837 13,494 11,144 3,782 

# Trips > 
Base Fare 1,741 1,111 4,616 3,268 1,163 
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ParaCruz Operations Status Report 

JUL AUG SEP OCT NOV DEC JAN FEB MAR APR MAY JUN

Total Rides 5,805 5,937 6,098

Shared Rides 3,132 2,930 3,287
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 4,000
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ParaCruz Operations Status Report 

JUL AUG SEP OCT NOV DEC JAN FEB MAR APR MAY JUN

FY 17 48,777 52,513 53,982 54,257 52,009 47,522 47,024 49,416 54,831 50,549 52,001 49,061

FY 18 47,578 51,011 51,532 58,776 52,811 47,551 45,811 49,271 54,426 53,633 53,164 47,473

FY 19 48,549 50,216 51,513

 45,000

 50,000

 55,000

 60,000

 65,000

 70,000

Annual Miles Comparison
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ParaCruz Operations Status Report 

Monthly Assessments 

MONTHLY ASSESSMENTS 

UNRESTRICTED 
RESTRICTED 
CONDITIONAL 

RESTRICTED 
TRIP BY TRIP TEMPORARY DENIED TOTAL 

OCTOBER 2017 30 0 2 2 0 34 
NOVEMBER 2017 21 0 0 0 0 21 
DECEMBER 2017 29 0 0 1 0 30 
JANUARY 2018 22 0 1 1 0 24 
FEBRUARY 2018 33 0 0 2 0 35 
MARCH 2018 45 0 1 1 0 47 
APRIL 2018 35 0 0 0 0 35 
MAY 2018 33 0 0 1 0 34 
JUNE 2018 37 0 1 0 0 38 
JULY 2018 47 0 0 1 0 48 
AUGUST 2018 37 0 3 2 0 42 
SEPTEMBER 2018 35 0 0 2 0 37 

Number of Eligible Riders for the month of July 2018 = 3,555 
Number of Eligible Riders for the month of August 2018 = 3,655 
Number of Eligible Riders for the month of September 2018 = 3,675 
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DATE: November 16, 2018 

TO: 

FROM: 

Board of Directors 

Barrow Emerson, Planning & Development Director 

SUBJECT: METRO SYSTEM RIDERSHIP REPORTS FOR THE FIRST QUARTER OF 
FY19 

I. RECOMMENDED ACTION 

Accept and file the METRO system ridership report for the first quarter of FY19 

II. SUMMARY

• This report contains ridership summaries and ridership by route for Santa Cruz
Metropolitan Transit District (METRO) fixed route bus service for the first quarter
(Q1) of FY19 (July 1 – September, 2018).

• Attachment A shows system-wide and college student ridership statistics for Q1 of
FY19 and makes comparisons with ridership statistics from Q1 of FY18.

• Attachment B shows the average ridership and pass/fare usage per route and
system-wide.

• Quarterly ridership reports are provided to keep the Board of Directors apprised of
METRO’s ridership statistics and ridership trends.

III. DISCUSSION/BACKGROUND

FY19 Q1 total fixed-route ridership increased 0.2% compared to FY18 Q1.
Reason(s) include:

- Local ridership increased 0.4%. Ridership on the local route was 89.9% of total 
fixed route ridership. 

• College student bus pass programs apply only to our local routes and are
the primary source of METRO’s steady ridership stats this quarter.

o Student pass usage increased 6.3%
 UCSC ridership increased 3.6%
 Cabrillo ridership increased 18.1%

• Non-Student ridership on our local system decreased 3.4%
- Highway 17 ridership decreased 1.7%. Ridership on the commuter route was 

10.1% of total fixed route ridership. 
Reason(s) include: 

- Highway 17 peak traffic volumes exceed the capacity of the roadway and the 
congestion on the freeway causes trip delays leading to unreliable service. 

Santa Cruz Metropolitan 
Transit District 
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Q1 FY19 Ridership Report 

- High rates of car ownership allow more people access to a vehicle for 
commuting and are further contributing to congestion. 

• For the third straight year California annual vehicle sales will exceed 2
million.

- Increased telecommuting results in less riders commuting daily.  

• Highway 17 Day pass and 15-Ride pass usage increased 3% and 1%,
respectively.  While, 31-Day passes decreased 8% for the second
consecutive quarter supporting the assumption that less commuters are
using this service every weekday.

Quarterly Discounted Pass and Cash Fare usage increased 1.4% and decreased 
0.7%, respectively. 

- Discounted ridership had an increase of 131 separate discounted fare or pass 
transactions and this segment of ridership on our fixed route service is holding 
steady. 

- Paracruz ridership decreased 1.4% in this same time-frame. 

Quarterly Regular Pass and Cash Fare totals decreased 4.9% and 5.8%, respectively. 
Reason(s) include:  

- Loss of discretionary riders.  

• Slower speeds due to street and highway congestion. Caltrans Average
Annual Daily Traffic Counts show that the volume of cars on Highway 1
increased by 10% over the last 6 years.
o Increased car ownership rates across the U.S. are higher than before the

recession among all households, but especially among low-income
consumers – those most likely to ride the bus.

o AB60 passed in 2015, allowing undocumented residents to acquire
drivers’ licenses.  The number of drivers’ licenses issued per capita in
2016 in Santa Cruz County increased 4.5% from 2014, where this metric
was stable in prior years.

Attachment B shows average ridership per trip for all weekday and weekend routes in 
Q4 of FY18.  System-wide, on average there are 25 riders per trip on weekdays and 
30 riders per trip weekends.  

- The weekday routes with the highest ridership average is Route 15 
 This route serves UCSC via Laurel West.  This is likely due to the

implementation of articulated buses along this route, which have a greater
capacity than the 40 ft. buses that serve other UCS routes.

- The weekend route with the highest ridership average are routes 16 and 20. 

9-06.2
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Q1 FY19 Ridership Report 

• These routes serve Laurel East and the West Side.  The route 16 is usually
the sole route with the highest average ridership per trip on weekends. The
increase in on the route 20 may indicate an increasing demand for service
on the West Side of Santa Cruz on weekends.

- The weekday route with the lowest ridership average is Route 34.  

• This route serves South Felton during the SLVUSD school term. This route
will be removed after the SLV school district starts their winter break.

- The weekend route with the lowest ridership average is Route 79.  

• This route serves Pajaro/East Lake.

IV. FINANCIAL CONSIDERATIONS/IMPACT

Revenue derived from passenger fares and passes is reflected in the FY19 operating
budget.

V. ALTERNATIVES CONSIDERED 

There are no alternatives to consider. 

VI. ATTACHMENTS

Attachment A: Quarterly System Ridership Summary for FY19 Q1 (July 1 – 
September 30, 2018) 

Attachment B: Quarterly Average Ridership by Route Report for FY19 Q1 (July 1 
– September 30, 2018)

Prepared by: Cayla Hill, Planning Analyst 
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VII. APPROVALS 

Barrow Emerson, 
Planning and Development Director 

Alex Clifford, CEO/General Manager 

01 FY19 Ridership Report 
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DATE: November 16, 2018 

TO: Board of Directors 

FROM: Isaac Holly, IT and ITS Director  

SUBJECT: CONSIDERATION OF AUTHORIZING THE CEO TO EXECUTE A 
CONTRACT WITH GIRO, INC. FOR HASTUS SOFTWARE 
MAINTENANCE AND SUPPORT 

I. RECOMMENDED ACTION 

That the Board of Directors authorize the CEO to execute a contract with 
GIRO, Inc. to renew Hastus (Version 2009) maintenance and support 
services in the amount of $80,241 for the 2019 calendar year 

II. SUMMARY 

• On November 17, 2017, the Board of Directors approved a contract renewal 
with Giro, Inc. for Hastus software maintenance and support for the 2018 
calendar year. 

• This maintenance contract needs to be renewed annually in order to continue 
to receive the following for this mission-critical Santa Cruz Metropolitan 
Transit District (METRO) system: 

• Unlimited support via telephone and email 

• Bug fixes and customization for the current Hastus version 

• Eligibility for new Hastus versions at a reduced license cost 

III. DISCUSSION/BACKGROUND 

Hastus is a unified software environment that enables METRO to: 
  

• Report monthly and annual service stats to the National Transit Database 
(NTD) to remain eligible for FTA funding 

• Plan new service changes accurately and efficiently 

• Assign work to Operators and deploy them to and from the field 

• Accurately compute Operator pay and schedule leave 

• Track Operator performance and track license and medical certificate renewal 

Santa Cruz Metropolitan 
Transit District 
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Maintenance and Support Contract with Giro, INC. for Hastus Software 

• Publish accurate timetables to print and web media 

• Provide a data feed to the Google Transit Trip Planner 
  

Prior to the current Hastus version, METRO was running an earlier version of 
Hastus with just the scheduling related modules. METRO identified a need to 
replace its aging, text-based dispatch system so in 2009 a grant opportunity 
became available via ARRA (American Reinvestment and Recovery Act). This 
grant funded the upgrade and expansion to the current Hastus version at the 
time with additional modules to allow for a complete scheduling and dispatch 
management system. METRO was then able to retire the legacy dispatch 
system. The cost for this new unified system, licensed for a fleet of 80 peak 
vehicles, (the number of buses in service at one time) including integration and 
customization, was $1.4M.  
 
Giro’s maintenance schedule is based on calendar year and needs to be 
renewed on a yearly basis. On November 17, 2017, the Board of Directors 
approved a contract with Giro, Inc. which allowed the execution of a Hastus 
maintenance and support contract for the 2018 calendar year. This contract  
expires at the end of December 2018. The 2019 maintenance and support 
contract currently being presented is based on the following deployed software 
modules: 

 
• Hastus-Vehicle (Service schedules) 

• Hastus-Crew (Operator work creation) 

• CrewOpt (Automated crew scheduling) 

• Hastus-Roster (Period rosters for personnel) 

• Minbus (Automated vehicle blocking) 

• Geo (Geocoding of stops and route itineraries) 

• Bid (Operator work selection) 

• Hastus-Daily (Operations daily vehicle and crew management) 

• SelfService (Operator web access to their work assignments) 

• EPM (Operator Discipline and award management) 
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Maintenance and Support Contract with Giro, INC. for Hastus Software 

This maintenance contract includes five days’ worth of software development 
time to allow for further customizations as new needs are identified. If these days 
are not used, they may be carried over into the next year. 

Staff recommends that the Board of Directors authorize the CEO to execute a 
maintenance and support contract with Giro, Inc. for Hastus software in the 
amount of $80,241 for the 2019 calendar year. 

IV. FINANCIAL CONSIDERATIONS/IMPACT 

The funding in the amount of $80,241 is included in the FY19 current fiscal year’s 
IT Department Operating budget within the Maintenance Fees (503352) account. 

V. ALTERNATIVES CONSIDERED 

• Do nothing. There is no alternative recommended at this time. Hastus is a 
critical foundation to the core functions of the scheduling and deployment of 
METRO service. Not renewing this contract for maintenance and support 
services would result in losing the eligibility to receive technical support and 
updates, as well as incurring additional cost towards the purchase of future 
versions of Hastus. 
 

• Going out to bid for a new system of this magnitude is not feasible at this time 
due to the lack of a viable alternative and budget to support it. METRO is in 
the process of evaluating alternative systems that offer similar functionality. 

VI. ATTACHMENTS 

Attachment A: Giro Hastus Maintenance and Support Contract  
 
 
 
Prepared by:  Isaac Holly, IT and ITS Director 
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VII. APPROVALS: 

Isaac Holly, IT and ITS Director 

Approved as to fisca l impact: 
Angela Aitken, CFO 

Alex Clifford , CEO/General Manager 

Maintenance and Support Contract with Giro, INC. for Hastus Software 
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HASTUS 
MAINTENANCE AND SUPPORT CONTRACT 

(Reference number: 617-12) 

ENTERED INTO BETWEEN: 

GIRO INC./LE GROUPE EN INFORMA TIQUE ET RECHERCHE OPERA TIONNELLE, having its principal place of 
business at 75, Port-Royal Street East, Suite 500, in the city of Montreal, Province of Quebec, Canada, H3L 3T 1. 

(hereinafter referred to as "GIRO") 

AND: 

SANTA CRUZ METROPOLITAN TRANSIT DISTRICT, having its principal place of business at 110 Vernon Street, 
Santa Cruz, California, USA 95060. 

(hereinafter referred to as the "Client") 

FOR: 

The software HASTUS-Vehicle, HASTUS-Crew, CrewOpt, HASTUS-Roster, Minbus, Geo, Bid, HASTUS-DailyCrew, HASTUS
Daily Vehicle, Sel.jService, and EP M version 2009 (hereinafter referred to as "Software") used by the Client for the operation of a 
maximum of eighty (80) peak vehicles (for EPM module , allows management of a maximum of ninety (90) non-driving 
employees). 

Starting on January 1, 2019 (the "Commencement Date") for one ( 1) year. 

1. SERVICES PROVIDED 

GIRO will provide the Client with the following services 
beginning on the Commencement Date of this Agreement 
specified above and conditionally on payment of annual 
charges for support and maintenance as defined in 
Section 2: 

1.1 GIRO will assign, in a maximum delay of twenty-four 
(24) hours, an employee to correct a Software defect, once 
the Client has provided GIRO with a detailed description of 
the said defect. For the purposes of this Agreement, a defect 
is considered to exist when the Software does not perform 
according to the description given in the appropriate version 
of the User Guide and online help and when the said defect 
affects the performance of the Software. Correction of any 
problems due to one or several of the following causes is 
excluded from this Agreement: an accident, a disaster, 
faulty use of Software, inappropriate use of the Software, 
additions and/or modifications (including changes to system 
setting files) which are made to the Software by other than 
GIRO's personnel except if these additions and/or 
modifications have been done with prior approval by GIRO, 
a change to an unsupported version of the operating system 
or database management system, and failure to supply the 
necessary facilities for correct operation of the Software. 

GIRO-SCMTD-CNTR_HASTUS-MAINT-20180904-617_12.DOC 

1.2 Electronic mail and telephone support are available 
from Monday to Friday inclusively from 9 a.m. to 5 p.m. 
(Eastern Standard Time) excluding Quebec public holidays . 

1.3 When the Geo module is included in the Software, the 
support required to assist in one annual conversion of the 
geographical data is included. However, any Software 
modification required for the data conversion is not covered 
by this Agreement and the additional costs will be invoiced. 

1.4 GIRO will provide the Client with a bank of five (5) 
person-days of GIRO staff time. This time can be used to 
perform tests on system operation, to make minor 
modifications to the Software, to train personnel on the 
Client's premises, and to approve additions and/or 
modifications made by the Client. The use of these staff 
days is determined by the Client. Non-used days can be 
accumulated and used in subsequent years as long as this 
Agreement is renewed by the Client without interruption. 
The time needed by GIRO personnel to perform 
modifications requested by the Client under this Agreement 
and that are not defects as defined in the present Agreement 
will be deducted from this bank. If there are no remaining 
person-days available in the bank, therefore the time 
necessary to perform any work requested by the Client 
under this Agreement except for work required for defects 
as defined in this Agreement, will be charged to the Client 
by GIRO according to current rates for GIRO personnel. 

Attachment A
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1.5 Availability for the Client, without additional licence 
fees, of all additions and improvements made to the 
Software by GIRO for other customers, excluding new 
modules or new products . These improvements or additions 
to the Software could be a new report , a new command or a 
new function . If requested by the Client, they can be 
adapted and/or installed by GIRO on the Client's version of 
the Software without any additional licence fees related to 
their purchase. New versions of the Software up to release 
2011 are also available without additional licence fees . 
Charges relative to the installation of these additions, 
improvements or new version by GIRO, if applicable, will 
be payable by the Client and invoiced separately. Any 
charges relative to third party software licences are also 
payable by the Client. 

1.6 A 20% discount on the licence fee is accorded to the 
Client when a new module of HASTUS is added to 
HASTUS-Vehicle and HASTUS-Crew. This discount is valid 
only if the Client has maintained a Maintenance and 
Support Contract without interruption since the initial 
installation of the Software. 

2. TERMS AND CONDITIONS 

2.1 For services specified in Section I , the Client will pay 
GIRO a fee of $80,241 US. The total amount is payable 
when the Agreement comes into effect. 

2.2 The annual fee includes the following direct expenses: 
telephone charges, fax and courier incurred by GIRO 
during the provision of the services specified in this 
Agreement. Travel and living expenses that may be 
incurred are not included . 

2.3 All charges quoted or understood in the present 
Agreement will be increased as necessary to reflect any 
applicable taxes in effect at the time that the monies become 
due . 

2.4 The Client will supply GIRO with a method to access 
the installed Software remotely for maintenance and support 
purposes. 

2.5 GIRO undertakes not to reveal any of the Client's 
confidential information acquired during product 
installation and support activities without the express 
authorization of the Client. 

2.6 Any HASTUS maintenance and support contract 
previously signed between the Client and GIRO is hereby 
rescinded. 

GIRO-SCMTD-CNTR_HASTUS-MAINT-20180904-<3 17_12.DOC 

- 2 -

The Client acknowledges that he has read this Agreement, 
understood it, and has agreed to be bound by its terms and 
conditions. Further, he agrees that it is the complete and 
exclusive statement of the Agreement between the parties 
and that it supersedes all proposals or prior Agreements, 
oral or written, and all other communications between the 
parties relating to its subject matter. 

At?lf ~· th;s 5,<-d•y ~ ~O/.'/( 
GIRO INC./LE GROUPE EN INFORM A TI QUE ET 
RECHERCHE OPERA TIONNELLE 

Per: 

Name: Annie Gagne 

Title: 

Signature: 

Duly authorized, as she so declares. 

At ______ , this __ day of _______ _ 

SANT A CRUZ METRO POLIT AN TRANSIT 
DISTRICT 

Per: 

Name : 

Title: 

Signature: 

Duly authorized, as he(she) so declares . 

Attachment A
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DATE: November 16, 2018 

TO: Board of Directors 

FROM: Angela Aitken, CFO and Acting HR Director 

SUBJECT: CONSIDERATION OF AWARD OF CONTRACT TO CLAREMONT 
BEHAVIORAL SERVICES FOR EMPLOYEE ASSISTANCE PROGRAM 
SERVICES NOT TO EXCEED $26,000 

I. RECOMMENDED ACTION 

1) That the Board of Directors authorize the CEO to execute a contract with
Claremont Behavioral Services for Employee Assistance Program
Services in an amount not to exceed $26,000 for a three (3)-year period,
with options to extend the contract for a total term of seven (7) years.

2) That the Board of Directors authorize the CEO to execute future
amendments with Claremont Behavioral Services for the options to
extend, increasing the contract total for each option period as required,
not to exceed a total value of $62,500 for the full seven (7) years.

II. SUMMARY

• The Santa Cruz Metropolitan Transit District (METRO) has a need for
Employee Assistance Program Services.

• A formal request for proposals was conducted to solicit proposals from
qualified firms.  One firm submitted a proposal for METRO’s review.

• The Interim HR Manager notified UTU and SEIU about the change in contract
with no opposition.

• A two-member evaluation team comprised of METRO staff reviewed and
evaluated the proposals, and is recommending an award to Claremont
Behavioral Services.

III. DISCUSSION/BACKGROUND

Employee Assistance Programs (“EAPs”) are intended to help employees deal
with personal and work-related problems that might adversely impact their job
performance, health, and well-being.  They provide an opportunity for all METRO
employees and their dependents to obtain confidential professional counseling,
assessment and referral services in an effort to address problems relating, but
not limited, to marriage and family, psychological health, substance abuse,
financial difficulties, and legal issues.  METRO’s current provider for EAP
services is Managed Health Network.  This contract has been in effect since

Santa Cruz Metropolitan 
Transit District 
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Contract Award for EAP Services 

December of 2012, and will expire on November 30, 2018 with no further options 
to renew. 

On September 7, 2018, METRO legally advertised and distributed Request for 
Proposals (RFP) No. 19-03 to twenty-two firms, posted notice on its website, and 
sent email notices to all GovDelivery subscribers.  On October 19, 2018, one 
proposal was received and opened from Claremont Behavioral Services.  A two-
member evaluation team comprised of METRO staff has reviewed and evaluated 
the proposal.   

The evaluation team used the following criteria as contained in the Request for 
Proposals: 

 
Evaluation Criteria Points  
Qualifications and recent experience  30 

Understanding of and technical approach to Program requirements 30 

Quality of relevant experience of key staff 20 

Experience with government agencies 15 

References 15 

Cost proposal 30 

Total Points Possible 140 
 

Staff is recommending the following actions:  1) that the Board of Directors 
authorize the CEO to execute a three (3)-year contract on behalf of METRO with 
Claremont Behavioral Services for Employee Assistance Program Services in an 
amount not to exceed $26,000; and 2) that the Board of Directors authorize the 
CEO to execute two (2) future contract extensions with Claremont Behavioral 
Services for two additional two (2)-year terms, for a total anticipated contract 
value not to exceed $62,500 and a total term not to exceed seven (7) years.  

Contractor will provide all services meeting all METRO’s specifications and 
requirements of the contract.  Angela Aitken, CFO and Acting HR Director, will 
serve as the Contract Administrator and will ensure contract compliance. 

IV. FINANCIAL CONSIDERATIONS/IMPACT 

The base value of the contract is $26,000 for the first three (3) years.  Should 
both of the two-year options be exercised, the total seven (7)-year value of the 
contract is anticipated to be no more than $62,500.  Funds to support this 
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contract are included in the Human Resources FY19 –FY22 Other Fridge 
Benefits (502999) Operating budget.  The Department Manager will be 
responsible for budgeting this expense each fiscal year. 

V. ALTERNATIVES CONSIDERED 

• Do not award this contract.  Staff does not recommend this option, as studies
indicate that offering an Employee Assistance Program may result in various
benefits for the employer, including lower medical costs, reduced turnover
and absenteeism, and higher employee productivity.

VI. ATTACHMENTS

Attachment A: Contract with Claremont Behavioral Services 

Note:  A full copy of the Contract is available on request. 

Prepared by: Joan Jeffries, Administrative Specialist 
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VII. APPROVALS: 

Angela Aitken, CFO and Acting 
HR Director 

Approved as to fiscal impact: 
Angela Aitken , Chief Financial Officer 

Alex Clifford, CEO/General Manager 

Contract Award for EAP Services 

9-08.4



PROFESSIONAL SERVICES CONTRACT 
FOR EMPLOYEE ASSISTANCE PROGRAM SERVICES (19-03) 

THIS CONTRACT is made effective on December 1, 2018 between the SANTA CRUZ 
METROPOLITAN TRANSIT DISTRICT (“Santa Cruz METRO”), a political subdivision of the 
State of California, and CLAREMONT BEHAVIORAL SERVICES (“Contractor”). 

1. RECITALS

1.1 Santa Cruz METRO’s Primary Objective 

Santa Cruz METRO is a public entity whose primary objective is providing public 
transportation and which has its principal office at 110 Vernon Street, Santa Cruz, California 
95060.  

1.2 Santa Cruz METRO’s Need for Employee Assistance Program Services  

Santa Cruz METRO has the need for Employee Assistance Program Services.  In order to 
obtain these services, Santa Cruz METRO issued a Request for Proposals, dated September 
7, 2018, setting forth specifications for such services.  The Request for Proposals is attached 
hereto and incorporated herein by reference as Exhibit A. 

1.3 Contractor’s Proposal 

Contractor is a firm qualified to provide Employee Assistance Program Services and whose 
principal place of business is 1050 Marina Village Parkway, Suite 203, Alameda, California 
94501.  Pursuant to the Request for Proposals issued by Santa Cruz METRO, Contractor 
submitted a proposal for Employee Assistance Program Services, which is attached hereto 
and incorporated herein by reference as Exhibit B  

1.4 Selection of Contractor and Intent of Contract 

On October 29, 2018, Santa Cruz METRO selected Contractor as the offeror whose proposal 
was most advantageous to Santa Cruz METRO to provide the Employee Assistance Program 
Services described herein.  This Contract is intended to fix the provisions of these services.  

Santa Cruz METRO and Contractor agree as follows:  

2. INCORPORATED DOCUMENTS AND APPLICABLE LAW

2.1 Documents Incorporated in this Contract 

The documents listed below are attached to this Contract and by reference made a part 
hereof.  This is an integrated Contract.  This writing constitutes the final expression of the 
parties’ Contract, and it is a complete and exclusive statement of the provisions of that 
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Contract, except for written amendments, if any, made after the date of this Contract in 
accordance with Section 12.15 of the General Conditions to the Contract.   

A.  Exhibit A 

Santa Cruz METRO’s “Request for Proposals” dated September 7, 2018, including 
Addendums No. 1 and No. 2. 

B.  Exhibit B (Contractor’s Proposal) 

Contractor’s Proposal to Santa Cruz METRO for Employee Assistance Program 
Services, signed by Contractor and dated October 19, 2018.  

C.  Exhibit C 

Contractor’s Cost Proposal for option years 6-7, and additional detail on Contractor’s 
Substance Abuse Professional (SAP) Service.  

2.2 Conflicts 

Where in conflict, the provisions of this writing supersede those of the above-referenced 
documents, Exhibits A, B and C.  Where in conflict, the provisions of Exhibit A supersede 
Exhibit B and the provisions of Exhibit C supersede Exhibit B.  

2.3 Recitals 

The Recitals set forth in Article 1 are part of this Contract. 

3. DEFINITIONS

3.1 General 

The terms below (or pronouns in place of them) have the following meaning in the Contract: 

3.1.1 CONTRACT - The Contract consists of this document, the attachments 
incorporated herein in accordance with Article 2, and any written amendments 
made in accordance with Part IV, Section 12.15 of the General Conditions to the 
Contract.  

3.1.2 CONTRACTOR - The Contractor selected by Santa Cruz METRO for this project 
in accordance with the Request for Proposals issued September 7, 2018. 

3.1.3 CONTRACTOR’S STAFF - Employees of Contractor.  

3.1.4 DAYS - Calendar days. 

3.1.5 OFFEROR - Contractor whose proposal was accepted under the terms and 
conditions of the Request for Proposals issued September 7, 2018. 
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3.1.6 PROVISION - Any term, agreement, covenant, condition, clause, qualification, 
restriction, reservation, or other stipulation in the Contract that defines or otherwise 
controls, establishes, or limits the performance required or permitted by either party. 

3.1.7 SCOPE OF WORK (OR “WORK”) - The entire obligation under the Contract, 
including, without limitation, all labor, equipment, materials, supplies, 
transportation, services, and other work products and expenses, express or implied, 
in the Contract.  

4. TIME OF PERFORMANCE

4.1 Term  

The term of this Contract will be for a period not to exceed three (3) years and shall 
commence upon the execution of the Contract by Santa Cruz METRO.   

At the option of Santa Cruz METRO, this Contract agreement may be renewed for two (2) 
additional two (2) year terms. 

5. COMPENSATION

5.1 Terms of Payment 

Santa Cruz METRO shall compensate Contractor in an amount not to exceed the 
amounts/rates agreed upon by Santa Cruz METRO.  Santa Cruz METRO has selected the 
“3 Visit Plan” option at a rate of $2.25 per employee per month.  Santa Cruz METRO shall 
reasonably determine whether work has been successfully performed for purposes of 
payment.  Compensation shall be made within thirty (30) days of Santa Cruz METRO’s 
written approval of Contractor’s written invoice for said work.  Contractor understands and 
agrees that if it exceeds the $26,000 maximum amount payable under this Contract, it does so 
at its own risk. 

5.2 Invoices 

Contractor shall submit invoices with a purchase order number provided by Santa Cruz 
METRO on a monthly basis.  Expenses shall only be billed if allowed under the Contract.  

Said invoice records shall be kept up-to-date at all times and shall be available for inspection 
by Santa Cruz METRO (or any grantor of Santa Cruz METRO, including, without limitation, 
any State or Federal agency providing project funding or reimbursement) at any time for any 
reason upon demand for not less than four (4) years after the date of expiration or termination 
of the Contract.  Under penalty of law, Contractor represents that all amounts billed to Santa 
Cruz METRO are (1) actually incurred; (2) reasonable in amount; (3) related to this Contract; 
and (4) necessary for performance of the project.  
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6. NOTICES

All notices under this Contract shall be deemed duly given upon delivery, if delivered by
hand, or three (3) days after posting if sent by registered mail, receipt requested, to a party
hereto at the address hereinunder set forth, or to such other address as a party may designate
by notice pursuant hereto.

Santa Cruz METRO  

Santa Cruz Metropolitan Transit District 
110 Vernon Street 
Santa Cruz, CA  95060  

Attention: Alex Clifford, CEO 

CONTRACTOR 

Claremont Behavioral Services 
1050 Marina Village Parkway, Suite 203 
Alameda, CA  94501 

Attention: William Taylor, Director of Operations 
(510) 995-1111 
wtaylor@claremonteap.com 

7. ACCEPTANCE OF ELECTRONIC SIGNATURES AND COUNTERPARTS

The parties agree that this Contract, agreements ancillary to this Contract, and related
documents to be entered into this Contract will be considered executed when the signature of
a party is delivered by scanned image as an attachment to electronic mail.  Such scanned
signature must be treated in all respects as having the same effect as an original signature.
Each party further agrees that this Contract may be executed in two or more counterparts, all
of which constitute one and the same instrument.

8. AUTHORITY

Each party has full power and authority to enter into and perform this Contract and the person
signing this Contract on behalf of each has been properly authorized and empowered to enter
into this Contract.  Each party further acknowledges that it has read this Contract,
understands it, and agrees to be bound by it.
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DATE: November 16, 2018 

TO: Board of Directors 

FROM: Angela Aitken, Chief Financial Officer 

SUBJECT: ACCEPT AND FILE THE YEAR TO DATE MONTHLY FINANCIAL 
REPORT AS OF AUGUST 31, 2018 

I. RECOMMENDED ACTION 

That the Board of Directors accept and file the Year to Date Monthly 
Financial Report as of August 31, 2018 

II. SUMMARY OF ISSUES

• An analysis of Santa Cruz Metropolitan Transit District’s (METRO) financial
status is prepared monthly in order to inform the Board of Directors regarding
METRO’s actual revenues and expenses in relation to the adopted operating
and capital budgets for the fiscal year.

• This staff report is the web-accessible companion document to the attached
PowerPoint presentation titled “Year to Date Monthly Financial Report as of
August 31, 2018.”

• Staff recommends that the Board of Directors accept and file the attached
report.

III. DISCUSSION/BACKGROUND

Below are the written explanations of the various charts and graphs in the
attached Year to Date Monthly Financial Report as of August 31, 2018. The fiscal
year has elapsed 17%.
Slide 1
(Cover) Year to Date Monthly Financial Report as of August 31, 2018
Slide 2
FY19 Operating Revenue and Expenses for the Month Ending August 31, 2018

• Operating Revenues for the month are unfavorable by $193K

• Operating Expenses

• Labor Regular - favorable by $127K

• Labor OT - unfavorable by $85K

• Fringe Benefits – favorable by $69K

• Non-Personnel - favorable by $98K

Santa Cruz Metropolitan 
Transit District 
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YTD Financial Report 

• Total Operating Expenses – favorable by $209K

• Operating Balance – favorable by $59K
Slide 3 
FY19 Operating Revenue and Expenses Year to Date as of August 31, 2018 

• Operating Revenues Year to Date are favorable by $584K

• Operating Expenses

• Labor Regular - favorable by $334K

• Labor OT - unfavorable by $164K

• Fringe Benefits - favorable by $167K

• Non-Personnel - favorable by $190K

• Total Operating Expenses – favorable by $527K

• Transfers – unfavorable by $19K

• Operating Balance – favorable by $1,129K
Slide 4 
FY19 Operating Revenue by Major Funding Source - Year to Date as of August 
31, 2018  

• Passenger Fares-  actual is $1,811K while budget is $1,742K

• Sales Tax Revenue (including Measure D)-  actual is $4,038K while budget is
$3,566K

• Other Revenue-  actual is $131K while budget is $89K

• Federal Op Assistance – actual is $134 while budget is $0.
Slide 5 
Favorable/ (Unfavorable) Revenue Variance to Budget Year to Date as of August 
31, 2018  

• Passenger Fares variance to budget is favorable by $70K primarily due to:

• Highway 17 Fares over budget (monthly pass sales at the beginning of the
fiscal year).

• Sales Tax Revenue variance to budget is favorable by $472K as the
California Department of Tax and Fee Administration (CDT FA) changed the
way funds are disbursed, while the monthly budget allocations are based on
last year’s actual allocations.

• Other Revenue variance to budget is favorable by $42K primarily due to
Advertising and Interest income.
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YTD Financial Report 

Slide 6 
FY19 Operating Expenses by Major Expense Category Year to Date as of August 
31, 2018 

• Labor - Regular-  actual is $2,528K while budget is $2,862K

• Labor – OT -  actual is $448K while budget is $284K

• Fringe Benefits -  actual is $3,390K (of which $889K is the Retirement
Expense YTD) while budget is $3,557K

• Services -  actual is $624K while budget is $643K

• Mobile Materials & Supplies -  actual is $427K while budget is $556K

• Other Expenses -  actual is $385K while budget is $426K.
Slide 7 
Favorable/ (Unfavorable) Expense Variance to Budget Year to Date as of August 
31, 2018  

• Labor – Regular variance to budget is favorable by $334K due to:

• Vacant funded positions

• Extended unpaid leaves of absence

• Labor – OT variance to budget is unfavorable by $164K due to vacant
positions and extended leaves of absence in various departments.

• Fringe Benefits variance to budget is favorable by $167K primarily due to
lower medical and workers comp insurance costs.

• Services variance to budget is favorable by $20K primarily due to Prof & Tech
Fees under budget.

• Mobile Materials & Supplies variance to budget is favorable by $128K due to
Fuel/Lube Rev Veh and Rev Veh Parts.

• Other Expenses variance to budget is favorable by $41K primarily due to
Employee Training and credits for Repairs – District Property.

Slide 8 
FY19 Transfers Year to Date as of August 31, 2018 

• Transfer to Capital Budget (2016 Net Sales Tax Measure D)-  actual is $291K
while budget is $310K.

• Transfer to Capital Budget (2016 Net Sales Tax Measure D) variance to
budget is unfavorable by $19K.

Slide 9  
FY19 Capital Budget Spending Year to Date (by Funding Source) as of August 
31, 2018 

• Total Capital Spending year to date is $299K; FY18 budget is $17.7M
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YTD Financial Report 

• Cal-OES Prop 1B Transits Security Grant spending (CTSGP) is $25K

• Operating and Capital Reserve spending is $52K

• Federal Capital Grants (FTA) spending is $70K

• Measure D spending is $70K

• State Transit Assistance (STA –SB-1-FY18) spending is $11K

• State – PTMISEA (1B) spending is $70K.
Slide10  
FY19 Capital Budget Spending Year to Date as of August 31, 2018 

• Total Capital Projects spending year to date is $299K; FY18 budget is $17.7M

• Construction Related Projects spending is $94K for the following projects:
 Metrobase Project – Judy K. Souza – Operations Bldg.
 Transit Security Projects

• Revenue Vehicle Replacements spending is $98K for the following
projects:

 Electric Bus (3), Infrastructure and Project Management (FTA
5339c FY16) 
 Paracruz Van Replacements (11) (FTA 5339a FY15/16)
 Capitalized Lease (3 New Flyer Buses) – Year 2
 Bus Repaint Campaigns (36) (FTA 5339a FY14)
 Paratransit Vehicle (1) (FTA 5310 FY13/14)
 Capitalized Lease – 3 New Flyer Buses – External Announcement
System Programming Patch (Clever Devices) 

• Non-Revenue Vehicle Replacements spending is $55K for the following
project:

 Propane Fueled Tow Motor (FTA 5339a FY14)

• Misc. spending is $52K for the following projects:
 TVM Pin Pad Bezel 8 Upgrade (6)
 Misc. Emergency Capital Items ($1K to $5K)

Slide 11  
(Cover Sheet) - Additional Information 

Slide 12  
Additional Information for the Month of August 2018 
• Unemployment Rate % in Santa Cruz County is 3.9%

12.4



Board of Directors 
November 16, 2018 
Page 5 of 6 

YTD Financial Report 

• $ Gasoline per Gallon for the San Francisco-Oakland-San Jose area is $3.76

• Monthly Ridership - Without UCSC (Cabrillo, Highway 17 and Fixed Route)
has increased in August 2018.

Slide 13 
FY19 Operating Revenue, Expenses, and Transfers Year to Date as of October 
31, 2018: Preliminary  

• Revenue – favorable by $1,623K

• Operating Expenses:

• Personnel Expenses - favorable by $710K

• Non-Personnel - favorable by $819K

• Total Operating Expenses - favorable by $1,529K

• Transfers – favorable by $150K

• Operating Balance – favorable by $3,002K

IV. FINANCIAL CONSIDERATIONS/IMPACT

Favorable budget variances in Operating Revenues and Expenses contributed to
the favorable budget variance in Operating Balance, Year to Date as of August
31, 2018.

V. ALTERNATIVES CONSIDERED 

• There are no alternatives to consider, as this is an accept and file Year to
Date Monthly Financial Report.

VI. ATTACHMENTS

Attachment A:  Year to Date Monthly Financial Report as of August 31, 2018 
Presentation  

Attachment B:        FY19 Capital Budget Project Status Report as of August 31, 
2018 

Prepared by: Kristina Mihaylova, Sr. Financial Analyst 
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VII. APPROVALS: 

Approved as to fiscal impact: 
Angela Aitken, Chief Financial Officer 

Alex Clifford, CEO/General Manager 

YTD Financial Report 
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DATE: November 16, 2018 

TO: Board of Directors  

FROM: Barrow Emerson, Planning & Development Director 

SUBJECT: REPORT ON UCSC ARTICULATED BUS PILOT PROJECT 

I. RECOMMENDED ACTION 

That the Board of Directors receive a presentation on the UCSC Articulated 
Bus pilot project and approve the continued operation of articulated bus 
service on fixed routes serving UCSC on a permanent basis 

II. SUMMARY

• Over the years, Santa Cruz Metropolitan Transit District (METRO) fixed route
bus services to UCSC have often suffered from overcrowding, leading to
stranding passengers and pass-bys due to lack of capacity.

• METRO is not in a position to provide significant additional trips to address
demand due to having a limited number of buses available.

• In August of 2017, the Board directed staff to implement an articulated bus
pilot project on fixed routes serving UCSC using three buses for the winter
and spring quarters of the 2017-18 school year to address capacity
constraints.

• In August of 2018, the Board approved continuing to fund the operation of
these three articulated buses for the 2018-19 school year (fall, winter, and
spring quarters), authorized the METRO CEO to execute a second three-bus
lease with Shuttle Bus Leasing (SBL), and authorized the CEO to execute a
second annual agreement for UCSC to fund all related operating costs of the
articulated bus pilot project.

• The three articulated buses operating on fixed routes serving UCSC are
effectively addressing bus overcrowding and the pass-by of students waiting
at bus stops by increasing bus capacity during peak service periods.

• It is requested that the Board accept this report on the articulated bus pilot
project and approve the METRO strategy to continue to provide articulated
bus service on UCSC routes on a permanent basis.

III. DISCUSSION/BACKGROUND

Over the years, METRO fixed route bus services to UCSC have often suffered
from overcrowding, leading to stranding passengers and pass-bys due to lack of
capacity. Historically METRO had been able to add service to meet this demand
via morning trippers.

Santa Cruz Metropolitan 
Transit District 
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Even if UCSC were able to fund additional operators, due to a lack of additional 
vehicles to provide the services in the short-term, METRO is not in a position to 
provide enough additional trips to address the capacity issue.    
In service planning for the 2017-18 school year, METRO and UCSC identified 
articulated buses as a possible tool to address overcrowding and the pass-by of 
students waiting at bus stops. 
At its August 4, 2017 meeting, the Board authorized METRO staff to implement 
an articulated bus pilot project with UCSC for the winter and spring quarters of 
the 2017-18 school year. At its September 22, 2017 meeting, the Board 
authorized the CEO to execute an agreement with SBL to lease articulated buses 
for the fixed routes serving UCSC. Lastly, at its October 27, 2017 meeting, the 
Board authorized the CEO to execute an agreement with UCSC to fund all 
related costs to the pilot project, including vehicle leasing, operator training, and 
special vehicle pay. 
At its August 24, 2018 meeting, the Board directed METRO staff to continue the 
articulated bus pilot project for the 2018-19 school year. At its September 22, 
2017 meeting, the Board authorized the CEO to execute an agreement with SBL 
to lease articulated buses for the services. Lastly, at its October 27, 2017 
meeting, the Board authorized the CEO to execute an agreement with UCSC to 
fund all related costs to the pilot project, including vehicle leasing, operator 
training, and special vehicle pay. 
Monitoring of the articulated bus pilot project over the last five months of the 
2017-18 school year and the first few months of the 2018-19 school year has 
shown that these articulated buses are effectively addressing bus overcrowding 
and the pass-by of students waiting at bus stops by increasing bus capacity 
during peak service periods.  
During the last two quarters of the 2017-18 school year, based on anecdotal 
information, the pass-by of students was almost completely eliminated. However, 
UCSC's enrollment patterns vary substantially over the course of the three-
quarter school yea: peak enrollments occur during the Fall Quarter (19,135 in 
Fall 2017), with progressively lower enrollments during Winter Quarter (18,647) 
and Spring Quarter (17,849). While UCSC anticipates enrollment growth of 
approximately 300 students in Fall 2018, this would result in nearly 1,600 more 
potential student riders than were enrolled during the Spring 2018 pilot project-
resulting in pass-by occurrences again. This will continue to be an on-going issue 
as enrollment continues to grow. 
Another issue contributing to increased loads on METRO buses is the reduced 
level of UCSC TAPS bus services operating around campus following service 
reductions introduced this fall.   
Analysis suggests that extended boarding time for the higher-capacity articulated 
buses may impact schedule reliability at peak times. New GPS based analytical 
tools are being used to gather on-time performance during the fall and winter 
quarters.  Any beneficial minor schedule changes could be implemented for the 
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spring quarter. Multi-door boarding may be an issue to be considered in the 
future, pending safety analysis. 
METRO staff has concluded that the pilot project has been successful in meeting 
its objectives of accommodating the growing ridership demand on fixed routes 
serving UCSC and that these services should become a permanent part of 
METRO operations. 
As the pilot project has proven the value of articulated buses and the increased 
capacity they provide, METRO has taken steps to acquire articulated buses for 
our fleet from VTA, which will allow METRO and UCSC to reduce costs 
associated with the leasing of buses from a third party.  

IV. FINANCIAL CONSIDERATIONS/IMPACT

There has been no additional cost for METRO for operating the three articulated
buses as UCSC has funded the cost of the lease, training, and special vehicle
pay for operators.

V. ALTERNATIVES CONSIDERED 

METRO could choose not to operate the articulated buses and accept the 
reduced quality of service in terms of overcrowding and passenger pass-bys. 
This is not recommended.  

VI. ATTACHMENTS

None

Prepared by: Barrow Emerson, Planning & Development Director 
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VII. APPROVALS: 

Barrow Emerson 
Planning & Development Director 

Approved as to fiscal impact: 
Angela Aitken, CFO 

Alex Clifford, CEO/General Manager 

Articulated Bus Pilot Project 
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  DATE: November 16, 2018 

TO: Board of Directors  

FROM: Barrow Emerson, Planning & Development Director 

SUBJECT: UNIFIED CORRIDOR INVESTMENT STUDY UPDATE 

I. RECOMMENDED ACTION 

That the Board receive a presentation on the Unified Corridor Investment 
Study and recommend to the Regional Transportation Commission the 
following: 
a) Support Bus Rapid Transit (BRT) Lite operational improvements in the

Soquel Avenue/Soquel Drive/Freedom Boulevard corridor
b) Support pursuit of a Bus-On-Shoulders (BOS) facility on State Route

(SR) 1
c) Commit to a public transit service and facility in the Rail Corridor and

begin implementation planning by conducting in the near term a
comprehensive alternatives analysis to determine the most appropriate
mode of public transit for the Rail Corridor and to support efforts to
secure funding from federal and other sources, and adding a full
analysis of operations funding sources as part of the alternative
analysis.

d) Support mass transit use in the rail corridor in which mass transit
would run adjacent to bike and pedestrian facilities, but not under the
“rail banking” concept; and, an RTC policy that would commit to
funding METRO with TDA-LTF, TDA-STA and TDA-SGR at current
percentage levels in perpetuity.

II. SUMMARY

• The Regional Transportation Commission has conducted the Unified Corridor
Investment Study (UCIS), an analysis of potential multi-modal transportation
investments in the State Route (SR) 1, Soquel Avenue/Soquel Drive/Freedom
Boulevard, and the Santa Cruz Branch Rail Line (Rail Corridor) corridors.

• RTC staff will have presented a preferred “Scenario” to the RTC meeting on
November 15, 2018 with selection of a preferred scenario targeted for the
December 6, 2018 RTC meeting.

• METRO staff has participated in the development of public transit networks
for the UCIS and continues to work with RTC staff to analyzed data presented
in the UCIS.

• Key issues of the METRO review of the UCIS include:

Santa Cruz Metropolitan 
Transit District 
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Unified Corridor Investment Study  

o The three corridors service different travel markets and improvements 
in one do not provide benefits in the others. 

o There is a need for a public transit service in the Rail Corridor. 
o A concern as to whether Santa Cruz County has the financial capacity 

to fund additional public transit services and facilities without impacting 
the current bus system. A review of the UCIS suggests that some 
funding sources currently used for METRO operations and capital 
needs are being assumed as possible sources for UCIS projects. 

• At METRO’s November 16th Board meeting staff will provide a formal 
presentation on the UCIS and request that the Board make recommendations 
to the RTC including but not limited to the following: 

o Support BRT Lite operational improvements in the Soquel 
Avenue/Soquel Drive/Freedom Blvd. corridor. 

o Support pursuit of a Bus-On-Shoulders facility on SR 1. 
o Commit to a public transit service and facility in the Rail Corridor and in 

the near term begin implementation planning by conducting a 
comprehensive alternatives analysis to determine the most appropriate 
mode of public transit for the Rail Corridor and to support efforts to 
secure funding from federal and other sources, and adding a full 
analysis of operations funding sources to the alternatives analysis.  
This is vital as an alternatives analysis is a requirement of receiving 
federal funding from programs such as New Starts and Small Starts, 
which fund both rail and BRT projects. Issues to be further analyzed in 
an alternatives analysis include: 
 Ridership forecasts 
 Operating and capital costs, including “value engineering” 
 Funding sources for capital improvements 
 Funding sources for operating expenses 
 Support mass transit use in the rail corridor in which mass transit 

would run adjacent to bike and pedestrian facilities, but not under 
the “rail banking” concept; and, an RTC policy that would commit to 
funding METRO with TDA-LTF, TDA-STA and TDA-SGR at current 
percentage levels in perpetuity.    

III. DISCUSSION/BACKGROUND 

The objective of the Unified Corridor Investment Study (UCS) is to identify 
multimodal transportation investments that provide the most effective use of SR-
1, Soquel Avenue/Soquel Drive/Freedom Boulevard, and the Rail Corridor while 
best serving the community’s transportation needs. The study’s goals focus on 
developing a sustainable and well-integrated transportation system while 
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Unified Corridor Investment Study  

maximizing benefits in terms of efficient mobility, health and equity, the natural 
environment, and economic vitality. 

Highway 1 and Soquel Ave/Drive are two of the most heavily traveled roadways 
in Santa Cruz County. Freedom Blvd provides an extension of Soquel Ave/Drive 
in the southern portion of Santa Cruz County. The Santa Cruz Branch Rail Line 
provides a new opportunity to provide transportation options between north and 
south county. 

RTC staff will recommend a preferred scenario at the Nov. 15, 2018 RTC 
meeting. The final draft of the UCIS will consider the comments received at the 
November 15, 2018 Commission meeting and any other comments received by 
5:00 PM on November 20, 2018. The final draft of the Unified Corridor 
Investment Study will be presented to the RTC at the December 6, 2018 RTC 
meeting to be held at 9:00 AM at the County Board of Supervisors Chambers, 
701 Ocean St., 5th floor.  
 
METRO staff will provide a detailed review and recommendations for next steps 
of the UCIS at METRO’s November 16th Board meeting. 
 
Key Issues of METRO UCIS Review 
 
METRO staff review of the UCIS identifies the following key issues: 

• Acknowledgement that the three corridors serve different and distinct markets 
and origin/destination pairs. Improvements in any one of the corridors does 
not provide needed services in the other corridors. Specifically, improvements 
in the Soquel/Freedom or SR 1 corridors to not address travel needs along 
the coastal community. 

• Need for public transit priority and services in the Rail Corridor 
o A bicycle/pedestrian only facility in the corridor would not address demand 

for longer distance and higher capacity mobility. As bicycle/pedestrian 
facilities are possible in the Rail Corridor with either Rail or BRT 
operations, the desire for these facilities are addressed 

o The scenario-based analysis does not provide enough mode/corridor 
specific comparable detailed data and information is insufficient to 
determine the most appropriate public transit mode to pursue in the Rail 
Corridor 
.  

o Whether Santa Cruz County has the financial capacity to fund METRO’s 
existing network, anticipated and necessary future service expansion that 
is unrelated to the UCIS, along with these new services and facilities being 
considered by RTC. All of these services and facilities could draw from the 
same limited funding sources. A review of the UCIS suggests that some 
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funding sources currently used for METRO operations and capital needs 
are being assumed as possible sources for UCIS projects. 

Recommendations for transportation improvements in the three corridors in the 
County transportation system 

• Soquel Avenue/Drive and Freedom Boulevard: This corridor between 
Watsonville and Santa Cruz serves multiple origins and destination pairs 
including key regional destinations; Cabrillo College and the Dominican 
Hospital complex. Trip patterns in this corridor include extensive short on/off 
movements throughout the corridor in both directions throughout the day. 
With significant urban commercial development immediately adjacent, the 
ability to provide significant transit priority in this corridor through widening or 
removal of parking is limited.  

The most valuable facilities that could be included in a “BRT Lite” 
improvement package are those which help maintain the reliability of 
METRO bus services such as transit signal priority and queue jumps.   
 

• SR 1: METRO currently provides relatively limited bus service in the SR-1 
corridor due to extreme peak congestion which results in poor on-time 
performance and unreliable service.  The primary value of transit priority in 
the SR 1 corridor would be to provide a consistent and predictable trip travel 
time for peak period services. 
Introduction of a High Occupancy Vehicle (HOV) lane would be a major, long-
term construction project with a significant cost, which could not be justified 
by the level of transit service which could be provided. METRO recommends 
taking advantage of the opportunity to introduce a Bus-On-Shoulders (BOS) 
facility in conjunction with the auxiliary lane program, which can be 
constructed relatively quickly and inexpensively relative to an HOV lane 
project. 

• Rail Corridor: METRO strongly recommends that there be a transit priority 
facility and services in this corridor. As identified during the 2016 METRO 
Comprehensive Operational Analysis and reinforced by the more recent 
analysis by transit planning consultant Jarrett Walker, the urban area between 
Capitola and downtown Santa Cruz has among the most transit supportive 
demographics in the County in terms of residential density, mixed uses 
(residential/commercial/retail), zero vehicle households, lower income 
populations, and a significant population of youth and college-aged residents. 
Again, proposed improvements in the other two corridors do not address 
mobility needs in the coastal corridor. 
However, the “Scenario-based” approach used in the UCIS did not analyze or 
present specific data comparison between passenger rail and BRT in this 
corridor that would provide a clear choice between these options.  
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The mode selection in this corridor should not be based on a choice between 
steel and rubber wheels but rather on the service profile (alignment, 
frequency, daily span of service) that most effectively meets the travel 
patterns and mobility needs in this area.  
 
Any major public transit facility and services proposed for the corridor would 
require a significant state and/or federal funding contribution. METRO 
strongly recommends that a formal alternatives analysis be conducted directly 
comparing the ridership, operating and capital costs of the options. This type 
of analysis is required for projects pursuing federal funding such as the New 
Starts and Small Starts programs, which can fund both rail and BRT projects.  

 
Therefore, as part of the commitment to implementation of a public transit 
service and facility in the Rail Corridor METRO recommends that in addition 
to a formal alternatives analysis being undertaken in the near term to identify 
the type of service and facility that would be most appropriate to meet the 
specific mobility needs in the corridor; that in order to support efforts to secure 
funding from federal and other sources, a full analysis of operations funding 
sources should also be conducted. Having this analysis will support efforts at 
securing federal funding support, including form the New Starts and/or Small 
Starts programs. 

 
Issues Requiring Further Analysis 

Without stating a preferred mode alternative, METRO staff notes a number of 
issues which need further investigation and clarity prior to determining the most 
cost-effective and appropriate service in the corridor including: 

 
• The bus networks and service levels (frequency and span of daily service) 

provided to RTC for the UCIS were hypothetical for order of magnitude cost 
purposes and were not the subject of any rigorous detailed analysis of 
alternative networks as is necessary prior to making such a major investment 
decision. 

• Ridership 
Ridership comparisons suggest major differences between rail and BRT 
ridership based on travel times. There has not been the necessary “value 
engineering” of various segments of the Rail Corridor to determine with 
certainty the most cost-effective treatments which would determine alignment 
opportunities and thereby travel times. 
 
Bus service planning is a balance/tradeoff between travel time and 
accessibility to the service. More detailed analysis of development patterns 
and non-motorized paths of access/egress to/from transit are necessary 
before finalizing placement of stations/stops and choice of service alignment 
directions. 
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In addition, the hypothetical bus network provided two levels of service, both 
express with limited stops (same as rail stations) and an underlying local 
service with more stops. Again these assumptions were hypothetical with no 
modeling comparisons of alternatives service scenarios and costs 
undertaken. 
    
In terms of forecasting ridership, transfers between modes are a significant 
negative impact on ridership. Total travel time including the time necessary to 
access to a transit service and wait time which is a factor of frequency and 
proximity of stops/stations.   
 
It is also necessary to analyze origin and destination pairs and common trip 
lengths before selecting the best service product and stop/station locations to 
meet demand. More in depth patronage forecasting would also identify 
demand levels relative to the capacity of modes which influences service 
frequency. 

 
• Operating and Capital Funding 

METRO is particularly concerned about assumptions regarding the likely 
availability of funding necessary to build facilities, procure vehicles and 
operate a public transit solution in the Rail Corridor and its impact on existing 
funding which METRO uses to maintain its current service.  
 
METRO has analyzed the funding sources it uses to fund bus operations and 
capital improvements and notes that the three primary sources are allocated 
through the RTC, which by their RTC Rules and Regulations, has the 
authority to allocate to other purposes, including rail operations.  
 
To illustrate this point, the chart below shows that RTC has the authority to 
reallocate upward of $9 million (highlighted) in funding that METRO has 
historically received to maintain its bus operations and address its capital 
needs. As an example, in December of 2017, the RTC chose to exercise its 
authority and re-allocate 15% of the population based formula of the TDA/STA 
and TDA/SGR funds escalating to 25% over the next three years to RTC 
projects. 
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TDA Funds Apportioned by RTC 
  

TDA/LTF  Allocation to METRO  
  FY18 
TDA Total                     10,063,403  

TDA Reserves                            51,656  
RTC Reserves                          104,191  

RTC Admin/Planning                       1,144,393  
Bike & Ped                         190,000  

185.5% METRO                        7,074,858  
  

TDA/STA  Allocation to METRO  
  FY18 
STA Total                       3,540,904  

2RTC 99313                       1,938,651  
METRO 99314                       1,602,253  
85.5% METRO                        3,540,904  

  
  

TDA/STA-SGR  Allocation to METRO  
  FY18 
STA Total                          671,079  

2RTC 99313                          367,417  
METRO 99314                          303,662  
85.5% METRO                           671,079  

  
1 METRO believes that these funding sources could be vulnerable because RTC could change the % 
to METRO by amending its Rules and Regulations  
  
2RTC's 99313 funds will be allocated, in part, to projects other than METRO beginning FY20 through 
FY22, at which time METRO’s share will be reduced by 25%. 

 
 

 
Additionally, a passenger rail service requires an extensive bus feeder 
network which is traditionally very costly to provide and are a significant use 
of vehicle and operator resources. The costs of these services need to be 
considered as part of the cost of the rail service in both capital costs and 
operating costs (specifically its contribution to cost per trip). 
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Currently METRO is only able to maintain its bus service at a minimally 
effective level with available funding and it is acknowledged that in order to 
attract additional riders there is a need to increase the frequency and span of 
existing service prior to pursuing new services.  Specifically, METRO has 
service improvement plans in place for when any additional recurring funding 
becoming available including; improved frequency in the San Lorenzo 
Valley/Scotts Valley region, introduction of a local Watsonville circulator, 
increased frequency and expanded span of service in between Capitola and 
Santa Cruz through the Live Oak area. In addition, to increase general 
mobility thought the community METRO has plans to introduce alternative 
service models including microtransit and on-demand services.  
 
Historically, at a number of public transit agencies, the introduction of rail 
services has resulted in reduced resources for bus operations while requiring 
additional bus feeder services to support the rail operations. 

Access to Significant Destinations 
It is a major concern that the proposed rail service does not directly serve any of 
the METRO transit centers (Pacific Station, Watsonville Transit Center, Capitola 
Mall Transit Center, or Scotts Valley Transit Center or any major trip generators 
including UCSC, Cabrillo College and the Dominican Hospital medical complex. 
Access to any of these locations would require either a significant walk or 
transfer to another travel mode. Bus transit has the operational flexibility to use a 
combination of the Rail Corridor and the local street network to provide efficient 
direct service between origin/destination pairs which justify such. 
 
Capitola Measure L 
The success of Measure L in the City of Capitola raises questions about the 
viability and/or timeframe of a Santa Cruz to Watsonville rail operation. With the 
focus of Capitola area bus services being the Capitola Mall Transit Center this is 
not an issue with bus service. This issue also brings into consideration of a 
staged implementation of a transit priority facility, a strategy for which flexible bus 
service is adaptable. 

Next Steps 
METRO staff is continuing to work with RTC staff on analyzing results of the 
UCIS but strongly recommends that the next step in the decision making process 
be a formal alternatives analysis process which would allow for detailed 
investigation of facility costs and service scenarios.  
 

IV. FINANCIAL CONSIDERATIONS/IMPACT 

As this is a study of future transportation infrastructure and service opportunities 
for Santa Cruz County, there is no immediate financial impact for METRO. In the 
long term however, transportation improvements and services proposed in the 
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UCIS would require an increased commitment of METRO services and 
equipment, the funding source of which is as yet undetermined. 

V. ALTERNATIVES CONSIDERED 

The alternative of not pursuing transit improvements along these three corridors 
would limit the ability to provide viable attractive options to drive-alone vehicle 
use. Without competitive public transit options the region cannot address the 
issues of traffic congestion, air quality, and the economic impact of significant 
commute times and associated costs,  

Not pursuing these improvements is not recommended. 

VI. ATTACHMENTS 

None. 
 
 
Prepared by: Barrow Emerson, Planning & Development Director  
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Planning & Development Director 
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DATE: November 16, 2018 

TO: Board of Directors 

FROM: Angela Aitken, CFO and Acting HR Director 

SUBJECT: CONSIDERATION AND APPROVAL OF THE CPS HR CONSULTING 
SEIU CLASSIFICATION STUDY AND NEW POSITIONS 
DESCRIPTIONS  

I. RECOMMENDED ACTION 

That the Board of Directors approve the CPS HR Consulting SEIU 
Classification Study and new positions descriptions as recommended. 

II. SUMMARY

• An SEIU Classification and Total Compensation Study (Study) was conducted
at the Santa Cruz Metropolitan Transit District (METRO), which was needed
due to outdated job descriptions, salary range compaction issues, and a
desire to attract and retain valuable personnel.

• CPS HR Consulting (CPS) was awarded the contract to conduct this SEIU
Study in August 2018.

• The Study was broken down into two stages:
1. Job Analysis, which included job specification updates and revisions; and,
2. Total Compensation analysis

• Between August 2018 and November 2018, CPS and METRO staff engaged
in Position Description Questionnaires (PDQs), interviews and activities to
determine what changes were needed to update existing and outdated job
descriptions.

• In November 2018, METRO received CPS’s SEIU Classification Study
Report, which included revised job descriptions for the SEIU staff positions.

• METRO and SEIU are still meeting and conferring on the new position
descriptions at this time.

• Staff and the Personnel Committee recommend that Board of Directors
approve the CPS SEIU Classification Study Report and position descriptions
in concept.

• That the Board of Directors approve proceeding with the CPS SEIU
Classification and Total Compensation Study.

Santa Cruz Metropolitan 
Transit District 
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III. DISCUSSION/BACKGROUND 

In order to attract and retain talented professionals, both public and private sector 
organizations periodically perform a comprehensive classification and total 
compensation review.  Such a review helps the organization understand where 
its pay scales are, relative to pay scales for similar positions, as well as other 
employee benefits and compensation.  For SEIU, reclassifications have been 
performed every six (6) months per the SEIU Memorandum of Understanding 
(MOU), Articles 8.2 and 8.7.  Per the side letter dated May 10, 2017, METRO and 
SEIU have agreed to suspend Articles 8.2.3 and 8.7.1 until June 30, 2023, and 
have a Classification and Total Compensation Study performed for SEIU 
bargaining unit by December 31, 2018.  

In August 2018, the Board of Directors approved to award the SEIU Classification 
and Total Compensation Study contract to CPS.  The scope for this study was to 
conduct a comprehensive classification and total compensation study to include:   

• A review of all seventy-seven (77) SEIU classifications and one hundred 
thirty-two (132) positions under the SEIU MOU; 

• A classification structure that is easily understood, with current job 
descriptions where distinctions between classifications are clearly identified 
and individual positions are allocated to the correct classifications. 

• A sustainable total compensation system that is competitive in the 
marketplace, internally equitable, and integrated with the classification 
structure. 

Between August 2018 and November 2018, CPS and METRO staff engaged in 
activities to determine what changes were needed to update existing and 
outdated job descriptions.  During this process, each staff member completed a 
Position Description Questionnaire (PDQ), which was followed by an interview 
with CPS staff if needed.  CPS then reviewed the stated duties and 
responsibilities of each positon and created a classification structure, which 
included revising job titles that are easily understood, current job descriptions 
where distinctions between classifications are clearly identified, and individual 
positions are allocated to the correct classifications.  
 
Ensuring proper classification identification is an imperative aspect of a 
classification study, understanding reporting structure, distinguishing job 
characteristics, duties, knowledge, skills, and abilities, as conducting accurate 
total compensation analysis is reliant on accurate job classifications and 
descriptions. 
 
The outcomes of the interview, questionnaire, and structure review activities will 
be used to create a revised organizational chart, revised job classifications, 
creation of class series, and the associated job descriptions.  The final step of the 
Classification Study is for staff to review the final job classification descriptions, 
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and then meet and confer with SEIU on the resulting position descriptions within 
the agreed upon class series. 
 
The SEIU Classification Report and corresponding position descriptions and 
agreed upon class series will be used for the Total Compensation phase of the 
study.   
 
The Total Compensation phase will include: 

• Reviewing the 10 agreed upon labor markets, making recommendations as 
appropriate, and conducting a total compensation survey of benchmark 
classifications, within the agreed upon series, to be surveyed within METRO’s 
designated labor markets.  Staff recommends that the Committee establish 
the following labor market agencies for comparison to SEIU classifications: 

o Alameda-Contra Costa Transit District (AC Transit) - non-peer 
o Central Contra Costa County Transit Authority 
o City of Santa Cruz 
o County of Santa Cruz 
o Golden Gate Transit District - non-peer 
o Monterey-Salinas Transit District 
o Riverside Transit Agency 
o San Joaquin Regional Transit District 
o Santa Barbara Metropolitan Transit District 
o Santa Clara Valley Transportation Authority (VTA) - non-peer 

• Recommending a methodology development of a comparables market 
analysis included collecting salary and benefits data on comparable positions 
from the labor market comparable agencies at market median, 5% below 
market median, and 5% above market median.. 

• A recommended salary structure will be developed to achieve market 
competitiveness and internal equity with a rationale for placement of 
classifications within the salary structure. 

IV. DISCUSSION/BACKGROUND 

On November 9, 2018, the Board Personnel/HR Committee recommended: 

• That the Board of Directors approve the CPS SEIU Classification Study 
Report, job classifications (title changes), and position descriptions in 
concept. 
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• That the Board of Directors approve proceeding with the CPS SEIU
Classification and Total Compensation Study.

• And provide total compensation information at 5% above median, median and
5% below median.

V. FINANCIAL CONSIDERATIONS/IMPACT 

The base value previously awarded by the Board of Directors for this contract 
was $41,900 to complete the Management Classification and Total 
Compensation Study.  The project is within budget and scope. No project 
overruns are anticipated.  

The option to conduct a SEIU Classification and Total Compensation Study was 
exercised, as presented with the award of this contract, with the additional cost 
for SEIU proposed to be $60,688.   

Funds to support this contract are included in the Administration Department 
FY18 & FY19 Prof/Technical Fees (503031) Operating budget. 

VI. ALTERNATIVES CONSIDERED

• The Board could decline to accept the results of the CPS SEIU Classification
Plan and Total Compensation Methodology.
o Staff does not recommend this as METRO’s outdated job specifications

and salary range compression issues affect the Agency’s ability to attract
and retain valuable personnel.

• The Board could discuss alternative approaches to the CPS Management
Classification and Total Compensation Study and delegate the matter back to
the Committee for further review, analysis and the development of a
recommendation back to the full Board.

VII. ATTACHMENTS

Attachment A: SEIU side letter of agreement – dated May 10, 2017 
Attachment B: CPS SEIU Classification Study - dated October 30, 2018 
Attachment C: CPS SEIU Position Descriptions - as of October 29, 2018 

Prepared by: Angela Aitken, CFO and Acting HR Director 

16.4



Board of Directors Meeting 
November 16, 201 8 
Page 5 of 5 

VIII. APPROVALS: 

Angela Aitken, CFO and Acting HR Director

Alex Clifford, CEO/General Manager 
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I. Background 
 
The Santa Cruz Metropolitan Transit District (METRO) retained CPS HR Consulting (CPS HR) to conduct a 
classification study and total compensation survey of METRO’s bargaining units represented by the 
Service Employees International Union (SEIU).   The stated objective of the study was to perform a 
comprehensive analysis of METRO’s current classification and compensation plans for all included study 
positions, and to provide appropriate classification and compensation recommendations reflective of the 
work performed and the market value for such work.    
 
The scope of the classification study encompassed 77 classes; a total of 132 positions were identified by 
METRO staff for individual review and analysis.   A list of all classes included in the study is included as  
Appendix A.   
 
This Draft Classification Study Report outlines the results of the classification study.  The classification 
study results are intended to assist METRO in identifying any positions that are inappropriately classified 
and to support the selection of appropriate benchmark classes for the forthcoming total compensation 
study, which will be provided under separate cover.    
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II. Classification Study Methodology 
Consistent with the study goals provided by METRO, CPS HR identified and accomplished several specific 
work plan tasks as described below. 

Review of METRO Background Materials 

In order to initiate the classification study, CPS HR met with the METRO project coordinator to review and 
finalize the study plan.  CPS HR also requested and obtained various documents from METRO, including 
current classification specifications, salary schedules, position allocations and the most current 
organizational chart.  These documents enabled CPS HR to become familiar with the current 
organizational/classification structure and provided the framework for understanding the subsequent 
information to be collected.   

Position Description Questionnaires 

To gather information on all of the positions included in the study, CPS HR developed a customized 
Position Description Questionnaire (PDQ) designed to gather comprehensive information about each 
position including: essential job functions; required knowledge, skills, and abilities; supervision given and 
received; minimum job qualifications; decision-making responsibility; authority; and physical/mental job 
requirements.  The PDQ form, including instructions for completion, was provided to METRO for 
distribution to all the study incumbents.  CPS HR also requested that a PDQ be completed for any vacant 
positions that METRO wished to include in the study.  A copy of the PDQ form used for this study is 
provided in Appendix B.   

In completing the PDQs, incumbents were instructed to provide information based on their current job 
responsibilities.  They were advised that group PDQs could be submitted if all incumbents in the group 
performed essentially the same duties and reported to the same supervisor.    Upon completion of their 
portion of the PDQ, incumbents were instructed to submit the document to their supervisor for review 
and comment.  After completing the supervisor section, the PDQ was forwarded to the manager for 
review and comment.  This process is designed to ensure the information provided by incumbents is 
accurate and complete.  All completed PDQs were returned to the METRO project coordinator then 
forwarded to CPS HR. 

The PDQs were initially provided to METRO in September of 2018 and returned to CPS HR on October 5, 
2018.  Upon receipt, CPS HR thoroughly reviewed each PDQ to analyze the duties and responsibilities 
assigned to each position and compared them to METRO’s current class specifications.  This initial review 
allowed CPS HR to identify positions in which incumbents might be working out of class or positions 
requiring employee and/or manager interviews in order to obtain additional information.  A proposed 
interview schedule was provided to the METRO project coordinator. 
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Incumbent Interviews 

CPS HR conducted individual and group interviews on October 19-20, 2018 at the METRO offices in Santa 
Cruz and also conducted two additional interviews by phone the following week.  A total of 21 employees 
and 8 managers were interviewed, representing 18 classes (approximately 30% of encumbered classes). 

The purpose of the interviews was to assist CPS HR in gathering additional information about the job 
duties and responsibilities associated with each position, and to provide the incumbents an opportunity 
to explain any comments made on the PDQ that were unclear or inconsistent with the current class of the 
position.  Where possible, group interviews (with a maximum of four participants) were conducted to 
obtain maximum employee input.  Interviews were also scheduled with all of the current department 
managers to confirm and/or clarify their perspective on various positions. 

Classification Data Analysis 

The information provided through the PDQs and interviews was utilized to determine the degree to which 
METRO’s current class specifications describe the actual work being performed by the incumbents.  The 
information was also used to develop new or revised draft proposed class specifications and to properly 
allocate positions based on a proposed classification structure.  CPS HR also used the information to 
identify broad job families as appropriate.   

Class Specification Revision and Development 

The METRO project coordinator requested that CPS HR utilize a new class specification format for all 
proposed classes.  The project coordinator also stated that it would not be necessary for CPS HR to “track” 
changes using METRO’s current specifications but instead requested that CPS HR prepare an entirely new 
set of specifications, each to include the following: 

 The recommended title for the class.  Some of the classes proposed by CPS HR retained the same 
titles as the current METRO titles, whereas others have been “retitled” based on the consultants’ 
recommendations. Recommendations were based on common and “best practice” titling for such 
classes.  In a small number of cases, CPS HR has recommended the development of new classes 
(and new titles) and the abolishment of current METRO classes.  A “crosswalk” showing the 
relationship between the current and proposed class titles is provided in Appendix A. 

 The proposed bargaining unit for the class.  CPS HR recommended bargaining unit assignments 
consistent with the way that current METRO classes are assigned, with the understanding that 
final bargaining unit assignment may be a collective bargaining matter.   

 An overview of the class definition.  This includes the level of supervision received. 

 Distinguishing characteristics of the class.  This includes criteria to be used when comparing the 
subject class to other classes above and below in the same series. 
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 Examples of typical duties and responsibilities typical for positions in the class.  

 The knowledge and abilities required to do the work.   

 Recommended minimum qualifications required of job applicants.  In discussing the preferred 
formatting for this section of the specifications, the METRO project manager requested the 
addition of a “blanket” statement to all of the specifications, which states that any combination 
of experience and education that would likely provide the required knowledge and abilities is 
qualifying. 

 Brief summaries regarding the physical and mental demands of the job, as well as the work 
environment.  These are designed to comply with the Americans with Disabilities Act (ADA).   

 The job family designation as recommended by CPS HR. 

The format requested by METRO also includes the class code and the overtime status—exempt or non-
exempt based on Fair Labor Standards Act (FLSA) criteria—of the class.  CPS HR did not identify class codes 
on the draft class specifications since it is unclear whether those will change because of the study.  
Likewise, CPS HR did not include FLSA determinations on the draft proposed class specifications pending 
further discussions with METRO regarding the defensibility of various approaches to making such 
determinations. 

Delivery of Draft Class Study Documents 

A complete set of draft proposed class specifications was delivered to the METRO project coordinator on 
October 29, 2018, along with a basic list matching METRO’s current class titles to those of the proposed 
specifications.  This Draft Classification Report is being provided to METRO separately for review and 
comment.  
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III.   Conceptual Framework 
This section of the report presents a conceptual framework for the classification plan proposed for 
METRO.  The classification analysis, as applied to positions that were included in this study, relies upon 
sound principles of job evaluation and job analyses.  The approach identifies distinct differences in levels 
and types of work determined by using established allocation factors and class concepts. 

Classification Concepts and Principles 

A position classification plan is a critical human resources tool. It describes the basic personnel framework 
within an organization and defines the standards and concepts that are used to maintain and/or change 
that framework.   It serves as the basis for organizing job assignments, developing job announcements, 
recruiting employees, evaluating qualifications for the job, developing methods for assessing 
performance, and identifying and making changes in the organizational structure of the organization. It 
also provides the basic foundation for establishing a compensation plan.  Thus, the classification plan 
impacts virtually every phase of the employment process. 

Position classification is a dynamic process since the plan itself and the class specifications must 
continually respond to the changing needs of the organization. Thus, regular and periodic review of the 
plan is needed to ensure that it accurately reflects changes in the agency’s organizational goals, 
organizational structure, policy, size and leadership styles. The plan must also respond to changes in 
technology, programs, legal requirements and characteristics of the workforce. 

Once established, the classification plan must be utilized consistently to serve its purpose as a 
management tool. If employment decisions are not consistent with the plan, then either the plan or the 
decisions must be amended to be consistent with each other. 

Basic Classification Guidelines 

Position, Class, Series and Job Family 

A position represents a group of duties and responsibilities performed by one employee. In contrast, class 
refers to a position or a group of positions that are sufficiently similar in duties and responsibilities that 
they may be treated the same for purposes of pay, general minimum qualifications, title and a variety of 
other administrative activities. 

A class series may be established when two or more classes are related to each other in a linear or related 
fashion.  Typically, classes may be placed in a series when the work performed in the classes is similar in 
nature but not in level, and when the work performed at the lower level class helps develop the 
knowledge, skills and abilities to perform work at the higher level.  It should be noted, however, that the 
ability of an individual incumbent to promote from the lower level to the higher level class in a series may 
still be limited by the availability of a vacant position, unless positions are “flexibly staffed” (see discussion 
later in this report). 
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A job family is a group of classes and/or class series that are closely related. Classes in a job family usually 
have similarities in their employment requirements that may support career progression.  However, 
classes in the same job family may still require different levels of education, experience, skill, effort, or 
responsibility.  For example, a financial job family may include clerical, technical, professional/analytical, 
supervisory and management classes.   

Definition of Classification and Allocation 

Classification is the process of identifying and describing the various kinds of work in an organization and 
grouping similar positions together under the same common job title. Allocation is more specifically tied 
to the placement and/or budgeting of positions within an organization.  Thus, a recommendation to 
allocate a position within an organization is based on the results of the classification analysis for that 
position. 

It is easy to see that several positions belong to the same class when the duties are identical. In practical 
application, however, the duties and responsibilities of positions do not need to be identical to be placed 
in a common class.  Instead, classification plans generally place positions into classes based on a 
determination of “sufficient similarity”. Within an individual organization, “sufficient similarity” can be 
broadly or narrow interpreted.  A broad interpretation recognizes positions that share a core set of 
classification factors, but accepts substantial variation between positions, resulting in broad classes.  In 
contrast, a narrow interpretation might create separate narrow classes to address such variations. 

A good classification plan balances “ease of administration” with position validity.  Complex classification 
structures with multiple job families, multiple class series, and multiple levels within each series can be 
difficult to administer.  However, when class concepts are excessively broad and/or too general, position 
classification maintenance (and responding to out-of-class complaints) is often difficult, time consuming 
and expensive. In general, when the type of work assigned to different positions varies dramatically, it 
often makes sense to place them in separate job families so that valid market comparisons can be made.  
Further, when the level of work within a job family has clear, job-related distinctions, separate classes 
usually offer the most efficient way to pay for the work that is being done. Thus, a realistic and successful 
plan usually includes both broad and narrow classes.   

The Advantages of Broad Versus Narrow Classes 

The implementation of a broad versus narrow classification structure is an organizational policy decision, 
which is undertaken based upon the organization’s goals and objectives.  Both approaches have 
advantages and disadvantages that should be considered when developing a classification plan. 

The advantages of grouping sufficiently similar positions into broad classes include:  ease of administering 
the classification plan; the ability to add, delete or change duties of a position and still be consistent with 
the classification plan; the ability to transfer individuals laterally within the organization; and a reduced 
need for recruitment and testing to fill single position classes. Likewise, if an organization desires or needs 
to have the flexibility to temporarily or permanently move positions between work units, broad classes 
can be beneficial in allowing movement to occur without creating classification or equity concerns.  Such 
flexibility also minimizes layoffs resulting from reorganization processes and allows for greater employee 
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career mobility by broadening the opportunities for advancement.  For these reasons, organizations 
typically choose to group positions into broad classes whenever practical. 

On the other hand, broad classes can be challenging when it comes to salary administration.  In 
determining class salaries, most organizations use a combination of market and internal relationship data, 
tempered with organizational philosophy and experience.  An organization that is having difficulty 
recruiting for a particular type of position may wish to elevate the salary for that position.  However, when 
such positions are part of a broad class, salary changes would impact the entire class.  For these reasons, 
organizations sometimes choose to divide a broad class because of salary issues.  If it can be demonstrated 
that certain types of positions within a broad class are unnecessarily influencing the salary for the entire 
class, the organization may prefer separate classes so that salaries for each position group can be 
established. 

Preponderance 

Some positions may have a mixture of duties related to several different occupational fields, and 
incumbents may even have various levels of responsibility. In these cases, allocation of the class is based 
on the preponderant duties. Since preponderance considers importance, it should be noted that the most 
time-consuming duties of a position are not necessarily preponderant, nor are they the most responsible 
and complex duties.  However, such is the case most of the time. 

Classification of the Position, Not the Employee 

The class of a position should be consistent regardless of who holds the position. As such, the classification 
study process classifies positions, not individual employees.  In fact, positions are generally evaluated 
based on what they would look like if vacant or occupied by other employees. 

Furthermore, classification does not consider the capabilities of individual employees or the efficiency 
and effectiveness of an incumbent. It is not a measure of how well an individual employee performs.  
Classification is not a tool to reward individual achievement, nor should classes be created simply to 
reward length of service. 

Level and Not Volume of Work 

Position classification reflects the type and level of work performed by an employee, and thus it is 
generally independent of volume. If one employee has twice the amount of work of another, yet they 
spend the same percentages of time on those tasks and other duties are comparable, they will be placed 
in the same class. In fact, study questionnaires do not ask for, and CPS HR does not consider, the relative 
productivity of employees as a classification factor. A classification study does not consider the volume of 
work produced because problems of excessive workload are properly solved by redistributing work or 
adding employees, not by reclassifying existing positions. 

Using Classification Factors 

To develop classification/allocation recommendations, each position is first analyzed based on the nature 
of work performed. Nature of work refers to the occupation, profession or subject matter field in which 
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each position falls.  Positions that perform work of a similar nature are considered to be in the same “job 
family”.  Within each job family, the level of the position is then established based on various factors such 
as:  

 Scope and Complexity - defines the breadth and difficulty of the assigned function or program 
responsibility inherent in the classification and the variety and nature of work performed. 

 Decision-Making/Authority - consists of (a) the decision-making responsibility and degree of 
authority, independence or latitude that is inherent in the position, and (b) the impact of the 
decisions. This also considers the extent to which rules, regulations, manuals, procedures, 
prescribed work practices, principles, policies, or other written instruction or methods are 
available or required to perform the work. 

 Contact with Others Required by the Job - measures (a) the types of contacts, and (b) the purpose 
of the contacts. 

 Supervision Received and Exercised - describes the level of supervision received from others and 
the nature of supervision provided to other workers. It also relates to the independence of action 
inherent in a position. 

 Knowledge, Skills and Abilities - defines the minimum requirements to qualify for the position, 
including the training, education, experience, licenses, certificates, physical demands, mental 
exertion and other factors necessary to perform the assigned responsibilities. 

 Authority/Responsibility - defines the impact on the organization, including accountability and 
the likelihood/consequence of error. 

 Work Conditions – identifies a hazardous, dangerous or unpleasant environment, and notes any 
adverse conditions. 

This information is then used to develop a class specification (description) for each identifiable body of 
work.  Individual positions can then be compared against the class specifications to determine how they 
should be allocated. 

Class Level and Titling Conventions 

Within any organization, the use of class titles and levels should be based on the specific needs of the 
organization.  At the same time, certain standardized titling and leveling conventions are commonly used 
when establishing classification plans.   

By themselves, titles do not define positions.  However, the use of consistent titling conventions can help 
an organization present a clear picture of its classification structure.  That said, titles are often one of the 
most sensitive issues within an organization.  Titles are sometimes perceived as a measure of importance, 
and thus, employees can be very concerned about title changes.  However, when used properly, class 
titles can provide a quick visual tool for identifying class type and level. 
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Like titles, class levels typically follow standard conventions. The following are some of the standardized 
class levels and titles that may exist within a job family and were applied to the classification of the 
positions included in this study. 

 Entry/First Working-Level – is commonly identified as the first level in a multi-level series.  Most 
entry-level classes describe positions that provide on-the-job training to employees and thus do 
not require job applicants to have substantial related work experience.  In such situations, entry-
level classes function as “trainee” classes and as experience is obtained, employees perform their 
duties with less immediate supervision.  

In some organizations, the first class in a series may be more appropriately described as the “first 
working” level of the series rather than the “entry” level because the job requires applicants to 
have previous experience performing similar work and thus they are not newly “entering” the 
profession.  

• For METRO, several “first working-level” classes have been proposed where it appeared that 
workers hired at the first level would likely be promoted to the journey-level class when fully 
qualified.  We have utilized a consistent titling strategy in such cases, using the Roman 
Numeral “I” after the descriptive portion of the class title (e.g., Accountant I). 

 Journey-Level – may be the second working-level class in a multi-level class series, but always 
describes the class where incumbents are fully trained to perform the majority of non-specialized, 
non-leadership class series work. If a “working-level” class is not part of a series, it is still a 
“journey-level” class if incumbents will ultimately be expected to perform the full range of non-
specialized, non-leadership duties.  They may also assist in training and providing direction to 
others, particularly those at the entry level. 

• For METRO, proposed journey-level classes that are the second level in a series have been 
identified by adding the Roman Numeral “II” after the descriptive portion of the class title 
(e.g., Accountant II).  However, many of the proposed journey-level classes are not in a series 
and therefore were not given a numerical designation. Instead, they were given a broadly 
descriptive title (e.g., “assistant”, “worker”, “mechanic”, “representative”, “analyst”, 
“officer”, etc.). 

 Advanced Level – this is typically the level in a series that follows the journey level.  Positions at 
this level have advanced or “specialized” assignments that are not given to all positions in the 
series.  Examples of advanced/specialized roles are serving as a lead worker over subordinate staff 
and coordinating a program.  In any case, “advanced” designation is only appropriate if the duties 
are above the journey-level and position allocations are limited.  For that reason, not all class 
series have an advanced level class. 

• For METRO, most advanced-level classes are identified by word senior in the title (e.g., Senior 
Custodial Service Worker).     
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 Technician – is sometimes used by organizations to identify skilled trade classes or those with a 
technology emphasis.  However, the term “technician” also describes sub-professional 
administrative classes where incumbents must regularly interpret and apply specialized laws, 
regulations and/or policies in order to make difficult decisions.  

• For METRO, technical-level classes are identified by the use of the word technician in the title.  
Some technician classes exist in series (e.g., Accounting Technician I and II).  However, others 
may be a stand-alone journey-level class. 

 Specialist – is a broad term that can be used to describe multiple positions and multiple levels.  
By itself, it is not a leveling term.  However, within a series, it is typically used to describe a class 
above the journey-level where lead work or program coordination is not a preponderant duty. 

 Coordinator – is also a broad term that is occasionally used when “coordination” of a program of 
function is the preponderant assignment of the class.  While it is not necessarily a leveling term, 
it would generally be appropriate for a class above the journey level when the class is part of a 
series. 

 Analyst – is a title used only for professional-level classes where the preponderant duties involve 
breaking down a complex problem into various components; conducting research to understand 
how the components interact with and impact each other and how each component affects the 
problem; using the information gained to develop a recommendation on how to solve the 
problem; and preparing a comprehensive report that describes the proposed solution to the 
problem and explains how that conclusion was reached.  Analyst classes typically require 
education equivalent to at least a bachelor’s degree and varying amounts of post-graduate 
experience. 

 Supervisor – is used for positions where the preponderant responsibility is to supervise 
subordinate positions. Supervisors may also perform day-to-day work similar to their 
subordinates in type, but usually are responsible for the more difficult or sensitive work in 
addition to their supervisory duties.  Supervisory criteria can vary between organizations, but 
most supervisory classes are defined by their supervision over “regular” (full-time) employees.  In 
most public agencies, regular employees have statutory employment rights and personnel actions 
imposed on them, such as hiring/firing, corrective action, and performance evaluations, and must 
comply with legal, contractual and/or policy guidelines.  Furthermore, several State and ffederal 
laws define supervisors as being legally responsible for their employment-related actions. Thus, 
true supervision is a distinct, complex and highly responsible duty.  

Within a class series, a supervisory-level level class would be appropriate for a position that 
supervises subordinate positions in the same series.  For example, an Accountant Supervisor is 
necessary to supervise the work of other professional Accountants.  However, supervision of 
positions in a lower-level series does not necessarily justify classification to a supervisory class.  
For example, a position that only supervises Accounting Clerks and Accounting Technicians would 
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not necessarily have to be classified as an Accountant Supervisor.  Instead, such supervisory duties 
could appropriately be assigned to an Accountant II.   

It is also important to distinguish between “true” supervision and lead work.  Incumbents that 
assign, direct, and monitor the work of subordinate staff but do not have substantial control over 
subordinates’ employment through personnel actions like hiring/firing, corrective action, and 
performance evaluations, are not “supervisors”.  Instead, such positions may be most 
appropriately classified to a lead worker class.   

•  For METRO, supervisory classes are distinguished by the word supervisor or supervising in 
the class title. 

Flexible Allocation 

Flexible allocation is an administrative and budgeting tool that assists organizations in planning for work 
that can be assigned at more than one class level.  In a flexibly allocated position, an employee may be 
hired at an initial level (e.g., the entry or first-working level) and then be promoted to the next level 
without a competitive process when the qualifications for the next level are met.      

Flexible allocation is beneficial when an organization is willing to initially hire an employee with limited 
qualifications, provide the training needed for the employee to learn and eventually perform the full scope 
of journey-level duties, and then promote the employee to the next level when qualified without requiring 
a visible competitive process (no vacancy is necessary).  Instead, it is the employee’s demonstrated 
performance of the higher-level duties that functions as the “test” by which promotion is justified. By 
flexibly allocating the position, the organization gets the benefit of bringing new employees into the 
organization at a lower (and less costly) level, while allowing the organization to appropriately classify 
their positions if/when the duties change without going through a cumbersome recruitment or 
classification process.  Thus, it is useful for both recruitment and retention.   

Since promoting from one level to the next higher level in a flexibly allocated position may be viewed as 
a promotion without an official, merit-based test, the manager/supervisor should provide written 
measurement of the employee’s performance with attention to timeliness, accuracy and detail.  The 
employee’s performance should be at a level that clearly demonstrates that a promotion is warranted. 
Criteria for advancement should be based on an established policy decision prior to implementing flexible 
allocation and should be sufficiently understood that it can be articulated to all staff. Where flexibly 
allocated positions exist in multiple divisions, consistent development and application of promotional 
criteria is essential. 

Career Ladders 

While flexible staffing addresses the natural progression of work that is expected in many jobs, career 
ladders are designed to identify and facilitate opportunities for employees to progress to a higher level of 
job responsibility.  The degree to which an organization should proactively incorporate career ladders into 
its classification plan should be based on three primary preconditions: 1) the organization must have a 
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genuine business need for higher-level work, and should not promote employees simply to retain them; 
2) employees must be both interested in the higher level work and willing to develop their ability to 
perform it successfully; and 3) the organization must consider it preferable to retain employees rather 
than bring in new people who have gained experience elsewhere.  

Ultimately, the degree to which an employer actively facilitates employee career progression may have 
the most significant impact on employee professional growth.  Employer-paid training, educational 
reimbursement, and educational incentives provide proactive and effective ways of encouraging 
employees to improve their education and skills.  However, there are also several ways that a classification 
plan can be designed to support such growth.  

One of the first things an employer can do to encourage employee growth and development is to identify 
job families and class series so that employees can see which classes are “related” to each other.  As noted 
earlier in this report, a “job family” is broader than a “class series”, and a job family may include several 
class series. 

 For METRO, CPS HR has retitled classes to improve the visibility of class relationships. 

Second, incorporating “distinguishing characteristics” language into the class descriptions assists 
employees in recognizing the differences between levels within a class series.  Thus, employees are better 
able to identify the work performed at the different levels of the series. 

 For METRO, CPS HR has added a “distinguishing characteristics” section to all of the proposed 
class specifications. 

Third, employers can facilitate employee progression by allowing experience in a lower level class to 
substitute for some of the requirements required at the higher-level class.  If an employer uses “inflexible” 
recruitment standards, substitution language can be incorporated individually into the class descriptions.  
As an alternative, employers may choose to incorporate “flexible” language into the class specifications 
which give the employer the option of evaluating each applicant’s background on a case-by-case basis.  
Thus, while a class may normally require a bachelor’s degree, flexible language that allows for “any 
combination of education and/or experience that provides the require knowledge and abilities” to be 
qualifying gives the employer the ability to make exceptions.    

However, there are practical limitations to the use of flexibly qualification standards.  If the bachelor’s-
level education is essential to meet professional or licensing standards, it is not reasonable to promote an 
employee who does not meet such standards into the job.  Likewise, if an employer is inconsistent in 
utilizing such flexibility (e.g., allowing employee “A” to qualify without the degree but requiring   
employee” B” to have it), the employer could be vulnerable to accusations of bias.  Consistent application 
of “flexible” recruitment standards is the key to their success. 

 For METRO, CPS HR has added a flexible statement to each class specification which allows for 
consideration of each applicant’s qualifications on a case-by-case basis, while still identifying the 
education, training and experience qualifications that would typically be considered qualifying.  
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Finally, employers who wish to encourage upward mobility in the workforce are wise to continuously 
monitor their class plan for consistency with best market practices, particularly in terms of class titling, 
leveling and recruitment standards.  For example, requiring a bachelor’s degree to qualify for a job when 
similar employers in the market only require experience to qualify for the same job, will discourage 
employees from promoting and will likely encourage them to seek work elsewhere.  On the other hand, 
the absence of reasonable employment standards that are consistent with the market will suggest to 
employees that longevity is the primary basis for promotion and they will have no motivation for self-
improvement. 

 For METRO, CPS HR incorporated a number of changes to the proposed draft class specifications 
to make them more consistent with best market practices in terms of recruitment standards, 
including changes to titles and minimum qualifications.  CPS HR has also clarified the relationships 
between classes in terms of leveling. 
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IV.   Findings and Recommendations 
Overview 

Included as appendices in this report are several documents that summarize the findings and 
recommendations of this classification study.   

 Appendix A provides a “crosswalk” to show the relationship between current and proposed class 
titles and provides brief summary comments about any changes CPS HR made to the classes.  

 Appendix B provides a copy of the Position Description Questionnaire (PDQ) used in the study.   

 Appendix C provides a table summarizing the allocation recommendations for all of the study 
positions, sorted by incumbent name and including comments. 

 Appendix D provides the same information as Appendix C, sorted by current class title. 

Explanation of Terms 

The appendices include the following terms to describe the actions being recommended by CPS HR. 

 Maintain is recommended when the duties and responsibilities of the position are identified as 
consistent with both the current METRO class specification and the proposed draft class 
specification prepared by CPS HR. 

 Retitle is recommended when the current class title is not optimally descriptive of the work 
and/or is not consistent with best market practice for similar types of jobs. 

 Reclassify is recommended when the work being performed by the incumbent is substantially 
different than what is described by the current class specification for the position.  Positions are 
either reclassified to an existing METRO class or to a newly developed class, depending on 
whether an appropriate METRO class currently exists. 
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V.   Conclusion 
Based on conversations with the METRO project coordinator, CPS HR is aware that METRO is interested 
in evaluating the proposed classification plan as it relates to the agency’s long-term organizational goals.  
Specifically, the project coordinator indicated that some of the currently vacant classes might not be 
necessary in the future or that some additional classes might be necessary to support the organization’s 
strategic plan.   

Although a deeper analysis and understanding of METRO’s long-term organizational goals is beyond the 
scope of this current study, CPS HR welcomes an opportunity to participate in a future discussion about 
how CPS HR can assist METRO in achieving their organizational development goals and objectives. 

CPS HR Consulting is pleased to provide this Draft Classification Study Report to the Santa Cruz 
Metropolitan Transit District.  CPS HR welcomes feedback from METRO and will await response to this 
Draft Report before submitting a Final Report. 
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Appendix A: Current and Proposed Class 
Crosswalk 
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Original Job Title New Title Comments 

Receiving Parts Clerk <Abolish> Reclassify incumbent to Parts Clerk and abolish class because it is 
indistinguishable from Parts Clerk; department manager supports 

Transportation Planning Aide <Abolish> Abolish class because it duplicates Transportation Planner I (vacant 
class) 

Lead Custodian (Custodial Coord) <See Custodial Supervisor> Reclassify incumbent to new class of Custodial Supervisor and abolish 
this class; department manager supports 

Customer Service Coordinator <See Customer Service Supervisor) Reclassify incumbents to Customer Service Supervisor and abolish this 
class; department manager supports 

Accessible Services Coordinator Accessible Services Coordinator Updated specification but class concept remains consistent with 
original 

Accountant I Accountant I Updated specification but class concept remains consistent with 
original 

Accountant II Accountant II Updated specification but class concept remains consistent with 
original 

Supervising Accountant Accountant Supervisor Updated and retitled specification but class concept remains 
consistent with original 

Account Clerk Accounting Clerk Updated and retitled specification but class concept remains 
consistent with original 

Accounting Technician Accounting Technician I Updated and retitled specification but class concept remains 
consistent with original 

Senior Accounting Technician Accounting Technician II Updated and retitled specification but class concept remains 
consistent with original 

Accounting Specialist Accounting Technician Specialist Updated and retitled specification but class concept remains 
consistent with original 

Administrative Assistant Administrative Assistant Updated specification but class concept remains consistent with 
original 
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Original Job Title New Title Comments 

Administrative Specialist Administrative Specialist Updated specification but class concept remains consistent with 
original 

Administrative Assistant Supervisor Administrative Supervisor Updated and retitled specification but class concept remains 
consistent with original 

Administrative Clerk I Administrative Clerk Updated and retitled specification but class concept remains 
consistent with original 

Benefits Administrator Benefits Technician Updated and retitled specification but class concept remains 
consistent with original 

Claims Investigator I Claims Technician I Updated and retitled specification but class concept remains 
consistent with original 

Claims Investigator II Claims Technician II Updated and retitled specification but class concept remains 
consistent with original 

Custodial Service Worker I Custodial Service Worker Updated and retitled specification but class concept remains 
consistent with original 

<None> Custodial Supervisor Recommend new class to appropriately describe job 

Customer Service Representative Customer Service Representative Updated specification but class concept remains consistent with 
original 

<None> Customer Service Supervisor Recommend new class to appropriately describe job 

Electronic Technician Electronic Technician Updated specification but class concept remains consistent with 
original 

Facilities Maintenance Worker I Facilities Maintenance Assistant Updated and retitled specification but class concept remains 
consistent with original 

Facilities Maintenance Supervisor Facilities Maintenance Supervisor Updated specification but class concept remains consistent with 
original 

Facilities Maintenance Worker II Facilities Maintenance Worker Updated and retitled specification but class concept remains 
consistent with original 
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Original Job Title New Title Comments 

Financial Analyst Financial Analyst I Updated and retitled specification but class concept remains 
consistent with original 

Senior Financial Analyst Financial Analyst II Updated and retitled specification but class concept remains 
consistent with original 

Fleet Maintenance Supervisor Fleet Maintenance Supervisor Updated specification but class concept remains consistent with 
original 

Grants/Legislative Analyst Grants/Legislative Analyst Updated specification but class concept remains consistent with 
original 

Human Resources Generalist Human Resources Analyst Updated and retitled specification but class concept remains 
consistent with original 

Human Resources Clerk Human Resources Clerk Updated specification but class concept remains consistent with 
original 

Human Resources Specialist Human Resources Specialist Updated specification but class concept remains consistent with 
original 

Personnel Technician Human Resources Technician Updated and retitled specification but class concept remains 
consistent with original 

IT Technician IT Technician I Updated and retitled specification but class concept remains 
consistent with original 

Senior IT Technician IT Technician II Updated and retitled specification but class concept remains 
consistent with original 

Legal Secretary Legal Secretary Updated specification but class concept remains consistent with 
original 

Mechanic I Mechanic I Updated specification but class concept remains consistent with 
original 

Mechanic II Mechanic II Updated specification but class concept remains consistent with 
original 
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Original Job Title New Title Comments 

Mechanic III Mechanic III Updated specification but class concept remains consistent with 
original 

Paralegal Paralegal Updated specification but class concept remains consistent with 
original 

Paratransit Eligibility Coordinator Paratransit Eligibility Coordinator Updated specification but class concept remains consistent with 
original 

Supervisor/Parts & Materials - FM Parts and Materials Supervisor Updated and retitled specification but class concept remains 
consistent with original 

Payroll Specialist Payroll Technician Updated and retitled specification but class concept remains 
consistent with original 

Planning Analyst Planning Data Analyst Updated and retitled specification but class concept remains 
consistent with original 

Transit Surveyor Planning Program Aide Updated and retitled specification but class concept remains 
consistent with original 

Purchasing Agent Purchasing Agent Updated specification but class concept remains consistent with 
original 

Purchasing Assistant Purchasing Technician Updated and retitled specification but class concept remains 
consistent with original 

Revenue Specialist Revenue Collection Clerk Updated and retitled specification but class concept remains 
consistent with original 

Supervisor of Revenue Collection Revenue Collection Supervisor Updated and retitled specification but class concept remains 
consistent with original 

Safety & Training Coordinator Safety and Training Coordinator Updated specification but class concept remains consistent with 
original 

Assistant Safety and Training Coord Safety and Training Instructor Updated and retitled specification but class concept remains 
consistent with original 
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Original Job Title New Title Comments 

Safety Specialist Safety Program Specialist I Updated and retitled specification but class concept remains 
consistent with original 

Senior Safety Specialist Safety Program Specialist II Updated and retitled specification but class concept remains 
consistent with original 

Schedule Analyst Scheduling Specialist Updated and retitled specification but class concept remains 
consistent with original 

Custodial Service Worker II Senior Custodial Service Worker Updated and retitled specification but class concept remains 
consistent with original 

Senior Customer Service Representative Senior Customer Service Representative Updated specification but class concept remains consistent with 
original 

Senior Facilities Maintenance Worker Senior Facilities Maintenance Worker Updated specification but class concept remains consistent with 
original 

Lead Mechanic Senior Mechanic Updated and retitled specification but class concept remains 
consistent with original 

Paralegal with HR Duties Senior Paralegal Updated and retitled specification but class concept remains 
consistent with original 

Senior Payroll Specialist Senior Payroll Technician Updated and retitled specification but class concept remains 
consistent with original 

Lead Parts Clerk Senior Stock Clerk Updated and retitled specification but class concept remains 
consistent with original 

Senior Transportation Planner Senior Transportation Planner Updated specification but class concept remains consistent with 
original 

Vehicle Service Technician Senior Vehicle Service Worker Updated and retitled specification but class concept remains 
consistent with original 

Parts Clerk Stock Clerk Updated and retitled specification but class concept remains 
consistent with original 
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Original Job Title New Title Comments 

Systems Administrator Systems Administrator I Updated and retitled specification but class concept remains 
consistent with original 

Senior Systems Administrator Systems Administrator II Updated and retitled specification but class concept remains 
consistent with original 

Ticket and Pass Program Specialist Ticket and Pass Program Specialist Updated specification but class concept remains consistent with 
original 

Transit Supervisor Transit Supervisor Updated specification but class concept remains consistent with 
original 

Junior Transportation Planner Transportation Planner I Updated and retitled specification but class concept remains 
consistent with original 

Transportation Planner Transportation Planner II Updated and retitled specification but class concept remains 
consistent with original 

Transportation Planning Supervisor Transportation Planning Supervisor Updated specification but class concept remains consistent with 
original 

Upholsterer I Upholsterer I Updated specification but class concept remains consistent with 
original 

Upholsterer II Upholsterer II Updated specification but class concept remains consistent with 
original 

Body Shop Repair Mechanic Vehicle Body Repair Mechanic Updated and retitled specification but class concept remains 
consistent with original 

Vehicle Service Detailer Vehicle Service Detailer Updated specification but class concept remains consistent with 
original 

Vehicle Service Worker I Vehicle Service Worker I Updated specification but class concept remains consistent with 
original 

Vehicle Service Worker II Vehicle Service Worker II Updated specification but class concept remains consistent with 
original 
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Appendix B: Santa Cruz METRO SEIU PDQ Form 
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Purpose 
 
The position description questionnaire (PDQ) is designed to obtain information about jobs within the organization for 
classification purposes only.  
 
The goal of the PDQ is to capture a current and accurate picture of the work being performed within a specific position. 
The information collected will be used to update classifications as necessary and make recommendations to 
management. This questionnaire will be used to evaluate the duties that constitute the position, not the performance 
or qualifications of the employee.  
 
Employee 
 
There are response boxes in each section where you may provide information about your position.  Use the summary 
boxes to confirm accurate information in your job description, write in new or additional tasks/functions as needed, 
explain changes or corrections that should be made, and provide any other feedback to be considered during the review 
process.  
 
When completing the PDQ, you may: 

 
• Use your existing job description for reference while completing the PDQ. 
• Complete as a group only if all respondents are in the same classification and department, under the same 

supervisor, and most importantly, perform identical duties to yours. 
• You may attach additional information such as organizational charts, job flyers, etc., with your PDQ.  

 
Completing the PDQ 
If completing electronically 
If you have difficulty opening or completing the document, please ensure that your MS Office Word is compatible with 
Word 2010 (.docx). This document will not work in Word 97-2003 (.doc).  
 

1. Save PDQ to your computer using the file naming convention of Classification_LastName-First 
Name_SCMTD_PDQ.doc 

 Example: Accountant_Smith-John_ SCMTD_PDQ.doc 
2. Save additional documentation as a separate document using the file naming convention of Classification_ 

Last Name-First Name_SCMTD _Supporting 

3. Email the completed PDQ and additional documentation to CPS HR. 

The PDQ should be completed by the employee, direct supervisor, and manager. The Manager will submit the 
completed PDQ to SCMTD Human Resources. CPS HR will only accept PDQs from your human resources contact. 
 
Upon completion of the PDQ, please send to classandcomp@cpshr.us by Friday, October 1, 2018. 

 
Thanks again for your participation! If you have any questions, please contact: 
 

Angela Aiken AAitken@scmtd.com  (831) 420-2530 
Jennifer Ramos jramos@cpshr.us (916) 471-3125 
Lynda Guerra* 

(*technical support) 
classandcomp@cpshr.us (916) 471-3473 
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EMPLOYEE INFORMATION 
Name:  Work Phone Number: 

   

Work Location:   Work E-mail Address: 

   

Current Classification Title:  Length of Time in Current Position: 

   

Supervisor’s Name:   Supervisor’s Classification Title: 

   
 

If group PDQ, please add all additional respondents. If any of the answers to the following questions are ‘no’ for an 
individual, they must complete a separate PDQ. 

Full Name 
Time in 
Current 
Position 

Same 
Classification 

Same 
Supervisor 

Same 
Department 

  ☐ Yes 
☐ No 

☐ Yes 
☐ No 

☐ Yes 
☐ No 

  ☐ Yes 
☐ No 

☐ Yes 
☐ No 

☐ Yes 
☐ No 

  ☐ Yes 
☐ No 

☐ Yes 
☐ No 

☐ Yes 
☐ No 

  ☐ Yes 
☐ No 

☐ Yes 
☐ No 

☐ Yes 
☐ No 

  ☐ Yes 
☐ No 

☐ Yes 
☐ No 

☐ Yes 
☐ No 
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SECTION 1:  JOB SUMMARY 
1A: Classification Definition 
In three to five sentences, briefly describe the major purpose(s) and/or function(s) of your job.  

For example: 

“One of the main purposes of the position is to review civil engineering plans for commercial development.  
Another is to generate plans for capital improvement, which includes survey work, engineering design, 
plan drafting, and costing.” 
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SECTION 2:  POSITION FUNCTIONS 
2A: Essential Functions 
List the essential job functions of your classification. Most jobs consist of 8 – 10 essential functions.  

As you provide a description of your essential functions, please use terms that anyone reviewing this form will be able 
to understand.  Avoid abbreviated, vague, or abstract words, such as “assists”, “handles”, “keeps”, or “prepares”, unless 
you describe how you assist, what you prepare, etc.  Be specific. For example: 

DO THIS DON’T DO THIS 
• Receives, opens, time stamps, and distributes incoming mail • Assists in handling mail 

• Calculates, verifies, and posts billing amounts • Prepares final billings 

• Maintains accurate records on the flow of input information, output 
records, machine operations, operator assignments, and staff time 

• Keeps records 

In addition to writing the statements, please rate each on frequency, importance, needed at entry, whether added in 
past year, % of time spent on the task, where the work comes from, and work with whom to complete.  

Statement Rating 

• Frequency: How frequently do you perform this task? 

o Never. I do not perform this task in my job. 

o Infrequently. I perform this task no more than once a month. 

o Somewhat frequently. I perform this task no more than once a week. 

o Frequently. I perform this task several times a week, but no more than once a day. 

o Very frequently. I perform this task several times each day. 

• Importance: How important is this task for successfully performing your job? 
o Not important.  This task is not important to my job. Failure to successfully perform this task typically 

has no consequence. 
o Minor importance.  This task is of minor importance to my job. Failure to successfully perform this 

task has little or no consequence. 
o Important.  This task is important to my job. Failure to successfully perform this task has some negative 

consequences. 
o Critical.  This task is one of the most essential tasks of my job. Failure to successfully perform this task 

has significant negative consequences. 
• Needed at Entry: Is it necessary to know how to perform this task upon entry into this job? 

o No = Success in this job does not require proficiency in this task prior to entry.  Job demands allow a 
newly hired person to acquire task proficiency through training or experience on the job. 

o Yes = Success in this job requires experience performing this task prior to entry.  Job demands require 
task proficiency soon after hire (for example, in the first week or so) and there is no opportunity to 
learn to perform this task through training or experience on the job. 

• Added in Last Year: Was the task added in the past year? 
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• % of Time Spent on Task: Provide the approximate percent of time spent on each essential function. The total 
of all percentages should equal 100%. If the total percent of time spent on tasks totals more than 100% due to 
overlap in duties, please explain in the text box below. 
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 1 2 3 4 5 6 7 8 

# Essential Function Frequency Importance Needed 
at Entry 

Added in 
Last Year 

% of time 
Spent on 

Task 

Where 
Does 
Work 
Come 
From 

Work 
with 

Whom to 
Complete 

1  ☐ Never      
☐ Infrequently 
☐ Somewhat Frequently 
☐ Frequently 
☐ Very Frequently 

☐Not Imp. 
☐Minor Imp. 
☐Important 
☐Critical 

☐ Yes 
☐ No 

☐ Yes 
☐ No 
 
 

   

2  ☐ Never      
☐ Infrequently 
☐ Somewhat Frequently 
☐ Frequently 
☐ Very Frequently 

☐Not Imp. 
☐Minor Imp. 
☐Important 
☐Critical 

☐ Yes 
☐ No 
 

☐ Yes 
☐ No 
 
 

   

3  ☐ Never      
☐ Infrequently 
☐ Somewhat Frequently 
☐ Frequently 
☐ Very Frequently 

☐Not Imp. 
☐Minor Imp. 
☐Important 
☐Critical 

☐ Yes 
☐ No 

☐ Yes 
☐ No 
 
 

   

4  ☐ Never      
☐ Infrequently 
☐ Somewhat Frequently 
☐ Frequently 
☐ Very Frequently 

☐Not Imp. 
☐Minor Imp. 
☐Important 
☐Critical 

☐ Yes 
☐ No 

☐ Yes 
☐ No 
 
 

   

5  ☐ Never      
☐ Infrequently 
☐ Somewhat Frequently 
☐ Frequently 
☐ Very Frequently 

☐Not Imp. 
☐Minor Imp. 
☐Important 
☐Critical 

☐ Yes 
☐ No 

☐ Yes 
☐ No 
 
 

   

6  ☐ Never      
☐ Infrequently 
☐ Somewhat Frequently 
☐ Frequently 
☐ Very Frequently 

☐Not Imp. 
☐Minor Imp. 
☐Important 
☐Critical 

☐ Yes 
☐ No 

☐ Yes 
☐ No 
 
 

   

7  ☐ Never      
☐ Infrequently 
☐ Somewhat Frequently 

☐Not Imp. 
☐Minor Imp. 
☐Important 

☐ Yes 
☐ No 

☐ Yes 
☐ No 
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 1 2 3 4 5 6 7 8 

# Essential Function Frequency Importance Needed 
at Entry 

Added in 
Last Year 

% of time 
Spent on 

Task 

Where 
Does 
Work 
Come 
From 

Work 
with 

Whom to 
Complete 

☐ Frequently 
☐ Very Frequently 

☐Critical  

8  ☐ Never      
☐ Infrequently 
☐ Somewhat Frequently 
☐ Frequently 
☐ Very Frequently 

☐Not Imp. 
☐Minor Imp. 
☐Important 
☐Critical 

☐ Yes 
☐ No 

☐ Yes 
☐ No 
 
 

   

9  ☐ Never      
☐ Infrequently 
☐ Somewhat Frequently 
☐ Frequently 
☐ Very Frequently 

☐Not Imp. 
☐Minor Imp. 
☐Important 
☐Critical 

☐ Yes 
☐ No 

☐ Yes 
☐ No 
 
 

   

10  ☐ Never      
☐ Infrequently 
☐ Somewhat Frequently 
☐ Frequently 
☐ Very Frequently 

☐Not Imp. 
☐Minor Imp. 
☐Important 
☐Critical 

☐ Yes 
☐ No 

☐ Yes 
☐ No 
 
 

   

11  ☐ Never      
☐ Infrequently 
☐ Somewhat Frequently 
☐ Frequently 
☐ Very Frequently 

☐Not Imp. 
☐Minor Imp. 
☐Important 
☐Critical 

☐ Yes 
☐ No 

☐ Yes 
☐ No 
 
 

   

12  ☐ Never      
☐ Infrequently 
☐ Somewhat Frequently 
☐ Frequently 
☐ Very Frequently 

☐Not Imp. 
☐Minor Imp. 
☐Important 
☐Critical 

☐ Yes 
☐ No 

☐ Yes 
☐ No 
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2B:  Occasional Functions/Special Tasks & Duties 
 

List other tasks/duties not listed in Section 2A that are performed occasionally as part of the job. If you need more space, 
attach additional pages. 
 
Frequency: Indicate the number of times per week/month/quarter/year etc., or number of hours per week/month etc. 
 

# Occasional/Special Function Frequency Added in 
Last Year 

1   ☐ Yes 
☐ No 

2   ☐ Yes 
☐ No 

3   ☐ Yes 
☐ No 

4   ☐ Yes 
☐ No 

 
2C:  Similar Duties Performed by Others 
 

Do any other employees perform duties similar/identical to this job?  If so, list their names and titles. 

# Employee Title 

1 
  

2 
  

3 
  

4 
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2D Continued – Comments 

Please provide any additional comments for review regarding essential function. 

 

 

  

Attachment B

16B.34



SECTION 3: KNOWLEDGE/SKILLS/ABILITIES 
 
Knowledge, Skills, and Abilities (KSAs) are defined as: 

• Knowledge: A body of information that an individual must know to perform an activity; understanding 
gained through experience or education.  (Examples: Knowledge of Departmental Rules and Regulations, 
and Knowledge of UNIX programming language/protocols) 

• Skill: A learned physical/psychomotor act.  (Examples: driving a car, using hand tools, and typing) 
• Ability: The potential to apply a knowledge or skill to a given situation; abilities usually involving cognitive 

processing.   (Examples: mathematical ability, ability to communicate orally, writing ability, and ability to 
read blueprints)  

 

Briefly and accurately report the KSAs needed to perform this position. You may refer to your current job description. 
Rate each statement on importance, whether needed at entry, and value.  

After reading the KSAs, rate each statement on the following: 

• Importance: How important is this KSA for successfully performing your job?  
o Not important.  This KSA is not important to successful performance. 
o Minor importance.  This KSA is of minor importance to successful job performance. 
o Important.  This KSA is important for successful performance. 
o Critical.  This KSA is essential to the job and is critically important to successful performance. 

• Needed at Entry: Is this KSA needed upon entry into this job? In other words, must an individual be competent 
in a particular area before entering the job, or is an individual expected to gain competence through training 
or experience on the job? 

o No = Successful job performance does not require proficiency in this KSA prior to entry. Competence 
in this area must be developed over time through training or experience on the job. 

o Yes = Successful job performance requires this KSA prior to entry. Competence in this area is difficult 
to acquire, and job demands require this KSA soon after hire (for example, in the first week or so).   

 
• Distinguishing Value: Beyond a minimally required level, do employees who have greater competence in this 

KSA perform more effectively than employees who are less competent in this KSA? 

o No = Success in this job does not require proficiency in this task prior to entry.  Job demands allow a 
newly hired person to acquire task proficiency through training or experience on the job. 

o Yes = Success in this job requires experience performing this task prior to entry.  Job demands require 
task proficiency soon after hire (for example, in the first week or so) and there is no opportunity to 
learn to perform this task through training or experience on the job. 
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3A: Knowledge Statements 
 

# Knowledge Statement Importance Needed 
at Entry 

Distinguishing 
Value 

1  ☐Not Imp. 
☐Minor Imp. 
☐Important 
☐Critical 

☐ Yes 
☐ No 

☐ Yes 
☐ No 

2  ☐Not Imp. 
☐Minor Imp. 
☐Important 
☐Critical 

☐ Yes 
☐ No 

☐ Yes 
☐ No 

3  ☐Not Imp. 
☐Minor Imp. 
☐Important 
☐Critical 

☐ Yes 
☐ No 

☐ Yes 
☐ No 

4  ☐Not Imp. 
☐Minor Imp. 
☐Important 
☐Critical 

☐ Yes 
☐ No 

☐ Yes 
☐ No 

5  ☐Not Imp. 
☐Minor Imp. 
☐Important 
☐Critical 

☐ Yes 
☐ No 

☐ Yes 
☐ No 

6  ☐Not Imp. 
☐Minor Imp. 
☐Important 
☐Critical 

☐ Yes 
☐ No 

☐ Yes 
☐ No 

7  ☐Not Imp. 
☐Minor Imp. 
☐Important 
☐Critical 

☐ Yes 
☐ No 

☐ Yes 
☐ No 

8  ☐Not Imp. 
☐Minor Imp. 
☐Important 
☐Critical 

☐ Yes 
☐ No 

☐ Yes 
☐ No 

9  ☐Not Imp. 
☐Minor Imp. 
☐Important 
☐Critical 

☐ Yes 
☐ No 

☐ Yes 
☐ No 

10  ☐Not Imp. 
☐Minor Imp. 
☐Important 
☐Critical 

☐ Yes 
☐ No 

☐ Yes 
☐ No 
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3B: Skill Statements 
 

# Skill Statement Importance Needed 
at Entry 

Distinguishing 
Value 

1  ☐Not Imp. 
☐Minor Imp. 
☐Important 
☐Critical 

☐ Yes 
☐ No 

☐ Yes 
☐ No 

2  ☐Not Imp. 
☐Minor Imp. 
☐Important 
☐Critical 

☐ Yes 
☐ No 

☐ Yes 
☐ No 

3  ☐Not Imp. 
☐Minor Imp. 
☐Important 
☐Critical 

☐ Yes 
☐ No 

☐ Yes 
☐ No 

4  ☐Not Imp. 
☐Minor Imp. 
☐Important 
☐Critical 

☐ Yes 
☐ No 

☐ Yes 
☐ No 

5  ☐Not Imp. 
☐Minor Imp. 
☐Important 
☐Critical 

☐ Yes 
☐ No 

☐ Yes 
☐ No 

6  ☐Not Imp. 
☐Minor Imp. 
☐Important 
☐Critical 

☐ Yes 
☐ No 

☐ Yes 
☐ No 

7  ☐Not Imp. 
☐Minor Imp. 
☐Important 
☐Critical 

☐ Yes 
☐ No 

☐ Yes 
☐ No 

8  ☐Not Imp. 
☐Minor Imp. 
☐Important 
☐Critical 

☐ Yes 
☐ No 

☐ Yes 
☐ No 

9  ☐Not Imp. 
☐Minor Imp. 
☐Important 
☐Critical 

☐ Yes 
☐ No 

☐ Yes 
☐ No 

10  ☐Not Imp. 
☐Minor Imp. 
☐Important 
☐Critical 

☐ Yes 
☐ No 

☐ Yes 
☐ No 
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3C: Ability Statements 
 

# Ability Statement Importance Needed 
at Entry 

Distinguishing 
Value 

1  ☐Not Imp. 
☐Minor Imp. 
☐Important 
☐Critical 

☐ Yes 
☐ No 

☐ Yes 
☐ No 

2  ☐Not Imp. 
☐Minor Imp. 
☐Important 
☐Critical 

☐ Yes 
☐ No 

☐ Yes 
☐ No 

3  ☐Not Imp. 
☐Minor Imp. 
☐Important 
☐Critical 

☐ Yes 
☐ No 

☐ Yes 
☐ No 

4  ☐Not Imp. 
☐Minor Imp. 
☐Important 
☐Critical 

☐ Yes 
☐ No 

☐ Yes 
☐ No 

5  ☐Not Imp. 
☐Minor Imp. 
☐Important 
☐Critical 

☐ Yes 
☐ No 

☐ Yes 
☐ No 

6  ☐Not Imp. 
☐Minor Imp. 
☐Important 
☐Critical 

☐ Yes 
☐ No 

☐ Yes 
☐ No 

7  ☐Not Imp. 
☐Minor Imp. 
☐Important 
☐Critical 

☐ Yes 
☐ No 

☐ Yes 
☐ No 

8  ☐Not Imp. 
☐Minor Imp. 
☐Important 
☐Critical 

☐ Yes 
☐ No 

☐ Yes 
☐ No 

9  ☐Not Imp. 
☐Minor Imp. 
☐Important 
☐Critical 

☐ Yes 
☐ No 

☐ Yes 
☐ No 

10  ☐Not Imp. 
☐Minor Imp. 
☐Important 
☐Critical 

☐ Yes 
☐ No 

☐ Yes 
☐ No 
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3D: Additional Statements and Comments 
 
Please provide any additional comments for review regarding KSAs.  
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SECTION 4: MINIMUM QUALIFICATIONS 
 
4A: Education 
 
Check the education that is minimally required to perform the job: 

☐  Less than High School ☐  Bachelor’s Degree (Undergraduate) 

☐  High School Diploma or Equivalent (GED) ☐  Graduate Degree 

☐  Technical School ☐  Doctorate Degree 

☐  Associate Degree  

4B: Experience 
 
Check the years of experience that is needed to proficiently perform the job: 

☐  No experience needed ☐  3 years 

☐  6 months or less ☐  4 years 

☐  1 year  

☐  2 years ☐  Other:  (enter length of time and specify months/year) 
 

4C: Additional Education or Experience 
 
Describe any specific education and/or previous work experience required to perform the job. (For example, what type 
of background would you expect a successful job applicant to have?) 

 

 
4D: Licenses & Certifications 
 
1. Does the job require a Driver’s License? 

☐ YES      ☐  NO If yes, specify type:    
 
2. Please list any other licenses or certificates required by law or your employer to perform your job. 

# License or Certificate 
Required by: 

Law Employer 

1  
☐ ☐ 
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# License or Certificate 
Required by: 

Law Employer 

2  
☐ ☐ 

3  
☐ ☐ 

 

4E: Equipment Used 
 
List electronic equipment, software, machines, tools, instruments, equipment, protective or vehicles used in performing the 
essential duties of the job. Give the percent of time spent in use or operation for each. 

# Equipment % of 
Time # Equipment % of 

Time 

1   4   

2   5   

3   6   
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SECTION 5:  IMPACT AND SCOPE 
 
5A: Work Products 
 
List services and/or any work products directly generated as a result of the tasks and duties performed (e.g., policies, 
guidelines, budgets, reports, letters, memos, computer-generated printouts, profit and loss statements, etc.). List the 
receiver of each of these services/work products. 

 
# Services/Work Product(s) Receiver(s) 
1   

2   

3   

4   

5   

 

5B: Boards, Commissions, and/or Standing Committees 
 
List Boards, Commissions, and/or Standing Committees assigned as part of the duties of the position and indicate the 
participatory role by checking the appropriate box. 
 

# Board / Commission / Committee 
Receiver(s) 

Chair Member Executive 
Officer 

Staff 
Support 

1  
☐ ☐ ☐ ☐ 

2  
☐ ☐ ☐ ☐ 
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# Board / Commission / Committee 
Receiver(s) 

Chair Member Executive 
Officer 

Staff 
Support 

3  
☐ ☐ ☐ ☐ 

4  
☐ ☐ ☐ ☐ 

5  
☐ ☐ ☐ ☐ 

 

5C: Internal Contacts 
 
List persons within the organization, other than the direct supervisor and any direct subordinates, with whom there is 
regular contact while performing the duties of the position. Briefly describe the purpose (for example, to exchange 
information, make recommendations, make decisions, resolve conflicts) for these contacts and the frequency of their 
occurrence (e.g. daily, weekly, monthly, quarterly, annually).  

 
# Internal Contact(s) Purpose(s) Frequency 

1   ☐ Daily  
☐ Weekly 
☐ Monthly 

☐ Quarterly 
☐ Annually 

2   ☐ Daily  
☐ Weekly 
☐ Monthly 

☐ Quarterly 
☐ Annually 

3   ☐ Daily  
☐ Weekly 
☐ Monthly 

☐ Quarterly 
☐ Annually 

4   ☐ Daily  
☐ Weekly 
☐ Monthly 

☐ Quarterly 
☐ Annually 

5   ☐ Daily  
☐ Weekly 
☐ Monthly 

☐ Quarterly 
☐ Annually 

 
5D: External Contacts 
 
List the contacts regularly made with persons who are external to the organization while performing the duties of the 
position. Describe the purpose (for example, to exchange information, make recommendations, make decisions, 
resolve conflicts) of those contacts and the frequency of their occurrence (e.g. daily, weekly, monthly, quarterly, 
annually).  
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# External Contact(s) Purpose(s) Frequency 

1   ☐ Daily  
☐ Weekly 
☐ Monthly 

☐ Quarterly 
☐ Annually 

2   ☐ Daily  
☐ Weekly 
☐ Monthly 

☐ Quarterly 
☐ Annually 

3   ☐ Daily  
☐ Weekly 
☐ Monthly 

☐ Quarterly 
☐ Annually 

4   ☐ Daily  
☐ Weekly 
☐ Monthly 

☐ Quarterly 
☐ Annually 

5   ☐ Daily  
☐ Weekly 
☐ Monthly 

☐ Quarterly 
☐ Annually 
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SECTION 6:  SUPERVISION/DIRECTION 
 
6A: Supervision/Direction Received 
 
1. Please select one of the following types and amount of supervision that best describes the type and amount of 

supervision that the position receives (even if already described above). 

☐ Supervisor frequently checks job activities. 

☐ 
Works alone on routine or regular work assignments and checks with supervisor on non-routine 
assignments or when in doubt as to the correct procedures to follow. 

☐ 
Receives occasional supervision while working toward a definite objective that requires use of a wide 
range of procedures. Plans and/or determines specific procedures or equipment required to meet 
assigned objectives and solves non-routine problems. Refers only unusual matters to supervisor. 

☐  
Works from broad policies and towards general objectives. Refers specific matters to superior(s) only 
when interpretation or clarification of organizational policies is necessary. 

☐ Works from general directives or broadly defined missions of the organization. 

2. From whom are work assignments received? 
# Work Assignment(s) Assigned By Title 
1    

2    

3    

4    

5    

 

3. How is work checked in order to discover/eliminate errors? 
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6B: Supervision/Direction Given 
 

1. Does the position directly supervise employees? 

☐ YES      ☐  NO 

Indicate the total number of employees supervised directly:  
  

and indirectly:  
 
2. Does position perform “Lead” duties? 

(Lead duties generally include providing training and/or ongoing guidance to staff; assigning and monitoring work; 
and assisting in providing information to the supervisor in areas such as employee selection, performance 
evaluations, and coverage schedules. Lead workers are typically not responsible for hiring/firing, corrective action, 
or preparing performance evaluations though they may provide input for the evaluations.) 

☐ YES      ☐  NO 

 
3. List the employees directly supervised or lead (include name, classification, and status). If position supervises or 

leads more than ten employees, list only the job titles and number of people supervised: 

Status 
• FTE = Full-Time Employee 

• PTE = Part-Time Career or Part-Time Contract Employee (seasonal/intermittent) 

• TEMP = Temporary or Contract Employee 

 
# Job Title Name(s) # FTE # PT/TEMP 
1     

2     

Attachment B

16B.46



# Job Title Name(s) # FTE # PT/TEMP 
3     

4     

5     
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4. What type of supervision/lead is provided?  Please select all of the supervisory/lead duties performed, the 
level of authority, and indicate whether the activity is performed for employees, non-employees (e.g. 
contractors), or both.  

Duty No Authority Recommend 
With Prior 
Approval 

On Own 
Authority 

Employee or 
Non-Employee 

Train others ☐ ☐  ☐ ☐  

Hire employees ☐ ☐  ☐ ☐  

Plan and/or schedule work for others 
on specific projects   ☐ ☐  ☐ ☐ 

 

Plan and/or schedule work for others 
on a daily basis ☐ ☐  ☐ ☐ 

 

Assign or delegate work to others on 
specific projects ☐ ☐  ☐ ☐ 

 

Assign or delegate work to others on a 
daily basis ☐ ☐  ☐ ☐  

Monitor work of others on specific 
projects or on a daily basis (please 
specify) 

☐ ☐  ☐ ☐ 
 

Establish rules, procedures, and/or 
standards ☐ ☐  ☐ ☐ 

 

Approve overtime and/or leave ☐ ☐  ☐ ☐  

Evaluate performance ☐ ☐  ☐ ☐  

Take corrective action ☐ ☐  ☐ ☐  

Resolve complaints and/or grievances ☐ ☐  ☐ ☐  

Other ☐ ☐  ☐ ☐  
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SECTION 7:  AUTHORITY 
 
1. Check the box which most closely describes the level of discretion and independent judgment that correlates to 

the level of authority assigned to the position for each listed work activity. Where there are options listed for 
organization/department/division/section, please circle the level within the organization for which the authority 
and/or independent judgment is exercised.  

 

Work Activity No 
Authority 

Recommend 
Within 

Prescribed 
Guidelines 

On Own 
Authority 

Frequency 
(Daily, Weekly, 

Monthly) 
Determine long-term strategic planning objectives 
for the organization/department/division/section ☐ ☐ ☐ ☐ 

 
 

Determine and develop policies and procedures for 
the organization/department/division/section ☐ ☐ ☐ ☐  

Change/re-direct policies and procedures for the 
organization/department/division/section ☐ ☐ ☐ ☐  
Implement policies and procedures for the 
organization/department/division/section ☐ ☐ ☐ ☐  
Determine and develop goals and objectives for the 
organization/department/division/section ☐ ☐ ☐ ☐  
Implement goals and objectives for the 
organization/department/division/section ☐ ☐ ☐ ☐  
Acquire resources needed to accomplish goals and 
objectives for the organization/department/ 
division/section 

☐ ☐ ☐ ☐  

Establish and organize work priorities and processes 
for own position ☐ ☐ ☐ ☐  
Establish and organize work priorities and processes 
for other positions ☐ ☐ ☐ ☐  
Establish operational and/or capital budget amounts 
for organization/department/division/section  

☐ ☐ ☐ ☐ 

 Annual budget amount:  
  

Authorized expenditure level per 
occurrence assigned to your position: 

 

Manage/administer operational and/or capital 
budget amounts for organization/department/ 
division/section  

☐ ☐ ☐ ☐ 

 Annual budget amount:  
  

Authorized expenditure level per 
occurrence assigned to your position: 

 

Monitor operational and/or capital budget amounts 
for organization/department/division/section  

☐ ☐ ☐ ☐ 

 Annual budget amount:  
  

Authorized expenditure level per 
occurrence assigned to your position: 
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2. Authority: What level of authority does the position have to ensure compliance with laws, codes, and standards? 

For example:  
• The position can halt construction work if work is found to be out of compliance with standards. 

• The position issues warnings to residents. After two warnings, the position initiates legal action by… 

• The position arrests individuals breaking the law. 

 

 

What corrective action is taken if noncompliance or substandard conditions are detected?  What options are 
available? 
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3. Budget: Are there any duties and responsibilities in the organization budget process (e.g., plan, model, prepare, 
review, monitor, approve, etc.)?  

 
☐ YES      ☐  NO 

If yes, describe the duties and responsibilities below: 

 

 

Amount of operating budget for which the position is responsible, if any:  

 

4. Project budgets: Are there any capital budget responsibilities (e.g. plan, prepare, monitor, approve, etc.)? 

 
☐ YES      ☐  NO 

# Project Title Roles/Duties Project Amount ($) 
1    

2    

3    

4    

5    
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SECTION 8: ESSENTIAL FUNCTIONS – ADA 
 
Physical Requirements  

Please review the definitions and check the box that indicates how often you perform each physical requirement 
listed. 

Frequency: This factor considers the frequency in which the physical requirements are performed as part of the 
essential functions of the job. 

Rarely: once or twice, or never Frequently: weekly basis 
Seldom: quarterly to yearly basis A few times per day: 1-4 times per day 
Occasionally: monthly/bi-monthly basis Several times per day: 5+ times per day 

 

Activity Rarely Seldom Occasional Frequently 
Few 

Times/Day 
Several 

Times/Day 

CLIMBING:  Ascends or descends ladders, 
stairs, scaffolding, ramps, poles, etc. using feet 
and legs and/or hands and arms 

☐ ☐  ☐ ☐ ☐ ☐  

STOOPING:  Bends body downward and 
forward by bending spine at waist ☐ ☐  ☐ ☐ ☐ ☐  

KNEELING:  Bends legs at knee; comes to rest 
on a knee or knees ☐ ☐  ☐ ☐ ☐ ☐  

CROUCH:  Bends body downward and forward 
by bending leg and spine ☐ ☐  ☐ ☐ ☐ ☐  

CRAWLING:  Moves about on hands and knees 
or hands and feet ☐ ☐  ☐ ☐ ☐ ☐  

REACHING:  Extends hand(s) and arm(s) in any 
direction ☐ ☐  ☐ ☐ ☐ ☐  

STANDING:  Stands for long periods of time ☐ ☐  ☐ ☐ ☐ ☐  

WALKING:  Moves about on feet ☐ ☐  ☐ ☐ ☐ ☐  

SITTING:  Sits for extended periods of time ☐ ☐  ☐ ☐ ☐ ☐  

PUSHING:  Uses upper extremities to press 
against something with steady force to thrust 
object forward, downward or outward 

☐ ☐  ☐ ☐ ☐ ☐  

PULLING:  Uses upper extremities to exert 
force to draw, drag, haul or tug  
objects in a sustained motion 

☐ ☐  ☐ ☐ ☐ ☐  

FINGER DEXTERITY:  Picks, pinches, types, or 
otherwise primarily works with fingers rather 
than the whole hand or arm 

☐ ☐  ☐ ☐ ☐ ☐  
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Activity Rarely Seldom Occasional Frequently 
Few 

Times/Day 
Several 

Times/Day 

GRASPING:  Applies pressure to an object with 
the fingers and palm ☐ ☐  ☐ ☐ ☐ ☐  

FEELING:  Perceives attributes of objects, such 
as size, shape, temperature, texture, by 
touching with skin, particularly that of 
fingertips 

☐ ☐  ☐ ☐ ☐ ☐  

TALKING:  Expresses or exchanges ideas by 
means of the spoken word ☐ ☐  ☐ ☐ ☐ ☐  

HEARING:  Receives detailed information 
through oral communication ☐ ☐  ☐ ☐ ☐ ☐  

BALANCING:  Maintains body equilibrium to 
prevent falling when walking, standing or 
crouching on narrow, slippery or erratically 
moving surfaces (Exceeds that needed for 
ordinary locomotion and maintenance of body 
equilibrium) 

☐ ☐  ☐ ☐ ☐ ☐  

 

Visual Requirements 

Check the box that indicates how often you perform each requirement listed. 

Frequency: This factor considers the frequency in which the visual requirements are performed as part of the 
essential functions of the job. 

Rarely: once or twice, or never Frequently: weekly basis 
Seldom: quarterly to yearly basis A few times per day: 1-4 times per day 
Occasionally: monthly/bi-monthly basis Several times per day: 5+ times per day 

 

Activity Rarely Seldom Occasional Frequently 
Few 

Times/Day 
Several 

Times/Day 

Work performed requires the ability to see 
distances under 12 inches ☐ ☐  ☐ ☐ ☐ ☐  

Work performed requires the ability to see at 
an arm's length ☐ ☐  ☐ ☐ ☐ ☐  

Work performed requires the ability to see 
distances over 20 feet ☐ ☐  ☐ ☐ ☐ ☐  

Work performed requires the use of both eyes 
(field of vision) ☐ ☐  ☐ ☐ ☐ ☐  
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Activity Rarely Seldom Occasional Frequently 
Few 

Times/Day 
Several 

Times/Day 

Work performed requires the ability to 
distinguish basic colors ☐ ☐  ☐ ☐ ☐ ☐  

Work performed requires the ability to 
distinguish shades of colors ☐ ☐  ☐ ☐ ☐ ☐  

Work performed requires depth perception ☐ ☐  ☐ ☐ ☐ ☐  
 

Other Functional Requirements 

Check the box that indicates how often you perform each requirement listed. 

Frequency: This factor considers the frequency of other functional requirements are performed as part of the 
essential functions of the job. 

Rarely: once or twice, or never Frequently: weekly basis 
Seldom: quarterly to yearly basis A few times per day: 1-4 times per day 
Occasionally: monthly/bi-monthly basis Several times per day: 5+ times per day 

 

Activity Rarely Seldom Occasional Frequently 
Few 

Times/Day 
Several 

Times/Day 

Operates truck, tractor, motor vehicle, forklift, 
or other moving equipment ☐ ☐ ☐ ☐ ☐ ☐ 

Repetitive use of foot control: 
☐ Right only   

☐ Left only   

☐ Both         

☐ ☐ ☐ ☐ ☐ ☐ 

Repetitive use of hands: 
☐ Right only    

☐ Left only   

☐ Both         

☐ ☐ ☐ ☐ ☐ ☐ 
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SECTION 9: STATEMENTS  
 
9A: Employee’s Statement  

EMPLOYEE’S STATEMENT 

If there are other aspects of your job not covered in this questionnaire that are important in understanding 
your job content, please describe below.  You may also attach additional information or pages if needed. This 
includes any previous PDQs or job-related documents. 
 

 

 

 ☐ By checking this box, I certify that I am the individual named below who has completed this questionnaire. 

Printed Name:  Date: 

   
 

Classification Title:   

   
 

If a group PDQ, please have all additional respondents sign. 

Full Name Signature 
  

  

  

  

  

You have completed the employee section of the Classification Questionnaire.  

Please send to your immediate supervisor for review by Friday, September 21, 2018. 

Thank you for your participation! 
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NEXT LEVEL SUPERVISOR STATEMENT 

9B: Supervisor Statement 
 
After reviewing this employee’s questionnaire carefully to see that it is accurate and complete, please fill out Items 
1-8 below.   

Do not fill in these items unless you supervise the employee directly. Your certification below means that you accept 
responsibility for the accuracy and completeness with which the entire questionnaire describes the duties and 
responsibility of the job.   

If the Employee’s Statement does not express your view of the duties, responsibilities and essential functions that 
you have assigned the employee, please clarify or elaborate below.  Please allow your employees to review your 
responses if they request to see them.  

There are two essential cautions you should observe: 

 Under no circumstances should the employee’s entries in the Employee’s Statement section be altered. 

 Do not make any statements or comments about the employee’s work performance, competence, or 
qualifications.  This questionnaire will be used to evaluate the duties that constitute the position, not the 
performance or qualifications of the employee.  

 
1. Does the job summary/definition of the classification accurately reflect the general responsibilities and work 

performed by this classification?  If not, please clarify. 

 

 

2. Do you agree with the essential tasks and the ratings provided by the employee? If not, please clarify. 

 

 

3. Do you agree with education/experience statement?   If not, please clarify. 

 

 

4. Do you agree with licenses/certification statement?   If not, please clarify. 
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5. Do you agree with the impact and scope as described by the employee?  If not, please clarify. 

 

 

6. Do you agree with the supervision given/received as described by the employee? If not, please clarify. 

 

 

7. What additional information should be considered in evaluating the appropriate classification for this position? 

 

 

8. Is reorganization or other changes planned or taking place in your organization that will impact the content or 
level of this job? 

 

☐   By checking this box, I certify that I supervise the employee who has completed this questionnaire. 

Printed Name:  Classification Title: 

   

 
Signature:  Date: 

   

You have completed the next level supervisor section of the Classification Questionnaire.  

Please send to your Manager for review by Friday, September 28, 2018. 

Thank you for your participation! 
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MANAGER STATEMENT 

9C: Manager Statement 
 
After reviewing this employee’s questionnaire carefully to see that it is accurate and complete, please complete 
the items below.   

Do not fill in these items unless you are the applicable manager to the incumbent/classification. Your 
certification below means that you accept responsibility for the accuracy and completeness with which the 
entire questionnaire describes the duties and responsibility of the job.   

If the Employee’s Statement does not express your view of the duties, responsibilities and essential functions 
that you have assigned the employee, please clarify or elaborate below.   

There are two essential cautions you should observe: 

 Under no circumstances should the employee’s entries in the Employee’s Statement section be 
altered. 

 Do not make any statements or comments about the employee’s work performance, competence, or 
qualifications.  This questionnaire will be used to evaluate the duties that constitute the position, not 
the performance or qualifications of the employee.  

After you have reviewed this questionnaire and completed this page, please save this document and send to 
Angela Aiken in Human Resources by Friday, October 1, 2018. 

Do you agree with the information given by the employee? 

☐ YES  ☐ NO 

If not, please clarify: 
 

 
Printed Name:  Classification Title: 

   

Signature:  Date: 
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Appendix C: Position Allocation 
Recommendations Sorted by Incumbent Name 
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Full Name Current Class Title Proposed Class Title PDQ 
Received 

Interviewed 
(Y/N/Group)  Comments 

Abundez Camacho, Luis A Custodial Service Worker I Custodial Service Worker Yes No Maintain and retitle 

Alcorn, Holly Senior Accounting 
Technician Accounting Technician II Yes No 

Maintain and retitle; recommend flexible 
allocation (I/II); actual incumbent level to be 
determined by METRO based on incumbent 
qualifications, flexible allocation policy 

Alvarez-Castillo, Cesar Mechanic I Mechanic I No No 

Maintain; recommend flexible allocation (I/II); 
actual incumbent level to be determined by 
METRO based on incumbent qualifications, 
flexible allocation policy 

Arias, Esmeralda Customer Service 
Representative 

Customer Service 
Representative Yes No Maintain 

Ayres, Chrystal L Transit Supervisor Transit Supervisor Yes No Maintain 

Ballesteros, Ivan Mechanic I Mechanic I No No 

Maintain; recommend flexible allocation (I/II); 
actual incumbent level to be determined by 
METRO based on incumbent qualifications, 
flexible allocation policy 

Barnes, Scott Facilities Maintenance 
Worker II 

Facilities Maintenance 
Worker Yes Group Maintain and retitle 

Bauer, Donna Administrative Assistant Administrative Assistant Yes No Maintain 

Bayer, Lorraine Accountant II Accountant II Yes No 

Maintain; recommend flexible allocation (I/II); 
actual incumbent level to be determined by 
METRO based on incumbent qualifications, 
flexible allocation policy 

Berrelleza, Pablo D Transit Supervisor Transit Supervisor Yes Group Maintain 
Bibriesca, Eduardo Transit Supervisor Transit Supervisor Yes No Maintain 
Blight, Karen J Administrative Assistant Administrative Assistant Yes Yes Maintain 

Brown, Ernest L Lead Custodian (Custodial 
Coord) Custodial Supervisor Yes Yes Reclassify to new class based on preponderant 

duties 

Brubeck, Delee Personnel Technician Human Resources 
Technician Yes Yes Maintain and retitle 

Bushnell, Ron Transit Supervisor Transit Supervisor Yes No Maintain 
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Full Name Current Class Title Proposed Class Title PDQ 
Received 

Interviewed 
(Y/N/Group)  Comments 

Bytheway, Mary E Accounting Specialist Accounting Technician 
Specialist Yes No Maintain and retitle 

Castillo, Antonio T Fleet Maintenance 
Supervisor 

Fleet Maintenance 
Supervisor Yes No Maintain 

Castillo, Juan V Transit Supervisor Transit Supervisor Yes No Maintain 
Castillo, Vincent Custodial Service Worker I Custodial Service Worker Yes No Maintain and retitle 
Cawaling, George T Receiving Parts Clerk Stock Clerk Yes No Reclassify based on preponderant duties 
Chavarria, Tarquino C Custodial Service Worker I Custodial Service Worker Yes No Maintain and retitle 

Crane, Sara M Administrative Specialist Accounting Technician II Yes Yes 

Reclassify based on preponderant duties; 
actual incumbent level to be determined by 
METRO based on incumbent qualifications, 
flexible allocation policy 

Cummins, Edward G Lead Mechanic Senior Mechanic Yes No Maintain and retitle 
Currea, Julio Mechanic III Mechanic III Yes Group Maintain 

Daugherty, A. J Accessible Services 
Coordinator 

Accessible Services 
Coordinator Yes Yes Maintain 

Delfin, Flor Monik Human Resources 
Generalist Human Resources Analyst Yes No Maintain and retitle 

Diaz, Edward M Mechanic I Mechanic I No No 

Maintain; recommend flexible allocation (I/II); 
actual incumbent level to be determined by 
METRO based on incumbent qualifications, 
flexible allocation policy 

Estrada, Uriel Lead Mechanic Senior Mechanic Yes No Maintain and retitle 
Eusse-Gil, Andrea Schedule Analyst Scheduling Specialist Yes Yes Maintain and retitle 

Favela, Javier Vehicle Service Technician Senior Vehicle Service 
Worker Yes No Maintain and retitle 

Fischer, Jennifer Administrative Assistant Administrative Assistant Yes No Maintain 

Fonseca, Adela N Customer Service 
Representative 

Customer Service 
Representative Yes No Maintain 

Forshner-Jensen, Heather Customer Service 
Coordinator 

Customer Service 
Supervisor Yes Group Reclassify to new class based on preponderant 

duties 
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Full Name Current Class Title Proposed Class Title PDQ 
Received 

Interviewed 
(Y/N/Group)  Comments 

Gallet, Mary R Customer Service 
Representative 

Customer Service 
Representative Yes No Maintain 

Garcia, Antonio Z Vehicle Service Worker I Vehicle Service Worker I Yes No 

Maintain and retitle; recommend flexible 
allocation (I/II); actual incumbent level to be 
determined by METRO based on incumbent 
qualifications, flexible allocation policy 

Gastelum, Juan G Custodial Service Worker I Custodial Service Worker Yes No Maintain and retitle 
Guerrero, Teodoro Vehicle Service Detailer Vehicle Service Detailer Yes No Maintain 
Guild, Wesley I Electronic Technician Electronic Technician Yes No Maintain 

Hernandez, Efrain U Vehicle Service Worker II Vehicle Service Worker II Yes Group 

Maintain and retitle; recommend flexible 
allocation (I/II); actual incumbent level to be 
determined by METRO based on incumbent 
qualifications, flexible allocation policy 

Hernandez, Jaime Mechanic III Mechanic III Yes No Maintain 

Hernandez, Maria P Customer Service 
Representative 

Customer Service 
Representative Yes No Maintain 

Hernandez, Victor A Customer Service 
Representative 

Customer Service 
Representative Yes No Maintain 

Hill, Cayla Planning Analyst Planning Data Analyst Yes No Maintain and retitle 
Hiltner, Thomas M Grants/Legislative Analyst Grants/Legislative Analyst Yes No Maintain 

Howard, Sandra D Customer Service 
Representative 

Customer Service 
Representative Yes No Maintain 

Iriguchi, Lucas Facilities Maintenance 
Worker II 

Facilities Maintenance 
Worker Yes Group Maintain and retitle 

Jeffries, Joan Administrative Specialist Administrative Specialist Yes No Maintain 
Kane, Chris Custodial Service Worker I Custodial Service Worker Yes No Maintain and retitle 
Kegley, Rickie-Ann Paralegal with HR Duties Senior Paralegal Yes No Maintain and retitle 

Lam, Brian C Facilities Maintenance 
Worker II 

Facilities Maintenance 
Worker Yes No Maintain and retitle 
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Full Name Current Class Title Proposed Class Title PDQ 
Received 

Interviewed 
(Y/N/Group)  Comments 

Legorreta, Pete N Transit Supervisor Transit Supervisor Yes No Maintain 

Leonard, Christopher R Mechanic II Mechanic II Yes No 

Maintain; recommend flexible allocation (I/II); 
actual incumbent level to be determined by 
METRO based on incumbent qualifications, 
flexible allocation policy 

LoGiudice, Jason A Lead Mechanic Senior Mechanic Yes No Maintain and retitle 
MacDonell, Ryan Lead Parts Clerk - FM Senior Stock Clerk Yes No Maintain and retitle 

Madrigal, Manuel Vehicle Service Worker I Vehicle Service Worker I Yes No 

Maintain and retitle; recommend flexible 
allocation (I/II); actual incumbent level to be 
determined by METRO based on incumbent 
qualifications, flexible allocation policy 

Marquez, Raymundo D Vehicle Service Detailer Vehicle Service Detailer Yes No Maintain 

Martin, Dawn Senior Accounting 
Technician Accounting Technician II Yes No 

Maintain and retitle; recommend flexible 
allocation (I/II); actual incumbent level to be 
determined by METRO based on incumbent 
qualifications, flexible allocation policy 

Martin, Melody Customer Service 
Representative 

Customer Service 
Representative Yes No Maintain 

Martinez Lucio, Freddie Payroll Specialist Payroll Technician Yes No Maintain and retitle 

Mata, Joseph G Upholsterer II Upholsterer II Yes Yes 

Maintain and retitle; recommend flexible 
allocation (I/II); actual incumbent level to be 
determined by METRO based on incumbent 
qualifications, flexible allocation policy 

Mayweather, Anson B Ticket and Pass Program 
Specialist 

Ticket and Pass Program 
Specialist Yes No Maintain 

Mendoza, Marisela M Vehicle Service Worker II Vehicle Service Worker II Yes No 

Maintain and retitle; recommend flexible 
allocation (I/II); actual incumbent level to be 
determined by METRO based on incumbent 
qualifications, flexible allocation policy 
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Full Name Current Class Title Proposed Class Title PDQ 
Received 

Interviewed 
(Y/N/Group)  Comments 

Mendoza, Maritza L Administrative Assistant 
Supervisor Administrative Supervisor Yes No Maintain and retitle 

Mihaylova, Kristina Senior Financial Analyst Financial Analyst II Yes No 

Maintain and retitle; recommend flexible 
allocation (I/II); actual incumbent level to be 
determined by METRO based on incumbent 
qualifications, flexible allocation policy 

Misenheimer, Nathan L Parts Clerk Stock Clerk Yes No Maintain and retitle 
Moreno, Tomas Custodial Service Worker I Custodial Service Worker Yes No Maintain and retitle 
Nevin, John C Transit Supervisor Transit Supervisor Yes No Maintain 

Ng, Jane Senior Information 
Technology Technician 

Information Technology 
Technician II Yes Yes 

Maintain and retitle; recommend flexible 
allocation (I/II); actual incumbent level to be 
determined by METRO based on incumbent 
qualifications, flexible allocation policy 

Nolen, Greg Fleet Maintenance 
Supervisor 

Fleet Maintenance 
Supervisor Yes No Maintain 

Olander, Joy J Senior Payroll Specialist Senior Payroll Technician Yes No Maintain and retitle 

Pena, Leonardo Safety and Training 
Coordinator 

Safety and Training 
Coordinator Yes No Maintain 

Perez, Christopher D Mechanic I Mechanic I Yes Group 

Maintain; recommend flexible allocation (I/II); 
actual incumbent level to be determined by 
METRO based on incumbent qualifications, 
flexible allocation policy 

Perez, Eric Vehicle Service Worker II Vehicle Service Worker II Yes No 

Maintain and retitle; recommend flexible 
allocation (I/II); actual incumbent level to be 
determined by METRO based on incumbent 
qualifications, flexible allocation policy 

Pyka, Matthew Transit Supervisor Transit Supervisor Yes No Maintain 
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Full Name Current Class Title Proposed Class Title PDQ 
Received 

Interviewed 
(Y/N/Group)  Comments 

Rasmussen, Peter Transportation Planner Transportation Planner II Yes No 

Maintain and retitle; recommend flexible 
allocation (I/II); actual incumbent level to be 
determined by METRO based on incumbent 
qualifications, flexible allocation policy 

Raygoza-Ramirez, Jose Mechanic I Mechanic I Yes No 

Maintain; recommend flexible allocation (I/II); 
actual incumbent level to be determined by 
METRO based on incumbent qualifications, 
flexible allocation policy 

Rios, Michael Transit Supervisor Transit Supervisor Yes No Maintain 

Rocha, Dario Mechanic II Mechanic II Yes No 

Maintain; recommend flexible allocation (I/II); 
actual incumbent level to be determined by 
METRO based on incumbent qualifications, 
flexible allocation policy 

Rocha, Luis A Mechanic II Mechanic II Yes No 

Maintain; recommend flexible allocation (I/II); 
actual incumbent level to be determined by 
METRO based on incumbent qualifications, 
flexible allocation policy 

Rodriguez, Ezequiel Facilities Maintenance 
Worker I 

Facilities Maintenance 
Assistant Yes No Maintain and retitle 

Rubio, Benjamin T Customer Service 
Coordinator 

Customer Service 
Supervisor Yes Group Reclassify to new class based on preponderant 

duties 

Sanchez, Lupe Customer Service 
Representative 

Customer Service 
Representative Yes No Maintain 

Sandoval, Sasha G Customer Service 
Representative 

Customer Service 
Representative Yes No Maintain 

Seda, Delvis F Transit Supervisor Transit Supervisor Yes No Maintain 
Solorio, Rina Purchasing Assistant Purchasing Technician Yes No Maintain and retitle 

Szestowicki, Thomas Safety Specialist Safety Program Specialist I Yes No 

Maintain and retitle; recommend flexible 
allocation (I/II); actual incumbent level to be 
determined by METRO based on incumbent 
qualifications, flexible allocation policy 
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Full Name Current Class Title Proposed Class Title PDQ 
Received 

Interviewed 
(Y/N/Group)  Comments 

Thompson, Elizabeth Transit Supervisor Transit Supervisor Yes Group Maintain 

Thorn, Michael Mechanic II Mechanic II Yes Group 

Maintain; recommend flexible allocation (I/II); 
actual incumbent level to be determined by 
METRO based on incumbent qualifications, 
flexible allocation policy 

Torres, Elmer Facilities Maintenance 
Worker II 

Facilities Maintenance 
Worker Yes No Maintain and retitle 

Valdez, David Vehicle Service Technician Senior Vehicle Service 
Worker Yes No Maintain and retitle 

Vascones, Jordan System Administrator Systems Administrator I Yes No 

Maintain and retitle; recommend flexible 
allocation (I/II); actual incumbent level to be 
determined by METRO based on incumbent 
qualifications, flexible allocation policy 

Vasquez, Catalino S Mechanic II Mechanic II Yes No 

Maintain; recommend flexible allocation (I/II); 
actual incumbent level to be determined by 
METRO based on incumbent qualifications, 
flexible allocation policy 

Vasquez, Cristobal R Facilities Maintenance 
Worker I 

Facilities Maintenance 
Assistant Yes No Maintain and retitle 

Villarruel Tavares, Juan M Mechanic I Mechanic I Yes No 

Maintain; recommend flexible allocation (I/II); 
actual incumbent level to be determined by 
METRO based on incumbent qualifications, 
flexible allocation policy 

Wagley, Eileen Paratransit Eligibility 
Coordinator 

Paratransit Eligibility 
Coordinator Yes No Maintain 

Willis, Gregory A Supervisor/Parts and 
Materials - FM 

Parts and Materials 
Supervisor Yes Yes Maintain and retitle 

Willis, Robert S Facilities Maintenance 
Supervisor 

Facilities Maintenance 
Supervisor Yes No Maintain 

Woliczko, Stefan T Senior Facilities 
Maintenance Worker 

Senior Facilities 
Maintenance Worker Yes Yes Maintain 

Attachment B

16B.66



Full Name Current Class Title Proposed Class Title PDQ 
Received 

Interviewed 
(Y/N/Group)  Comments 

Zamarripa, Jose D Vehicle Service Worker II Vehicle Service Worker II Yes Group 

Maintain and retitle; recommend flexible 
allocation (I/II); actual incumbent level to be 
determined by METRO based on incumbent 
qualifications, flexible allocation policy 

Zenteno, Daniel P Mechanic I Mechanic I Yes No 

Maintain; recommend flexible allocation (I/II); 
actual incumbent level to be determined by 
METRO based on incumbent qualifications, 
flexible allocation policy 

ZZZ-VACANT Account Clerk Accounting Clerk Yes No Maintain and retitle 

ZZZ-VACANT Accounting Technician Accounting Technician I/II Yes No Maintain and retitle; recommend flexible 
allocation (I/II) 

ZZZ-VACANT Accounting Technician Accounting Technician I/II Yes No Maintain and retitle; recommend flexible 
allocation (I/II) 

ZZZ-VACANT Administrative Assistant Administrative Assistant Yes No Maintain 
ZZZ-VACANT Administrative Assistant Administrative Assistant Yes No Maintain 

ZZZ-VACANT Administrative Assistant 
Supervisor Administrative Supervisor Yes No Maintain and retitle 

ZZZ-VACANT Administrative Clerk I Administratve Clerk Yes No Maintain and retitle 
ZZZ-VACANT Administrative Specialist Administrative Specialist Yes No Maintain 

ZZZ-VACANT Assistant Safety and 
Training Coord 

Safety and Training 
Instructor Yes No Maintain and retitle 

ZZZ-VACANT Benefits Administrator Benefits Technician Yes No Maintain and retitle 

ZZZ-VACANT Body Shop Repair 
Mechanic 

Vehicle Body Repair 
Mechanic Yes No Maintain and retitle 

ZZZ-VACANT Claims Investigator I Claims Technician I/II Yes No Maintain and retitle; recommend flexible 
allocation (I/II) 

ZZZ-VACANT Claims Investigator II Claims Technician I/II Yes No Maintain and retitle; recommend flexible 
allocation (I/II) 
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Full Name Current Class Title Proposed Class Title PDQ 
Received 

Interviewed 
(Y/N/Group)  Comments 

ZZZ-VACANT Custodial Service Worker II Senior Custodial Service 
Worker Yes No Maintain and retitle 

ZZZ-VACANT Customer Service 
Representative 

Customer Service 
Representative Yes No Maintain 

ZZZ-VACANT Financial Analyst Financial Analyst I/II Yes No Maintain and retitle; recommend flexible 
allocation (I/II) 

ZZZ-VACANT Fleet Maintenance 
Supervisor 

Fleet Maintenance 
Supervisor Yes No Maintain 

ZZZ-VACANT Human Resources Clerk Human Resources Clerk Yes No Maintain 

ZZZ-VACANT Human Resources 
Specialist 

Human Resources 
Specialist Yes No Maintain 

ZZZ-VACANT Junior Transportation 
Planner Transportation Planner I Yes No Maintain and retitle; recommend flexible 

allocation (I/II) 

ZZZ-VACANT Legal Secretary Legal Secretary Yes No 

Maintain; recommend flexible allocation (I/II); 
actual incumbent level to be determined by 
METRO based on incumbent qualifications, 
flexible allocation policy 

ZZZ-VACANT Paralegal Paralegal Yes No Maintain 
ZZZ-VACANT Purchasing Agent Purchasing Agent Yes No Maintain 
ZZZ-VACANT Revenue Specialist Revenue Collection Clerk Yes No Maintain and retitle 

ZZZ-VACANT Senior Safety Specialist Safety Program Specialist 
I/II No No Maintain and retitle; recommend flexible 

allocation (I/II) 

ZZZ-VACANT Senior Transportation 
Planner 

Senior Transportation 
Planner Yes No Maintain 

ZZZ-VACANT Supervising Accountant Accountant Supervisor Yes No Maintain and retitle 

ZZZ-VACANT Supervisor of Revenue 
Collection 

Revenue Collection 
Supervisor Yes No Maintain and retitle 

ZZZ-VACANT Transit Surveyor Planning Program Aide Yes No Maintain and retitle 

ZZZ-VACANT Transportation Planning 
Aide Transportation Planner I/II Yes No Reclassify based on preponderant duties; 

recommend flexible allocation (I/II) 
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Full Name Current Class Title Proposed Class Title PDQ 
Received 

Interviewed 
(Y/N/Group)  Comments 

ZZZ-VACANT Transportation Planning 
Supervisor 

Transportation Planning 
Supervisor Yes No Maintain 

ZZZ-VACANT Upholsterer I Upholsterer I/II Yes No Maintain and retitle; recommend flexible 
allocation (I/II) 
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Appendix D: Position Allocation 
Recommendations Sorted by Current Class 
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Full Name Current Class Title Proposed Class Title PDQ 
Received 

Interviewed 
(Y/N/Group)  Comments 

Daugherty, A. J Accessible Services 
Coordinator 

Accessible Services 
Coordinator Yes Yes Maintain 

ZZZ-VACANT Account Clerk Accounting Clerk Yes No Maintain and retitle 

Bayer, Lorraine Accountant II Accountant II Yes No 

Maintain; recommend flexible allocation (I/II); 
actual incumbent level to be determined by 
METRO based on incumbent qualifications, 
flexible allocation policy 

Bytheway, Mary E Accounting Specialist Accounting Technician 
Specialist Yes No Maintain and retitle 

ZZZ-VACANT Accounting Technician Accounting Technician I/II Yes No Maintain and retitle; recommend flexible 
allocation (I/II) 

ZZZ-VACANT Accounting Technician Accounting Technician I/II Yes No Maintain and retitle; recommend flexible 
allocation (I/II) 

Bauer, Donna Administrative Assistant Administrative Assistant Yes No Maintain 
Blight, Karen J Administrative Assistant Administrative Assistant Yes Yes Maintain 
Fischer, Jennifer Administrative Assistant Administrative Assistant Yes No Maintain 
ZZZ-VACANT Administrative Assistant Administrative Assistant Yes No Maintain 
ZZZ-VACANT Administrative Assistant Administrative Assistant Yes No Maintain 

Mendoza, Maritza L Administrative Assistant 
Supervisor Administrative Supervisor Yes No Maintain and retitle 

ZZZ-VACANT Administrative Assistant 
Supervisor Administrative Supervisor Yes No Maintain and retitle 

ZZZ-VACANT Administrative Clerk I Administrative Clerk Yes No Maintain and retitle 

Crane, Sara M Administrative Specialist Accounting Technician II Yes Yes 

Reclassify based on preponderant duties;  
actual incumbent level to be determined by 
METRO based on incumbent qualifications, 
flexible allocation policy 

Jeffries, Joan Administrative Specialist Administrative Specialist Yes No Maintain 
ZZZ-VACANT Administrative Specialist Administrative Specialist Yes No Maintain 
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Full Name Current Class Title Proposed Class Title PDQ 
Received 

Interviewed 
(Y/N/Group)  Comments 

ZZZ-VACANT Assistant Safety and 
Training Coord 

Safety and Training 
Instructor Yes No Maintain and retitle 

ZZZ-VACANT Benefits Administrator Benefits Technician Yes No Maintain and retitle 

ZZZ-VACANT Body Shop Repair 
Mechanic 

Vehicle Body Repair 
Mechanic Yes No Maintain and retitle 

ZZZ-VACANT Claims Investigator I Claims Technician I/II Yes No Maintain and retitle; recommend flexible 
allocation (I/II) 

ZZZ-VACANT Claims Investigator II Claims Technician I/II Yes No Maintain and retitle; recommend flexible 
allocation (I/II) 

Abundez Camacho, Luis A Custodial Service Worker I Custodial Service Worker Yes No Maintain and retitle 
Castillo, Vincent Custodial Service Worker I Custodial Service Worker Yes No Maintain and retitle 
Chavarria, Tarquino C Custodial Service Worker I Custodial Service Worker Yes No Maintain and retitle 
Gastelum, Juan G Custodial Service Worker I Custodial Service Worker Yes No Maintain and retitle 
Kane, Chris Custodial Service Worker I Custodial Service Worker Yes No Maintain and retitle 
Moreno, Tomas Custodial Service Worker I Custodial Service Worker Yes No Maintain and retitle 

ZZZ-VACANT Custodial Service Worker II Senior Custodial Service 
Worker Yes No Maintain and retitle 

Forshner-Jensen, Heather Customer Service 
Coordinator 

Customer Service 
Supervisor Yes Group Reclassify to new class based on preponderant 

duties 

Rubio, Benjamin T Customer Service 
Coordinator 

Customer Service 
Supervisor Yes Group Reclassify to new class based on preponderant 

duties 

Arias, Esmeralda Customer Service 
Representative 

Customer Service 
Representative Yes No Maintain 

Fonseca, Adela N Customer Service 
Representative 

Customer Service 
Representative Yes No Maintain 

Gallet, Mary R Customer Service 
Representative 

Customer Service 
Representative Yes No Maintain 

Hernandez, Maria P Customer Service 
Representative 

Customer Service 
Representative Yes No Maintain 
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Full Name Current Class Title Proposed Class Title PDQ 
Received 

Interviewed 
(Y/N/Group)  Comments 

Hernandez, Victor A Customer Service 
Representative 

Customer Service 
Representative Yes No Maintain 

Howard, Sandra D Customer Service 
Representative 

Customer Service 
Representative Yes No Maintain 

Martin, Melody Customer Service 
Representative 

Customer Service 
Representative Yes No Maintain 

Sanchez, Lupe Customer Service 
Representative 

Customer Service 
Representative Yes No Maintain 

Sandoval, Sasha G Customer Service 
Representative 

Customer Service 
Representative Yes No Maintain 

ZZZ-VACANT Customer Service 
Representative 

Customer Service 
Representative Yes No Maintain 

Guild, Wesley I Electronic Technician Electronic Technician Yes No Maintain 

Willis, Robert S Facilities Maintenance 
Supervisor 

Facilities Maintenance 
Supervisor Yes No Maintain 

Rodriguez, Ezequiel Facilities Maintenance 
Worker I 

Facilities Maintenance 
Assistant Yes No Maintain and retitle 

Vasquez, Cristobal R Facilities Maintenance 
Worker I 

Facilities Maintenance 
Assistant Yes No Maintain and retitle 

Barnes, Scott Facilities Maintenance 
Worker II 

Facilities Maintenance 
Worker Yes Group Maintain and retitle 

Iriguchi, Lucas Facilities Maintenance 
Worker II 

Facilities Maintenance 
Worker Yes Group Maintain and retitle 

Lam, Brian C Facilities Maintenance 
Worker II 

Facilities Maintenance 
Worker Yes No Maintain and retitle 

Torres, Elmer Facilities Maintenance 
Worker II 

Facilities Maintenance 
Worker Yes No Maintain and retitle 

ZZZ-VACANT Financial Analyst Financial Analyst I/II Yes No Maintain and retitle; recommend flexible 
allocation (I/II) 

Castillo, Antonio T Fleet Maintenance 
Supervisor 

Fleet Maintenance 
Supervisor Yes No Maintain 

Attachment B

16B.73



Full Name Current Class Title Proposed Class Title PDQ 
Received 

Interviewed 
(Y/N/Group)  Comments 

Nolen, Greg Fleet Maintenance 
Supervisor 

Fleet Maintenance 
Supervisor Yes No Maintain 

ZZZ-VACANT Fleet Maintenance 
Supervisor 

Fleet Maintenance 
Supervisor Yes No Maintain 

Hiltner, Thomas M Grants/Legislative Analyst Grants/Legislative Analyst Yes No Maintain 
ZZZ-VACANT Human Resources Clerk Human Resources Clerk Yes No Maintain 

Delfin, Flor Monik Human Resources 
Generalist Human Resources Analyst Yes No Maintain and retitle 

ZZZ-VACANT Human Resources 
Specialist 

Human Resources 
Specialist Yes No Maintain 

ZZZ-VACANT Junior Transportation 
Planner Transportation Planner I Yes No Maintain and retitle; recommend flexible 

allocation (I/II) 

Brown, Ernest L Lead Custodian (Custodial 
Coord) Custodial Supervisor Yes Yes Reclassify to new class based on preponderant 

duties 
Cummins, Edward G Lead Mechanic Senior Mechanic Yes No Maintain and retitle 
Estrada, Uriel Lead Mechanic Senior Mechanic Yes No Maintain and retitle 
LoGiudice, Jason A Lead Mechanic Senior Mechanic Yes No Maintain and retitle 
MacDonell, Ryan Lead Parts Clerk - FM Senior Stock Clerk Yes No Maintain and retitle 

ZZZ-VACANT Legal Secretary Legal Secretary Yes No 

Maintain; recommend flexible allocation (I/II); 
actual incumbent level to be determined by 
METRO based on incumbent qualifications, 
flexible allocation policy 

Alvarez-Castillo, Cesar Mechanic I Mechanic I No No 

Maintain; recommend flexible allocation (I/II); 
actual incumbent level to be determined by 
METRO based on incumbent qualifications, 
flexible allocation policy 

Ballesteros, Ivan Mechanic I Mechanic I No No 

Maintain; recommend flexible allocation (I/II); 
actual incumbent level to be determined by 
METRO based on incumbent qualifications, 
flexible allocation policy 
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Received 

Interviewed 
(Y/N/Group)  Comments 

Diaz, Edward M Mechanic I Mechanic I No No 

Maintain; recommend flexible allocation (I/II); 
actual incumbent level to be determined by 
METRO based on incumbent qualifications, 
flexible allocation policy 

Perez, Christopher D Mechanic I Mechanic I Yes Group 

Maintain; recommend flexible allocation (I/II); 
actual incumbent level to be determined by 
METRO based on incumbent qualifications, 
flexible allocation policy 

Raygoza-Ramirez, Jose Mechanic I Mechanic I Yes No 

Maintain; recommend flexible allocation (I/II); 
actual incumbent level to be determined by 
METRO based on incumbent qualifications, 
flexible allocation policy 

Villarruel Tavares, Juan M Mechanic I Mechanic I Yes No 

Maintain; recommend flexible allocation (I/II); 
actual incumbent level to be determined by 
METRO based on incumbent qualifications, 
flexible allocation policy 

Zenteno, Daniel P Mechanic I Mechanic I Yes No 

Maintain; recommend flexible allocation (I/II); 
actual incumbent level to be determined by 
METRO based on incumbent qualifications, 
flexible allocation policy 

Leonard, Christopher R Mechanic II Mechanic II Yes No 

Maintain; recommend flexible allocation (I/II); 
actual incumbent level to be determined by 
METRO based on incumbent qualifications, 
flexible allocation policy 

Rocha, Dario Mechanic II Mechanic II Yes No 

Maintain; recommend flexible allocation (I/II); 
actual incumbent level to be determined by 
METRO based on incumbent qualifications, 
flexible allocation policy 

Rocha, Luis A Mechanic II Mechanic II Yes No 

Maintain; recommend flexible allocation (I/II); 
actual incumbent level to be determined by 
METRO based on incumbent qualifications, 
flexible allocation policy 
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(Y/N/Group)  Comments 

Thorn, Michael Mechanic II Mechanic II Yes Group 

Maintain; recommend flexible allocation (I/II); 
actual incumbent level to be determined by 
METRO based on incumbent qualifications, 
flexible allocation policy 

Vasquez, Catalino S Mechanic II Mechanic II Yes No 

Maintain; recommend flexible allocation (I/II); 
actual incumbent level to be determined by 
METRO based on incumbent qualifications, 
flexible allocation policy 

Currea, Julio Mechanic III Mechanic III Yes Group Maintain 
Hernandez, Jaime Mechanic III Mechanic III Yes No Maintain 
ZZZ-VACANT Paralegal Paralegal Yes No Maintain 
Kegley, Rickie-Ann Paralegal with HR Duties Senior Paralegal Yes No Maintain and retitle 

Wagley, Eileen Paratransit Eligibility 
Coordinator 

Paratransit Eligibility 
Coordinator Yes No Maintain 

Misenheimer, Nathan L Parts Clerk Stock Clerk Yes No Maintain and retitle 
Martinez Lucio, Freddie Payroll Specialist Payroll Technician Yes No Maintain and retitle 

Brubeck, Delee Personnel Technician Human Resources 
Technician Yes Yes Maintain and retitle 

Hill, Cayla Planning Analyst Planning Data Analyst Yes No Maintain and retitle 
ZZZ-VACANT Purchasing Agent Purchasing Agent Yes No Maintain 
Solorio, Rina Purchasing Assistant Purchasing Technician Yes No Maintain and retitle 
Cawaling, George T Receiving Parts Clerk Stock Clerk Yes No Reclassify based on preponderant duties 
ZZZ-VACANT Revenue Specialist Revenue Collection Clerk Yes No Maintain and retitle 

Pena, Leonardo Safety and Training 
Coordinator 

Safety and Training 
Coordinator Yes No Maintain 
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(Y/N/Group)  Comments 

Szestowicki, Thomas Safety Specialist Safety Program Specialist I Yes No 

Maintain and retitle; recommend flexible 
allocation (I/II); actual incumbent level to be 
determined by METRO based on incumbent 
qualifications, flexible allocation policy 

Eusse-Gil, Andrea Schedule Analyst Scheduling Specialist Yes Yes Maintain and retitle 

Alcorn, Holly Senior Accounting 
Technician Accounting Technician II Yes No 

Maintain and retitle; recommend flexible 
allocation (I/II); actual incumbent level to be 
determined by METRO based on incumbent 
qualifications, flexible allocation policy 

Martin, Dawn Senior Accounting 
Technician Accounting Technician II Yes No 

Maintain and retitle; recommend flexible 
allocation (I/II); actual incumbent level to be 
determined by METRO based on incumbent 
qualifications, flexible allocation policy 

Woliczko, Stefan T Senior Facilities 
Maintenance Worker 

Senior Facilities 
Maintenance Worker Yes Yes Maintain 

Mihaylova, Kristina Senior Financial Analyst Financial Analyst II Yes No 

Maintain and retitle; recommend flexible 
allocation (I/II); actual incumbent level to be 
determined by METRO based on incumbent 
qualifications, flexible allocation policy 

Ng, Jane Senior Information 
Technology Technician 

Information Technology 
Technician II Yes Yes 

Maintain and retitle; recommend flexible 
allocation (I/II); actual incumbent level to be 
determined by METRO based on incumbent 
qualifications, flexible allocation policy 

Olander, Joy J Senior Payroll Specialist Senior Payroll Technician Yes No Maintain and retitle 

ZZZ-VACANT Senior Safety Specialist Safety Program Specialist 
I/II No No Maintain and retitle; recommend flexible 

allocation (I/II) 
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ZZZ-VACANT Senior Transportation 
Planner 

Senior Transportation 
Planner Yes No Maintain 

ZZZ-VACANT Supervising Accountant Accountant Supervisor Yes No Maintain and retitle 

ZZZ-VACANT Supervisor of Revenue 
Collection 

Revenue Collection 
Supervisor Yes No Maintain and retitle 

Willis, Gregory A Supervisor/Parts and 
Materials - FM 

Parts and Materials 
Supervisor Yes Yes Maintain and retitle 

Vascones, Jordan System Administrator Systems Administrator I Yes No 

Maintain and retitle; recommend flexible 
allocation (I/II); actual incumbent level to be 
determined by METRO based on incumbent 
qualifications, flexible allocation policy 

Mayweather, Anson B Ticket and Pass Program 
Specialist 

Ticket and Pass Program 
Specialist Yes No Maintain 

Ayres, Chrystal L Transit Supervisor Transit Supervisor Yes No Maintain 
Berrelleza, Pablo D Transit Supervisor Transit Supervisor Yes Group Maintain 
Bibriesca, Eduardo Transit Supervisor Transit Supervisor Yes No Maintain 
Bushnell, Ron Transit Supervisor Transit Supervisor Yes No Maintain 
Castillo, Juan V Transit Supervisor Transit Supervisor Yes No Maintain 
Legorreta, Pete N Transit Supervisor Transit Supervisor Yes No Maintain 
Nevin, John C Transit Supervisor Transit Supervisor Yes No Maintain 
Pyka, Matthew Transit Supervisor Transit Supervisor Yes No Maintain 
Rios, Michael Transit Supervisor Transit Supervisor Yes No Maintain 
Seda, Delvis F Transit Supervisor Transit Supervisor Yes No Maintain 
Thompson, Elizabeth Transit Supervisor Transit Supervisor Yes Group Maintain 
ZZZ-VACANT Transit Surveyor Planning Program Aide Yes No Maintain and retitle 
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Rasmussen, Peter Transportation Planner Transportation Planner II Yes No 

Maintain and retitle; recommend flexible 
allocation (I/II); actual incumbent level to be 
determined by METRO based on incumbent 
qualifications, flexible allocation policy 

ZZZ-VACANT Transportation Planning 
Aide Transportation Planner I/II Yes No Reclassify based on preponderant duties; 

recommend flexible allocation (I/II) 

ZZZ-VACANT Transportation Planning 
Supervisor 

Transportation Planning 
Supervisor Yes No Maintain 

ZZZ-VACANT Upholsterer I Upholsterer I/II Yes No Maintain and retitle; recommend flexible 
allocation (I/II) 

Mata, Joseph G Upholsterer II Upholsterer II Yes Yes 

Maintain and retitle; recommend flexible 
allocation (I/II); actual incumbent level to be 
determined by METRO based on incumbent 
qualifications, flexible allocation policy 

Guerrero, Teodoro Vehicle Service Detailer Vehicle Service Detailer Yes No Maintain 
Marquez, Raymundo D Vehicle Service Detailer Vehicle Service Detailer Yes No Maintain 

Favela, Javier Vehicle Service Technician Senior Vehicle Service 
Worker Yes No Maintain and retitle 

Valdez, David Vehicle Service Technician Senior Vehicle Service 
Worker Yes No Maintain and retitle 

Garcia, Antonio Z Vehicle Service Worker I Vehicle Service Worker I Yes No 

Maintain and retitle; recommend flexible 
allocation (I/II); actual incumbent level to be 
determined by METRO based on incumbent 
qualifications, flexible allocation policy 
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Madrigal, Manuel Vehicle Service Worker I Vehicle Service Worker I Yes No 

Maintain and retitle; recommend flexible 
allocation (I/II); actual incumbent level to be 
determined by METRO based on incumbent 
qualifications, flexible allocation policy 

Hernandez, Efrain U Vehicle Service Worker II Vehicle Service Worker II Yes Group 

Maintain and retitle; recommend flexible 
allocation (I/II); actual incumbent level to be 
determined by METRO based on incumbent 
qualifications, flexible allocation policy 

Mendoza, Marisela M Vehicle Service Worker II Vehicle Service Worker II Yes No 

Maintain and retitle; recommend flexible 
allocation (I/II); actual incumbent level to be 
determined by METRO based on incumbent 
qualifications, flexible allocation policy 

Perez, Eric Vehicle Service Worker II Vehicle Service Worker II Yes No 

Maintain and retitle; recommend flexible 
allocation (I/II); actual incumbent level to be 
determined by METRO based on incumbent 
qualifications, flexible allocation policy 

Zamarripa, Jose D Vehicle Service Worker II Vehicle Service Worker II Yes Group 

Maintain and retitle; recommend flexible 
allocation (I/II); actual incumbent level to be 
determined by METRO based on incumbent 
qualifications, flexible allocation policy 
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Class Code: Class Code 
       FLSA Status: Pending 

Accessible Services Coordinator 
Bargaining Unit: SEA 

 
DEFINITION: 

Under direction, an Accessible Services Coordinator performs program administrative and operations 
duties to assist the older adult and handicapped community utilize METRO paratransit and transit 
services;  provides outreach and education to current and potential customers to encourage the use of 
METRO’s accessible services; plans, coordinates, develops and implements METRO’s Mobility Training 
Program; serves as a liaison and information source to customers, community agencies and the public 
regarding METRO accessibility services and Mobility Training; supports METRO management in ensuring 
that  METRO’s vehicles and services comply with Americans With Disabilities Act (ADA) requirements;  and 
performs other duties as assigned.  
 
DISTINGUISHING CHARACTERISTICS: 

Accessible Services Coordinator is a program coordinator level class.  An incumbent in this class is primarily 
responsible for planning, developing, coordinating and providing METRO services to the older adult and 
disabled community, and for promoting such services through targeted community outreach and 
education. 
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Plans, develops, organizes and conducts services for the older adult and disabled community, 
ensuring their compliance with State and Federal requirements as well as METRO policies and 
procedures. 

 Plans and implements METRO’s Mobility Training Program; provides one-on-one and group 
mobility training and support services by teaching, demonstrating and assisting program 
participants and/or their supporters on the safe and proper use of the METRO bus system; meets 
with participants; plans and develops individualized training schedules; monitors trainee 
progress. 

 Develops, distributes and/or modifies a variety of training procedures, methods, materials, and 
forms to facilitate the effective training of Mobility Training Program participants. 

 Promotes and provides outreach services to the older adult and disabled communities; attends 
classrooms, events, and a variety of public or private meetings to present to individuals and 
organizations about METRO’s accessibility services.  

 Creates teaching materials and presents ADA-related training to METRO staff as assigned. 

 Serves as a liaison and information source to customers, community agencies and the public with 
regard to METRO accessibility services and the Mobility Training Program. 

 Works with METRO management to help ensure that METRO’s vehicles and services comply with 
Americans With Disabilities Act (ADA) requirements. 

 Reviews, investigates and responds to ADA complaints as assigned. 

 Serves on committees, commissions and task forces as assigned.  

 Updates and maintains information in a database; prepares regular and periodic reports for 
management as requested; maintains various logs, records, and lists. 
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 Conducts research and prepares summaries of findings; initiates, composes and/or types various 
memos, letters, reports, statistical data, and other narrative documents; writes, updates and 
maintains program procedures. 

 Operates standard office equipment including a computer, typewriter, photocopy machine, fax 
machine, and photo identification equipment; utilizes METRO computer software in performing 
job tasks.   

 Performs other duties as assigned. 
 

EMPLOYMENT STANDARDS: 

Knowledge of: 

 Principles of program organization, administration and coordination.   

 Common transit agency policies and procedures associated with paratransit and standard bus 
operations. 

 State, Federal, and local laws and regulations regarding the accessibility of transit services to the 
older adult and disabled community, including the Americans With Disabilities Act (ADA) and the 
principles guiding reasonable accommodation.  

 Current practices, procedures, and philosophies pertaining to mobility training and accessibility. 

 Special equipment, procedures, and opportunities available to improve the accessibility of transit 
services to underserved populations. 

 Current instructional methods, and practices, as well as effective curriculum development.  

 Customer safety and health-related considerations related to paratransit and transit services.  

 Modern office practices, procedures, and equipment. 

 Business correspondence, formatting and report writing.        

 Manual and automated record-keeping and filing systems. 

 Methods of researching, gathering, organizing and reporting data. 

 Methods of prioritizing, planning and organizing work. 

 Time management techniques. 

 Customer service techniques. 

 Intermediate mathematics including addition, subtraction, multiplication, division, ratios, and 
percentages. 

 Correct English usage, grammar, spelling, punctuation, and vocabulary. 
 The effective use of modern office equipment, personal computers, and standard business 

software, including audio/visual equipment.  

Ability to: 

 Plan, develop, organize and conduct an effective mobility training program for older adults and 
disabled individuals.  

 Read and understand laws, regulations, and policies pertaining to transit accessibility.  

 Conduct field work to provide direct services to customers.    

 Teach ideas, concepts, and skills to older adult and disabled individuals effectively. 

 Research, analyze and evaluate new teaching methods and techniques.  

 Formulate specific objectives to compare and evaluate program results.  

 Define problem areas and evaluate, recommend and implement alternative solutions to issues 
and problems.  

 Instruct others in the safe utilization of METRO vehicles and services and adapt training 
procedures to the needs of the individual.  

Attachment C

16C.2



 Act as liaison between METRO, community groups, other transit districts, transit customers, and 
the public with regard to accessible services.  

 Develop and write plans, procedures, reports, forms, and tests.  

 Adhere to established work schedules and timelines. 

 Work independently using good judgment, tact and discretion. 

 Balance multiple assignments simultaneously and effectively. 

 Utilize standard office equipment and computer software and learn to use specialized METRO 
software if assigned. 

 Maintain confidentiality of materials, records, files, and other privileged information. 

 Communicate clearly and effectively, both orally and in writing. 

 Establish and maintain effective working relationships within the department and with other 
divisions, departments, agencies, suppliers, vendors, and the public.  

 
MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

Completion of 30 semester (or equivalent) college units, including coursework in business administration, 
public administration, social services or a related field. 
 

AND 
 

Four (4) years of experience in program, project or administrative support.  Experience must have also 
included at least two (2) years of experience related to accessibility and/or ADA compliance.   
 
LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
time of appointment and throughout employment. 
 
PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is often required to reach with hands and arms; sit, 
push and pull; use finger dexterity; and talk and hear.  Work often requires the repetitive use of both 
hands to grasp and feel objects and use a keyboard.  The employee is regularly required to stoop at the 
waist and crouch.  Occasional lifting up to 20 pounds unaided may be required.   Specific visual abilities 
required for this job include close vision, distance vision, the ability to see colors and shades, and the 
ability to perceive depth.  

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; uses math and mathematical reasoning; performs 
detailed work; deals with multiple concurrent tasks; and interacts with others encountered in the course 
of work. 
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Work Environment:  

The employee typically works in a standard office environment where the noise level is moderate. May 
work out in the field when needed. 
 
OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 

 May occasionally require working extended hours or hours outside of regular schedule. 
 

 
 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Transit Operations 
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Class Code: Class Code 
       FLSA Status: Pending 

Accountant I 
Bargaining Unit: SEA 

 
DEFINITION: 

Under general supervision, an Accountant I performs a limited range of professional accounting duties 
related to METRO financial functions and processes; analyzes and reconciles accounting records in 
compliance with State and Federal laws, regulations and requirements; participates in the development 
of METRO accounting systems and sub-systems; learns to reconcile the General Ledger and various bank 
records; and performs other duties as assigned.  
 
DISTINGUISHING CHARACTERISTICS: 

Accountant I is the first working-level class in the series.  An incumbent in this class performs a limited 
range of professional accounting duties while learning to perform the full scope of journey-level work. 
This class is distinguished from the higher-level class of Accountant II because an incumbent in the latter 
class performs the full scope of journey-level professional accounting work. 
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Performs professional operating and/or cost accounting work requiring the application of 
professional accounting principles to a wide variety of problems; learns to perform the full range 
of journey-level professional accounting work in an assigned department. 

 Participates in the preparation of annual audited financial statements and notes; develops 
management discussion points and analysis in accordance with legal requirements. 

 Participates in the annual actuarial valuation process in accordance with legal requirements. 

 Reconciles the General Ledger (G/L); reconciles various bank accounts and bankcard activity; 
reconciles total payroll expense to payroll tax returns for audit purposes and analytics; analyzes 
and investigates variances; ensures proper coding of transactions. 

 Participates in special accounting system development assignments, such as development of 
subsystems for recording of data necessary for control purposes. 

 Participates in the development of METRO financial policies and procedures; provides training on 
new or updated procedures to Finance and other staff as needed. 

 Analyzes budgetary, financial, actuarial and statistical data; makes recommendations on discount 
rates, funding options for pension-related liabilities, trends in contribution rates, fare revenues, 
and other subject matter. 

 Maintains accounting records, depreciation schedules and assets purchased under Federal grants; 
posts accounts distribution for all revenue/grant receipts; documents grant funding sources for 
capital asset purchases. 

 Prepares tax returns; compiles capital asset information. 

 Calculates fixed asset depreciation amounts using appropriate depreciation schedules and 
processes. 

 Analyzes expenditure data and determines reimbursements collected from the State or Federal 
governments. 
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 Analyzes and investigates variances between actual and budgeted expenditures necessitating 
realignment of appropriations, encumbrances and/or payments to reflect proper cost accounting 
within budget constraints. 

 Assists in preparing cost allocation plans utilizing appropriate cost accounting procedures; 
calculates indirect costs and allocates the costs to the appropriate departments, sections or 
projects as required. 

 Participates in special projects. 

 Provides information to employees and the public.  

 Operates standard office equipment including a computer, typewriter, photocopy machine, fax, 
and photo identification equipment; utilizes METRO computer software in performing job tasks.   

 May drive a METRO vehicle to pick up or deliver materials, correspondence or documents.  

 Performs other duties as assigned. 
 

EMPLOYMENT STANDARDS: 

Knowledge of: 

 Principles, practices, forms and techniques of professional public sector accounting, finance and 
budgeting. 

 Generally Accepted Accounting Principles (GAAP), and their application to a wide variety of 
accounting transactions, situations and problems. 

 Laws and regulations applicable to public sector accounting. 

 Principles and practices of public agency budgeting, revenue forecasting and investing. 

 Business law principles and practices. 

 Benefits and limitations of automated accounting applications. 

 Relationships between accounting records and documents for recording and reporting purposes. 

 Public sector accounting terminology and methods. 

 Modern office practices, procedures and equipment. 

 Business correspondence, formatting and report writing.        

 Manual and automated record-keeping and filing systems. 

 Methods of maintaining information in computerized or hard copy files. 

 Professional methods of researching, gathering, organizing and reporting data. 

 Methods of prioritizing, planning and organizing work. 

 Advanced time management techniques. 

 Customer service techniques. 

 Intermediate mathematics including addition, subtraction, multiplication, division, percentages 
and basic statistics.  

 Correct English usage, grammar, spelling, punctuation and vocabulary. 
 The effective use of modern office equipment, personal computers and standard business 

software.  

Ability to: 

 Perform a wide variety of complex, professional accounting tasks. 

 Evaluate, interpret and apply accounting laws, regulations, policies, procedures and requirements 
to departmental financial activities. 

 Perform professional accounting activities in compliance with applicable laws, regulations and 
policies. 

 Maintain complex financial/statistical data and records. 
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 Reconcile accounts and reconstruct record trails in order to locate and correct errors or reasons 
for imbalance. 

 Apply professional accounting control procedures to maintain budgetary accounts. 

 Create and use computerized spreadsheets, databases and software to track financial information 
and automate calculations. 

 Perform financial calculations quickly and accurately. 

 Adhere to established work schedules and timelines. 

 Work independently using good judgment, tact and discretion. 

 Balance multiple assignments simultaneously and effectively. 

 Utilize standard office equipment and computer software and learn to use specialized METRO 
software if assigned. 

 Maintain confidentiality of materials, records, files and other privileged information. 

 Communicate clearly and effectively, both orally and in writing. 

 Establish and maintain effective working relationships within the department and with other 
divisions, departments, agencies, suppliers, vendors and the public.  

 
MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

Bachelor’s degree from an accredited college or university with major coursework in accounting, business 
administration or a related field, including coursework in elementary and advanced accounting, 
management accounting, business law and cost accounting. 
 

AND 
 
One (1) year of professional accounting experience, preferably in a public agency. 
 
LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
time of appointment and throughout employment. 
 
SPECIAL REQUIREMENTS: 

 Must participate in professional development activities.  
 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear; and use a keyboard.  Work often requires 
the repetitive use of both hands to grasp and feel objects; stooping at the waist; and standing.   Work may 
require lifting up to 20 pounds unaided.   Specific visual abilities required for this job include close vision, 
distance vision, the ability to see colors and shades, and the ability to perceive depth.  
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Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; analyzes and solves problems; uses math and 
mathematical reasoning; performs highly detailed work; deals with multiple concurrent tasks; and 
interacts with others encountered in the course of work. 

Work Environment:  

The employee typically works in a standard office environment where the noise level is usually moderate.  
 
OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 

 May occasionally require working extended hours or hours outside of regular schedule. 
 
 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Financial Professional 
 

Attachment C

16C.8



Class Code: Class Code 
       FLSA Status: Pending 

Accountant II 
Bargaining Unit: SEA 

 
DEFINITION: 

Under direction, an Accountant II performs professional accounting duties to support METRO financial 
functions and processes; analyzes and reconciles accounting records for compliance with State and 
Federal laws, regulations and requirements; coordinates the development of METRO accounting systems 
and sub-systems; reconciles the General Ledger and various bank records; and performs other duties as 
assigned.  
 
DISTINGUISHING CHARACTERISTICS: 

Accountant II is the journey-level class in the series.  An incumbent in this class performs the full range of 
professional accounting duties requiring the application of professional accounting principles to a wide 
variety of problems. This class may be distinguished from the lower-level class of Accountant I because an 
incumbent in the latter class performs a more limited range of duties while learning to perform the full 
scope of journey-level professional accounting work.  This class may also be distinguished from the higher-
level class of Accountant Supervisor because the latter is the first supervisory-level class in the series. 
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Coordinates and participates in the preparation of annual audited financial statements and notes; 
develops management discussion points and analysis in accordance with legal requirements. 

 Coordinates and participates in the annual actuarial valuation process in accordance with legal 
requirements. 

 Reconciles the General Ledger (G/L); reconciles various bank accounts and bankcard activity; 
reconciles total payroll expense to payroll tax returns for audit purposes and analytics; analyzes 
and investigates variances; ensures proper coding of transactions. 

 Performs special accounting system development assignments, such as development of 
subsystems for recording of data necessary for control purposes. 

 Develops and recommends METRO financial policies and procedures; provides training on new or 
updated procedures to Finance and other staff as needed. 

 Analyzes budgetary, financial, actuarial and statistical data to make recommendations on 
discount rates, funding options for pension-related liabilities, trends in contribution rates, fare 
revenues, and other subject matter. 

 Maintains accounting records, depreciation schedules and assets purchased under Federal grants; 
post accounts distribution for all revenue/grant receipts; documents grant funding source for 
capital asset purchases. 

 Prepares tax returns; compiles capital asset information. 

 Calculates fixed asset depreciation amounts using appropriate depreciation schedules and 
processes. 

 Analyzes expenditure data and determines reimbursements collected from the State or Federal 
governments. 
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 Analyzes and investigates variances between actual and budgeted expenditures necessitating 
realignment of appropriations, encumbrances and/or payments to reflect proper cost accounting 
within budget constraints. 

 Assists in preparing cost allocation plans utilizing appropriate cost accounting procedures; 
calculates indirect costs and allocates the costs to the appropriate departments, sections or 
projects as required. 

 Coordinates and performs special projects. 

 Provides information to employees and the public.  

 Operates standard office equipment including a computer, typewriter, photocopy machine, fax, 
and photo identification equipment; utilizes METRO computer software in performing job tasks.   

 May drive a METRO vehicle to pick up or deliver materials, correspondence or documents.  

 Performs other duties as assigned. 
 

EMPLOYMENT STANDARDS: 

Knowledge of: 

 Principles, practices, forms and techniques of professional public sector accounting, finance and 
budgeting. 

 Generally Accepted Accounting Principles (GAAP), and their application to a wide variety of 
accounting transactions, situations and problems. 

 Laws and regulations applicable to public sector accounting. 

 Principles and practices of public agency budgeting, revenue forecasting and investing. 

 Business law principles and practices. 

 Benefits and limitations of automated accounting applications. 

 Relationships between accounting records and documents for recording and reporting purposes. 

 Public sector accounting terminology and methods. 

 Modern office practices, procedures and equipment. 

 Business correspondence, formatting and report writing.        

 Manual and automated record-keeping and filing systems. 

 Methods of maintaining information in computerized or hard copy files. 

 Professional methods of researching, gathering, organizing and reporting data. 

 Methods of prioritizing, planning and organizing work. 

 Advanced time management techniques. 

 Customer service techniques. 

 Intermediate mathematics including addition, subtraction, multiplication, division, percentages 
and basic statistics.  

 Correct English usage, grammar, spelling, punctuation and vocabulary. 
 The effective use of modern office equipment, personal computers and standard business 

software.  

Ability to: 

 Perform a wide variety of complex, professional accounting tasks. 

 Evaluate, interpret and apply accounting laws, regulations, policies, procedures and requirements 
to departmental financial activities. 

 Perform professional accounting activities in compliance with applicable laws, regulations and 
policies. 

 Maintain complex financial/statistical data and records. 
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 Reconcile accounts and reconstruct record trails in order to locate and correct errors or reasons 
for imbalance. 

 Apply professional accounting control procedures to maintain budgetary accounts. 

 Create and use computerized spreadsheets, databases and software to track financial information 
and automate calculations. 

 Perform financial calculations quickly and accurately. 

 Adhere to established work schedules and timelines. 

 Work independently using good judgment, tact and discretion. 

 Balance multiple assignments simultaneously and effectively. 

 Utilize standard office equipment and computer software and learn to use specialized METRO 
software if assigned. 

 Maintain confidentiality of materials, records, files and other privileged information. 

 Communicate clearly and effectively, both orally and in writing. 

 Establish and maintain effective working relationships within the department and with other 
divisions, departments, agencies, suppliers, vendors and the public.  

 
MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

Bachelor’s degree from an accredited college or university with major coursework in accounting, business 
administration or a related field, including coursework in elementary and advanced accounting, 
management accounting, business law and cost accounting. 
 

AND 
 
Three (3) years of professional accounting experience, preferably in a public agency. 
 
LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
time of appointment and throughout employment. 
 
SPECIAL REQUIREMENTS: 

 Must participate in professional development activities.  
 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear; and use a keyboard.  Work often requires 
the repetitive use of both hands to grasp and feel objects; stooping at the waist; and standing.   Work may 
require lifting up to 20 pounds unaided.   Specific visual abilities required for this job include close vision, 
distance vision, the ability to see colors and shades, and the ability to perceive depth.  
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Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; analyzes and solves problems; uses math and 
mathematical reasoning; performs highly detailed work; deals with multiple concurrent tasks; and 
interacts with others encountered in the course of work. 

Work Environment:  

The employee typically works in a standard office environment where the noise level is usually moderate. 
 
OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 

 May occasionally require working extended hours or hours outside of regular schedule. 
 
 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Financial Professional 
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Class Code: Class Code 
       FLSA Status: Pending 

Accountant Supervisor 
Bargaining Unit: PSA 

 
DEFINITION: 

Under direction, an Accountant Supervisor performs supervisory and advanced professional accounting 
duties related to METRO financial functions and processes; directs and supervises the analysis and 
reconciliation of accounting records for compliance with State and Federal laws, regulations and 
requirements; directs and supervises the development of METRO accounting systems and sub-systems; 
oversees the reconciliation of the General Ledger and various bank records; and performs other duties as 
assigned.  
 
DISTINGUISHING CHARACTERISTICS: 

Accountant Supervisor is the supervisory-level class in the series.  An incumbent in this class performs 
supervisory and professional accounting work requiring the application of advanced professional 
accounting principles to a wide variety of problems. This class may be distinguished from the lower-level 
class of Accountant II because an incumbent in the latter class performs journey-level professional 
accounting work and does not supervise professional staff. 
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Supervises subordinate professional accounting staff and may supervise technical, clerical or 
support staff; assigns, directs, and monitors work; provides staff training; evaluates employee 
performance; may participate in staff selection; may initiate or have significant input into 
disciplinary actions.  

 Supervises and participates in the preparation of annual audited financial statements, the 
development of management discussion points, and various accounting analyses in accordance 
with legal requirements. 

 Supervises and participates in the annual actuarial valuation process in accordance with legal 
requirements. 

 Supervises the reconciliation of the General Ledger (G/L) as well as various bank accounts and 
bankcard activity; oversees the reconciliation of total payroll expense to payroll tax returns for 
audit purposes and analytics; directs and participates in the analysis and investigation of variances 
and ensures proper coding of transactions. 

 Supervises and performs special accounting system development assignments, such as 
development of subsystems for recording of data necessary for control purposes. 

 Supervises the development and recommendation of METRO financial policies and procedures; 
provides training on new or updated procedures to Finance and other staff as needed. 

 Analyzes budgetary, financial, actuarial and statistical data to make recommendations on 
discount rates, funding options for pension-related liabilities, trends in contribution rates, fare 
revenues, and other subject matter. 

 Maintains accounting records, depreciation schedules and assets purchased under Federal grants; 
posts accounts distribution for all revenue/grant receipts; documents grant funding source for 
capital asset purchases. 
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 Oversees the preparation of tax returns and the compilation of capital asset information. 

 Calculates fixed asset depreciation amounts using appropriate depreciation schedules and 
processes. 

 Analyzes expenditure data and determines reimbursements which can be collected from the State 
or Federal governments. 

 Analyzes and investigates variances between actual and budgeted expenditures necessitating 
realignment of appropriations, encumbrances and/or payments to reflect proper cost accounting 
within budget constraints. 

 Recommends cost allocation plans utilizing appropriate cost accounting procedures; calculates 
indirect costs and allocates the costs to the appropriate departments, sections or projects as 
required. 

 Coordinates and performs special projects. 

 Provides information to employees and the public.  

 Operates standard office equipment including a computer, typewriter, photocopy machine, fax, 
and photo identification equipment; utilizes METRO computer software in performing job tasks.   

 May drive a METRO vehicle to pick up or deliver materials, correspondence or documents.  

 Performs other duties as assigned. 
 

EMPLOYMENT STANDARDS: 

Knowledge of: 

 Principles and practices of employee supervision, including performance evaluation and 
progressive discipline. 

 Advanced principles, practices, forms and techniques of professional public sector accounting, 
finance and budgeting. 

 Generally Accepted Accounting Principles (GAAP), and their application to a wide variety of 
accounting transactions, situations and problems. 

 Advanced laws and regulations applicable to public sector accounting. 

 Principles and practices of public agency budgeting, revenue forecasting and investing. 

 Business law principles and practices. 

 Benefits and limitations of automated accounting applications. 

 Relationships between accounting records and documents for recording and reporting purposes. 

 Advanced public sector accounting terminology and methods. 

 Modern office practices, procedures and equipment. 

 Business correspondence, formatting and report writing.        

 Manual and automated record-keeping and filing systems. 

 Advanced methods of maintaining information in computerized or hard copy files. 

 Professional methods of researching, gathering, organizing and reporting data. 

 Advanced methods of prioritizing, planning and organizing work. 

 Advanced time management techniques. 

 Customer service techniques. 

 Intermediate mathematics including addition, subtraction, multiplication, division, percentages 
and basic statistics.  

 Correct English usage, grammar, spelling, punctuation and vocabulary. 
 The effective use of modern office equipment, personal computers and standard business 

software.  

Ability to: 
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 Effectively supervise and motivate subordinate staff. 

 Perform a wide variety of complex, professional accounting tasks. 

 Evaluate, interpret and apply accounting laws, regulations, policies, procedures and requirements 
to departmental financial activities. 

 Coordinate and perform professional accounting activities in compliance with applicable laws, 
regulations and policies. 

 Maintain complex financial and statistical data and records. 

 Reconcile accounts and reconstruct record trails in order to locate and correct errors or reasons 
for imbalance. 

 Apply advanced professional accounting control procedures to maintain budgetary accounts. 

 Create and use computerized spreadsheets, databases and software to track financial information 
and automate calculations. 

 Perform financial calculations quickly and accurately. 

 Adhere to established work schedules and timelines. 

 Work independently using good judgment, tact and discretion. 

 Balance multiple assignments simultaneously and effectively. 

 Utilize standard office equipment and computer software and learn to use specialized METRO 
software if assigned. 

 Maintain confidentiality of materials, records, files and other privileged information. 

 Communicate clearly and effectively, both orally and in writing. 

 Establish and maintain effective working relationships within the department and with other 
divisions, departments, agencies, suppliers, vendors and the public.  

 
MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

Bachelor’s degree from an accredited college or university with major coursework in accounting, business 
administration or a related field, including coursework in elementary and advanced accounting, 
management accounting, business law and cost accounting. 
 

AND 
 
Four (4) years of professional accounting experience, preferably in a public agency. 
 
LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
time of appointment and throughout employment. 
 
SPECIAL REQUIREMENTS: 

 Must participate in professional development activities.  

 May occasionally require working extended hours or hours outside of regular schedule. 
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PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear; and use a keyboard.  Work often requires 
the repetitive use of both hands to grasp and feel objects; stooping at the waist; and standing.   Work may 
require lifting up to 20 pounds unaided.   Specific visual abilities required for this job include close vision, 
distance vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; analyzes and solves problems; uses math and 
mathematical reasoning; performs highly detailed work; deals with multiple concurrent tasks; and 
interacts with others encountered in the course of work. 

Work Environment:  

The employee typically works in a standard office environment where the noise level is usually moderate. 
 
OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 
 
 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Financial Professional 
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Class Code: Class Code 
       FLSA Status: Pending 

Accounting Clerk 
Bargaining Unit: SEA 

 
DEFINITION: 

Under general supervision, an Accounting Clerk performs accounting duties to support department 
financial functions and processes; processes and maintains detailed financial records in computerized and 
hard copy files; gathers and compiles data for statistical or financial reports; provides information to 
employees and the public as authorized; types, files and performs general office work; and performs other 
duties as assigned.  
 
DISTINGUISHING CHARACTERISTICS: 

Accounting Clerk is a journey-level clerical class.  An incumbent in this class performs clerical accounting 
tasks of average difficulty that require a basic knowledge of bookkeeping principles and methods as well 
as general departmental policies, practices and procedures.  This class may be distinguished from the 
higher-level class of Accounting Technician I because an incumbent in the latter class learns and performs 
technical accounting work that requires advanced bookkeeping skills and some formal knowledge of 
public accounting principles and practices.   
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Performs data entry to update and maintain financial information in an established spreadsheet, 
database or other computerized files; compiles and prepares data for statistical and accounting 
reports; creates spreadsheets and other tools to track information. 

 Tracks budget expenditures by cost center; prepares budget status reports and summaries for 
revenue, capital and operating expenditures. 

 Accepts, records and processes payments from vendors for rents and services. 

 Computes grant percentages on invoices as applicable. 

 Organizes and maintains fixed asset inventory files; coordinates periodic fixed asset inventory 
surveys. 

 Receives and processes routine financial documents, including invoices and bills; prepares 
payment authorizations, requisitions, and check requests.  

 Maintains inventories and orders supplies.  

 Types memoranda, letters, reports, contracts, purchase orders, statistical data, specifications, 
minutes, agendas, and other documents from draft as directed.  

 Maintains and updates lists and files by inserting and extracting information; may handle 
confidential materials, records, files and other privileged information. 

 Answers telephones, greets visitors, and provides information to employees and the public.  

 Operates standard office equipment including a computer, typewriter, photocopy machine, fax, 
and photo identification equipment; utilizes METRO computer software in performing job tasks.   

 May drive a METRO vehicle to pick up or deliver materials, correspondence or documents.  

 Performs other duties as assigned. 
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EMPLOYMENT STANDARDS: 

Knowledge of: 

 Basic bookkeeping methods. 

 Basic clerical processes pertaining to accounting, purchasing, and data maintenance. 

 Modern office practices, procedures and equipment. 

 Basic methods of maintaining information in computerized or hard copy files. 

 Basic clerical methods of researching, gathering, organizing and reporting data. 

 Basic methods of prioritizing, planning and organizing work. 

 Basic time management techniques. 

 Basic clerical customer service techniques. 

 Basic mathematics including addition, subtraction, multiplication, division and percentages. 

 Telephone techniques and etiquette. 

 Correct English usage, grammar, spelling, punctuation and vocabulary. 
 The effective use of modern office equipment, personal computers and standard business 

software.  

Ability to: 

 Follow oral and written instructions accurately. 

 Maintain confidentiality of materials, records, files and other privileged information using tact 
and discretion. 

 Maintain detailed records and control systems with accuracy and attention to detail. 

 Input data into a computerized database. 

 Type finished copy from rough draft or machine transcription. 

 Adhere to established work schedules and timelines. 

 Maintain a calm demeanor in stressful situations. 

 Work independently using good judgment, tact and discretion. 

 Balance multiple assignments simultaneously and effectively. 

 Utilize standard office equipment and computer software and learn to use specialized METRO 
software if assigned. 

 Communicate clearly and effectively, both orally and in writing. 

 Establish and maintain effective working relationships within the department and with other 
divisions, departments, agencies, suppliers, vendors and the public.  

 
MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

Three (3) years of progressively responsible clerical experience requiring the operation of personal 
computers, data entry, typing and maintaining detailed records.  Experience must have also included at 
least one (1) year of clerical accounting work. 
 
LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
time of appointment and throughout employment. 
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PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear; and use a keyboard.  Work often requires 
the repetitive use of both hands to grasp and feel objects; stooping at the waist; and standing.   Work may 
require lifting up to 20 pounds unaided.   Specific visual abilities required for this job include close vision, 
distance vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; uses math and mathematical 
reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with others 
encountered in the course of work. 

Work Environment:  

The employee works in a standard office environment where the noise level is usually moderate.   
 
OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 

 May occasionally require working extended hours or hours outside of regular schedule. 
 
 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Financial Clerical 
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Class Code: Class Code 
       FLSA Status: Pending 

Accounting Technician I 
Bargaining Unit: SEA 

 
DEFINITION: 

Under general supervision, an Accounting Technician I performs a limited range of technical accounting 
duties to support department financial functions and processes while learning to perform the full-scope 
of journey-level technical accounting duties for an assigned department; compiles, verifies and 
summarizes financial and statistical data from a variety of sources; learns to process and maintain files 
and records for accounts payable, accounts receivable, cash receipts, fixed assets, insurance, revenue, 
general ledger, tax filings, and budgeting; gathers and compiles data for statistical or financial reports; 
reviews and processes payroll documents; and performs other duties as assigned.  
 
DISTINGUISHING CHARACTERISTICS: 

Accounting Technician I is the first working-level class in the series.  An incumbent in this class performs 
the less complex technical accounting tasks requiring interpretation and application of specialized 
accounting policies and procedures to ensure that assigned activities comply with various legal, 
regulatory, policy and other requirements.  This class may be distinguished from the lower-level class of 
Accounting Clerk because an incumbent in the latter class performs journey-level clerical accounting work.  
This class may also be distinguished from the higher-level class of Accounting Technician II because an 
incumbent in the latter class performs the full range of journey-level, technical accounting work.   
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Performs a limited range of technical accounting duties to support department financial functions 
and processes while learning to perform the full-scope of journey-level technical accounting 
duties for an assigned department. 

 Administers a departmental financial record-keeping program; posts information to automated 
ledgers, account books, and accounting worksheets; reconciles manual records to computer-
generated reports. 

 Performs accounts payable duties; reviews and matches accounts payable documents such as 
invoices, receiving reports and purchase orders to support payment and reconcile discrepancies; 
reviews contracts, accounts, statements, or payments to confirm payment status, terms, pricing, 
and scope of work; routes payment documents for approval/signature; submits approved 
documents for payment. 

 Tracks budget accounts and balances; monitors expenditures compared to budget allowances and 
notifies management if over-budget; reconciles transactions and account balances to Finance 
reports; reconciles departmental credit card and related charge accounts. 

 Collects cash and receives, codes, processes and deposits cash receipts; reviews and processes 
petty cash reimbursements; enters cash receipts and other accounts receivable information into 
an automated accounting system and reconciles to reports; makes bank deposits; performs 
department petty cash and Ticket Vending Machine (TVM) audits. 

 Monitors insurance policies for properties under contract with Santa Cruz METRO; tracks 
insurance expirations; researches contracts and leases to ensure that required endorsements are 
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received and updated; reviews insurance expirations and prepares insurance billing statements 
for payment. 

 Creates and submits a wide variety of purchase requisitions; works with vendors as needed to 
adjust purchase orders. 

 Performs technical research relating to financial and other administrative activities; extracts and 
compiles data from manual and computerized sources for reports and other documents; makes 
computations and prepares statistical summaries and reports. 

 Calculates and processes Treasury account transfers. 

 Processes emergency check requests and prepares off-cycle checks. 

 Reviews and processes employee attendance and payroll documents; may calculate and record 
hours worked, leave used, shift differentials, and other payroll provisions; researches and resolves 
payroll-related problems. 

 Performs other technical duties in support of departmental administrative functions; researches 
a variety of issues and prepares summaries of findings; initiates, composes and/or prepares 
complex department memos, letters, reports, statistical data, and narrative documents; develops, 
prepares, distributes, maintains and files a variety of reports, records and documentation; 
maintains logs, spreadsheets, lists and files to track operational processes and information. 

 Performs special projects. 

 Provides information to employees and the public.  

 Operates standard office equipment including a computer, typewriter, photocopy machine, fax, 
and photo identification equipment; utilizes METRO computer software in performing job tasks.   

 May drive a METRO vehicle to pick up or deliver materials, correspondence or documents.  

 Performs other duties as assigned. 
 

EMPLOYMENT STANDARDS: 

Knowledge of: 

 Principles and practices of technical accounting, including the processing of accounts payable and 
accounts receivable transactions and documents. 

 Basic laws and regulations applicable to public sector accounting. 

 Basic public sector accounting terminology and methods. 

 Bookkeeping practices and procedures. 

 Modern office practices, procedures and equipment. 

 Business correspondence, formatting and report writing.        

 Manual and automated record-keeping and filing systems. 

 Advanced methods of maintaining information in computerized or hard copy files. 

 Technical methods of researching, gathering, organizing and reporting data. 

 Methods of prioritizing, planning and organizing work. 

 Advanced time management techniques. 

 Customer service techniques. 

 Intermediate mathematics including addition, subtraction, multiplication, division, percentages 
and financial data conventions. 

 Correct English usage, grammar, spelling, punctuation and vocabulary. 
 The effective use of modern office equipment, personal computers and standard business 

software.  

Ability to: 
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 Evaluate, interpret and apply technical accounting policies, procedures and requirements as they 
apply to departmental financial activities. 

 Perform technical accounting activities in a manner that complies with applicable laws, 
regulations and policies. 

 Check, balance and reconcile documents; maintain accounts payable/receivable and cash 
receipts. 

 Apply control procedures pertaining to the maintenance of budgetary accounts. 

 Maintain a variety of financial accounts, ledgers, and financial reports. 

 Create and use computerized spreadsheets, databases and software to track financial information 
and automate calculations. 

 Perform financial calculations quickly and accurately. 

 Maintain records and control systems with accuracy and attention to detail. 

 Adhere to established work schedules and timelines. 

 Work independently using good judgment, tact and discretion. 

 Balance multiple assignments simultaneously and effectively. 

 Utilize standard office equipment and computer software and learn to use specialized METRO 
software if assigned. 

 Maintain confidentiality of materials, records, files and other privileged information using tact 
and discretion. 

 Communicate clearly and effectively, both orally and in writing. 

 Establish and maintain effective working relationships within the department and with other 
divisions, departments, agencies, suppliers, vendors and the public.  

 
MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

Completion of 30 semester (or equivalent quarter) units from an accredited college, including 12 units in 
accounting, business administration or a comparable field of coursework. 
 
AND 
 
Two (2) years of clerical accounting experience requiring the maintenance of computerized accounting 
records and the application of basic bookkeeping practices.  
 
LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
time of appointment and throughout employment. 
 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear; and use a keyboard.  Work often requires 
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stooping at the waist and the repetitive use of both hands to grasp and feel objects and.   Work may 
require lifting up to 20 pounds unaided.   Specific visual abilities required for this job include close vision, 
distance vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; uses math and mathematical 
reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with others 
encountered in the course of work. 

Work Environment:  

The employee works in a standard office environment where the noise level is moderate.   
 
OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 

 May occasionally require working extended hours or hours outside of regular schedule. 
 
 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Financial Clerical 
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Class Code: Class Code 
       FLSA Status: Pending 

Accounting Technician II 
Bargaining Unit: SEA 

 
DEFINITION: 

Under direction, an Accounting Technician II performs journey-level technical accounting duties to 
support department financial functions and processes; compiles, verifies and summarizes financial and 
statistical data from a variety of sources; processes and maintains files and records for accounts payable, 
accounts receivable, cash receipts, fixed assets, insurance, revenue, general ledger, tax filings, and 
budgeting; coordinates the review and processing of payroll documents; gathers and compiles data for 
statistical or financial reports; and performs other duties as assigned.  
 
DISTINGUISHING CHARACTERISTICS: 

Accounting Technician II is a journey-level technical accounting class.  An incumbent in this class performs 
tasks requiring interpretation and application of specialized accounting policies and procedures to ensure 
that assigned activities comply with various legal, regulatory, policy and other requirements.  This class 
may be distinguished from the lower-level class of Accounting Technician I because an incumbent in the 
latter class performs a limited range of technical accounting work while learning to perform the full range 
of journey-level duties.  It may also be distinguished from the higher-level class of Accounting Technician 
Specialist because an incumbent in the latter class performs advanced technical accounting work and may 
serve as a lead worker over subordinate technical and/or clerical staff.   
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Administers a departmental financial record-keeping program; posts information to automated 
ledgers, account books, and accounting worksheets; reconciles manual records to computer-
generated reports. 

 Performs accounts payable duties; reviews and matches accounts payable documents such as 
invoices, reports and purchase orders to support payment and reconcile discrepancies; reviews 
contracts, accounts, statements, or payments to confirm payment status, terms, pricing, and 
scope of work; routes payment documents for approval/signature; submits approved documents 
for payment. 

 Tracks budget accounts and balances; monitors expenditures compared to budget allowances and 
notifies management if over-budget; reconciles transactions and account balances to Finance 
reports. 

 Collects cash and receives, codes, processes and/or deposits cash receipts; reviews and processes 
petty cash reimbursements; enters cash receipt and other accounts receivable information into 
an automated accounting system and reconciles to reports; makes bank deposits. 

 Coordinates and monitors insurance policies for properties under contract with Santa Cruz 
METRO; monitors insurance expirations; researches contracts and leases to ensure that required 
endorsements are received and updated; reviews insurance expirations and prepares insurance 
billing statements for payment. 

 Creates and submits purchase requisitions; works with vendors as needed to adjust purchase 
orders.  
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 Performs technical research related to financial and other administrative activities; extracts and 
compiles data from manual and computerized sources for reports and other documents; makes 
computations and prepares statistical summaries and reports. 

 Performs department petty cash and Ticket Vending Machine (TVM) audits. 

 Calculates and processes Treasury account transfers. 

 Reconciles departmental credit card and related charge accounts. 

 Processes emergency check requests and prepares off-cycle checks. 

 Reviews and processes employee attendance and payroll documents; may calculate and record 
hours worked, leave used, shift differentials, and other payroll provisions; researches and resolves 
payroll-related problems. 

 Develops and delivers technical training to various staff on accounts payable and budget tracking 
procedures. 

 Performs other technical duties in support of departmental administrative functions; researches 
a variety of issues and prepares summaries of findings; initiates, composes and/or prepares 
complex department memos, letters, reports, statistical data, and narrative documents; develops, 
prepares, distributes, maintains and files a variety of reports, records and documentation; 
maintains logs, spreadsheets, lists and files to track operational processes and information. 

 Coordinates and performs special projects. 

 Provides information to employees and the public.  

 Operates standard office equipment including a computer, typewriter, photocopy machine, fax, 
and photo identification equipment; utilizes METRO computer software in performing job tasks.   

 May drive a METRO vehicle to pick up or deliver materials, correspondence or documents.  

 Performs other duties as assigned. 
 

EMPLOYMENT STANDARDS: 

Knowledge of: 

 Principles and practices of technical accounting, including the processing of accounts payable and 
accounts receivable transactions and documents. 

 Basic laws and regulations applicable to public sector accounting. 

 Basic public sector accounting terminology and methods. 

 Advanced bookkeeping practices and procedures. 

 Modern office practices, procedures and equipment. 

 Business correspondence, formatting and report writing.        

 Manual and automated record-keeping and filing systems. 

 Advanced methods of maintaining information in computerized or hard copy files. 

 Technical methods of researching, gathering, organizing and reporting data. 

 Advanced methods of prioritizing, planning and organizing work. 

 Advanced time management techniques. 

 Customer service techniques. 

 Intermediate mathematics including addition, subtraction, multiplication, division, ratios and 
percentages. 

 Correct English usage, grammar, spelling, punctuation and vocabulary. 
 The effective use of modern office equipment, personal computers and standard business 

software.  

Ability to: 
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 Evaluate, interpret and apply technical accounting policies, procedures and requirements as they 
apply to departmental financial activities. 

 Coordinate and perform technical accounting activities in a manner that complies with applicable 
laws, regulations and policies. 

 Check, balance and reconcile documents; maintain accounts payable/receivable and cash 
receipts. 

 Apply control procedures pertaining to the maintenance of budgetary accounts. 

 Maintain a variety of financial accounts, ledgers, and financial reports. 

 Create and use computerized spreadsheets, databases and software to track financial information 
and automate calculations. 

 Perform financial calculations quickly and accurately. 

 Maintain records and control systems with accuracy and attention to detail. 

 Adhere to established work schedules and timelines. 

 Work independently using good judgment, tact and discretion. 

 Balance multiple assignments simultaneously and effectively. 

 Utilize standard office equipment and computer software and learn to use specialized METRO 
software if assigned. 

 Maintain confidentiality of materials, records, files and other privileged information. 

 Communicate clearly and effectively, both orally and in writing. 

 Establish and maintain effective working relationships within the department and with other 
divisions, departments, agencies, suppliers, vendors and the public.  

 
MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

Completion of 30 semester (or equivalent quarter) units from an accredited college, including 12 units in 
accounting, business administration or a comparable field of coursework. 
 
AND 
 
Two (2) years of experience requiring technical bookkeeping, financial recordkeeping, and/or accounts 
payable and receivable work, preferably in a public agency. 
 
LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
time of appointment and throughout employment. 
 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear; and use a keyboard.  Work often requires 
stooping at the waist and the repetitive use of both hands to grasp and feel objects and.   Work may 

Attachment C

16C.26



require lifting up to 20 pounds unaided.   Specific visual abilities required for this job include close vision, 
distance vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; uses math and mathematical 
reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with others 
encountered in the course of work. 

Work Environment:  

The employee works in a standard office environment where the noise level is moderate.   
 
OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 

 May occasionally require working extended hours or hours outside of regular schedule. 
 
 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Financial Techncial 
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Class Code: Class Code 
       FLSA Status: Pending 

Accounting Technician Specialist 
Bargaining Unit: SEA 

 
DEFINITION: 

Under direction, an Accounting Technician Specialist performs advanced technical accounting duties to 
support METRO financial functions and processes; maintains the General Ledger; performs difficult 
account reconciliations; prepares and maintains complex accounting records and reports; performs the 
more difficult accounts payable, accounts receivable, cash receipts, fixed assets, insurance, revenue, 
general ledger, tax filings, and budgeting activities; may serve as a lead worker over subordinate technical, 
clerical and support staff; and performs other duties as assigned.  
 
DISTINGUISHING CHARACTERISTICS: 

Accounting Technician Specialist is the advanced-level class in the series.  An incumbent in this class 
performs tasks requiring interpretation and application of specialized accounting policies and procedures 
to ensure that assigned activities comply with various legal, regulatory, policy and other requirements.  
This class may be distinguished from the lower-level class of Accounting Technician II because an 
incumbent in the latter class performs the full range of journey-level technical accounting work. This class 
may also be distinguished from the higher-level class of Accountant I because the latter is the first 
professional-level accounting class. 
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Maintains the General Ledger (G/L); reconciles balance sheet accounts and documents and 
reconciles revenue and expense accounts; prepares, enters and posts journal entries into an 
automated accounting system; merges Accounts Receivable and Accounts Payable to flow into 
the G/L; closes month-end books and runs all reports including the final G/L and Financials; assists 
professional staff with year-end reporting and closing of accounting records. 

 Reconciles the G/L cash balance to the County Treasurer’s cash balance; determines and takes 
appropriate action to resolve variances; reconciles G/L accounts and the Accounts Payable bank 
balance by researching and resolving any outstanding checks that have not been cashed; 
reconciles the monthly check register for the Board of Director’s report. 

 Maintains all check journals; processes all returned checks and takes follow-up action as needed. 

 Organizes, records, and retains the weekly bank deposit recaps from MetroCenter and resolves 
discrepancies as needed.  

 Prepares all billings for tenants (utilities, pest control, late charges, etc.), advertising, unions, 
revenue, and other miscellaneous receivables as needed; prepares Consumer Price Index 
adjustments for revenue and tenant customers as needed and provides appropriate notification; 
collects late payments; runs monthly statements for Accounts Receivable. 

 Balances all checks and cash to the receipts log for accuracy; contacts bank for Fares Sweep and 
writes checks; prepares affidavit and Record of Deposit from County as needed; maintains 
monthly record of all cash receipts and wire deposits; runs reports from the County Treasury 
website in accordance with established procedures; updates Board of Equalization sales tax wire 
information from website each month.  
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 Maintains financial statements including consolidated and departmental reports for expenses and 
revenue. 

 Assists in compiling financial data for projects as assigned; assists in the monetary petty cash 
count and safe contents count at MetroCenter; provides fund balance and transaction 
information for other staff as requested. 

 May serve as a lead worker over subordinate technical, clerical or other support staff by 
prioritizing, assigning and monitoring their work and providing training as needed. 

 Performs other technical duties in support of departmental administrative functions; researches 
a variety of issues and prepares summaries of findings; initiates, composes and/or prepares 
complex department memos, letters, reports, statistical data, and narrative documents; develops, 
prepares, distributes, maintains and files a variety of reports, records and documentation; 
maintains logs, spreadsheets, lists and files to track operational processes and information. 

 Coordinates and performs special projects. 

 Provides information to employees and the public.  

 Operates standard office equipment including a computer, typewriter, photocopy machine, fax, 
and photo identification equipment; utilizes METRO computer software in performing job tasks.   

 May drive a METRO vehicle to pick up or deliver materials, correspondence or documents.  

 Performs other duties as assigned. 
 

EMPLOYMENT STANDARDS: 

Knowledge of: 

 Advanced principles, practices, forms and techniques of technical public sector accounting, 
including internal controls, General Ledger maintenance/reconciliation, and advanced accounts 
payable, accounts receivable and cash handling practices. 

 Basic laws and regulations applicable to public sector accounting. 

 Relationships between accounting records and documents for recording and reporting purposes. 

 Public sector accounting terminology and methods. 

 Advanced bookkeeping practices and procedures. 

 Modern office practices, procedures and equipment. 

 Business correspondence, formatting and report writing.        

 Manual and automated record-keeping and filing systems. 

 Advanced methods of maintaining information in computerized or hard copy files. 

 Technical methods of researching, gathering, organizing and reporting data. 

 Advanced methods of prioritizing, planning and organizing work. 

 Advanced time management techniques. 

 Clerical customer service techniques. 

 Principles and practices of employee leadership, including ways to motivate staff and maximize 
productivity. 

 Intermediate mathematics including addition, subtraction, multiplication, division, ratios and 
percentages. 

 Correct English usage, grammar, spelling, punctuation and vocabulary. 
 The effective use of modern office equipment, personal computers and standard business 

software.  

Ability to: 

 Evaluate, interpret and apply technical accounting policies, procedures and requirements as they 
apply to departmental financial activities. 
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 Coordinate and perform technical accounting activities in a manner that complies with applicable 
laws, regulations and policies. 

 Check, balance and reconcile documents; maintain accounts payable/receivable and cash 
receipts. 

 Apply advanced technical control procedures to maintain budgetary accounts. 

 Maintain complex financial accounts, ledgers, and financial reports. 

 Create and use computerized spreadsheets, databases and software to track financial information 
and automate calculations. 

 Perform financial calculations quickly and accurately. 

 Maintain records and control systems with accuracy and attention to detail. 

 Adhere to established work schedules and timelines. 

 Work independently using good judgment, tact and discretion. 

 Balance multiple assignments simultaneously and effectively. 

 Serve as a lead worker over subordinate technical, clerical and support staff. 

 Utilize standard office equipment and computer software and learn to use specialized METRO 
software if assigned. 

 Maintain confidentiality of materials, records, files and other privileged information. 

 Communicate clearly and effectively, both orally and in writing. 

 Establish and maintain effective working relationships within the department and with other 
divisions, departments, agencies, suppliers, vendors and the public.  

 
MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

Completion of 60 semester (or equivalent quarter) units from an accredited college, including coursework 
in accounting, business administration or a related field. 
 

AND 
 
Two (2) years of experience requiring journey-level technical bookkeeping, financial recordkeeping, 
and/or accounts payable/receivable work, preferably in a public agency. 
 
LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
time of appointment and throughout employment. 
 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear; and use a keyboard.  Work often requires 
stooping at the waist and the repetitive use of both hands to grasp and feel objects and.   Work may 
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require lifting up to 20 pounds unaided.   Specific visual abilities required for this job include close vision, 
distance vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; uses math and mathematical 
reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with others 
encountered in the course of work. 

Work Environment:  

The employee works in a standard office environment where the noise level is moderate.   
 
OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 

 May occasionally require working extended hours or hours outside of regular schedule. 
 
 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Financial Technical 
 

Attachment C

16C.31



Class Code: Class Code 
       FLSA Status: Pending 

Administrative Assistant 
Bargaining Unit: SEA 

 
DEFINITION: 

Under general supervision, an Administrative Assistant performs advanced and difficult clerical duties to 
relieve management staff of administrative detail; assists in the preparation of difficult and complex 
correspondence, reports, budget documents, and manuals; researches and compiles data from multiple 
and varied sources to prepare reports or complete forms; coordinates and provides administrative 
support during meetings; and performs other related duties as assigned.   
 
DISTINGUISHING CHARACTERISTICS: 

Administrative Assistant is a journey-level clerical class.  An incumbent in this class performs a wide range 
of difficult and responsible clerical duties that require advanced knowledge of administrative support 
practices and procedures.  This class is distinguished from the lower-level class of Administrative Clerk 
because an incumbent in the latter class performs clerical tasks are of routine to average difficulty.  This 
class is also distinguished from the higher-level class of Administrative Specialist because an incumbent in 
the latter class performs technical administrative duties that require substantial interpretation and 
application of laws, regulations and/or specialized departmental and/or program policies. 
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Assists in the preparation of difficult and complex correspondence, reports, budget documents, 
manuals, detailed operating procedures, minutes, agendas, and other written materials; 
researches and compiles data from multiple and varied sources to prepare reports or complete 
forms; compiles and organizes content; selects formats, edits, and proofreads various documents; 
and finalizes documents. 

 Prepares, monitors, and processes a variety of transactional documents including purchase 
requisitions, budget requests and transfers, expenditure claims, and personnel/payroll actions.  

 Greets customers in person or over the telephone and directs them to appropriate officials, 
vendors, or departmental staff; answers inquiries on administrative matters, and provides 
standard forms as needed; receives complaints and resolves if possible, referring unresolvable 
issues to a superior. 

 Schedules complex meetings involving multiple participants and/or locations; prepares and 
distributes agendas and meeting materials; maintains appointment calendars for management; 
makes complex travel arrangements.  

 Enters and retrieves information from both hard copy and electronic records; designs and 
implements various manual and electronic tools to log, track, summarize and report information. 

 Develops, maintains, and updates general administrative filing systems in accordance with 
departmental records retention programs; documents retention storage; creates reference 
material. 
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 Receives and processes routine financial documents, including invoices and bills; prepares 
payment authorizations, requisitions and check requests; maintains a department petty cash 
fund; requisitions a variety of supplies, parts, and materials; maintains inventory.  

 Develops and maintains mailing lists; prepares and distributes inter-office mail; prepares difficult 
external mailings. 

 May handle sensitive or confidential materials, records, files, and other privileged information.  

 Makes difficult employee travel arrangements to attend meetings, conferences, and training 
seminars; prepares presentation materials as directed.  

 Coordinates and executes special projects and assignments.  

 Operates standard office equipment including a computer, typewriter, photocopy machine, and 
fax; utilizes standard business computer software and may utilize specialized METRO software in 
performing job tasks.   

 May drive a METRO vehicle to perform assignments.  

 Performs other duties as assigned. 
 
EMPLOYMENT STANDARDS: 

Knowledge of: 

 Advanced office practices, procedures, and equipment. 

 Clerical processes pertaining to accounting, purchasing, and data maintenance. 

 Methods of maintaining information in digital or hard copy files. 

 Clerical methods of researching, gathering, organizing and reporting data. 

 Methods of prioritizing, planning and organizing work. 

 Time management techniques. 

 Clerical customer service techniques. 

 Mathematics including addition, subtraction, multiplication, division, and percentages. 

 Advanced telephone techniques and etiquette. 

 Correct English usage, grammar, spelling, punctuation, and vocabulary. 

 The effective use of modern office equipment, personal computers, and standard business 

software.  

Ability to: 

 Follow oral and written instructions accurately. 

 Interpret and apply METRO policies and labor contract provisions, including those related to 
payroll and employee benefits administration.  

 Maintain confidentiality of materials, records, files, and other privileged information. 

 Maintain records and control systems with accuracy and attention to detail. 

 Type finished copy from rough draft or machine transcription. 

 Type at a corrected rate of 50 words per minute from clear copy. 

 Input data into a database. 

 Adhere to established work schedules and timelines. 

 Maintain a calm demeanor in stressful situations. 

 Work independently using good judgment, tact, and discretion. 

 Balance multiple assignments simultaneously and effectively. 

 Utilize standard office equipment and computer software and learn to use specialized METRO 

software if assigned. 
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 Communicate clearly and effectively, both orally and in writing. 

 Establish and maintain effective working relationships within the department and with other 

divisions, departments, agencies, suppliers, vendors, and the public. 

 
MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 

abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

Four (4) years of progressively responsible clerical experience requiring the operation of personal 
computers, database systems, typing and maintaining recordkeeping systems.   
 
LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
time of appointment and throughout employment. 
 
PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear; and use a keyboard.  Work often requires 
stooping at the waist and the repetitive use of both hands to grasp and feel objects.   Work may require 
lifting up to 20 pounds unaided.   Specific visual abilities required for this job include close vision, distance 
vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; uses math and mathematical 
reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with others 
encountered in the course of work. 

Work Environment:  

The employee typically works in a standard office environment where the noise level is moderate. 
 
OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 

 May occasionally require working extended hours or hours outside of regular schedule. 
 
 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Administrative Clerical 
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Class Code: Class Code 
       FLSA Status: Pending 

Administrative Clerk 
Bargaining Unit: SEA 

 
DEFINITION: 

Under general supervision, an Administrative Clerk performs a limited range of general clerical duties to 
support departmental functions; enters data into manual and automated systems; provides telephone 
and public reception; types, processes and prepares documents; maintains departmental files; and 
performs other duties as assigned.  
 
DISTINGUISHING CHARACTERISTICS: 

Administrative Clerk is a journey-level clerical class. An incumbent in this class performs clerical tasks that 
are of routine to average difficulty.  This class is distinguished from the higher-level class of Administrative 
Assistant because an incumbent in the latter class performs advanced-level clerical duties that typically 
include providing administrative and secretarial support to management.   
  
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Greets customers in person or over the telephone and directs them to appropriate officials, 
vendors, or departmental staff; answers inquiries on administrative matters, and provides 
standard forms as needed.  

 Types reports, memoranda, records, contracts, letters, specifications, minutes, agendas and other 
documents; may compose routine correspondence; tabulates statistical and other data; prepares 
purchase requisitions as assigned; proofread and corrects grammar, punctuation, and spelling. 

 Enters and retrieves information from both hard copy and electronic records; uses various manual 
and electronic tools to log, track, summarize and report information. 

 Maintains and updates general administrative files in accordance with departmental records 
retention programs; documents retention storage; creates reference material. 

 Receives and processes routine financial documents, including invoices and bills; prepares 
payment authorizations, requisitions and check requests; maintains a department petty cash 
fund; requisitions routine office supplies, parts, and materials and maintains a simple inventory.  

 Maintains and updates mailing lists; prepares and distributes inter-office mail.  

 Schedules meetings and makes routine preparations; distributes agendas and meeting materials.  

 May handle sensitive or confidential materials, records, files, and other privileged information.  

 Conducts routine tasks to schedule employee travel, conferences, and training seminars.  

 Operates standard office equipment including a computer, typewriter, photocopy machine, and 
fax machine; utilizes standard business computer software and may utilize specialized METRO 
software in performing job tasks.   

 May drive a METRO vehicle to pick up or deliver materials, correspondence or documents.  

 Performs other duties as assigned. 
 

EMPLOYMENT STANDARDS: 

Knowledge of: 
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 Modern office practices, procedures, and equipment. 

 Basic clerical processes pertaining to accounting, purchasing, and data maintenance. 

 Basic methods of maintaining information in digital or hard copy files. 

 Basic clerical methods of researching, gathering, organizing and reporting data. 

 Basic methods of prioritizing, planning and organizing work. 

 Basic time management techniques. 

 Basic clerical customer service techniques. 

 Basic mathematics including addition, subtraction, multiplication, division, and percentages. 

 Telephone techniques and etiquette. 

 Correct English usage, grammar, spelling, punctuation, and vocabulary. 

 The effective use of modern office equipment, personal computers, and standard business 

software.  

Ability to: 

 Follow oral and written instructions accurately. 

 Maintain confidentiality of materials, records, files, and other privileged information. 

 Maintain records and control systems with accuracy and attention to detail. 

 Input data into a database. 

 Type finished copy from rough draft or machine transcription. 

 Adhere to established work schedules and timelines. 

 Maintain a calm demeanor in stressful situations. 

 Type at a corrected rate of 50 words per minute from clear copy. 

 Work independently using good judgment, tact, and discretion. 

 Balance multiple assignments simultaneously and effectively. 

 Utilize standard office equipment and computer software and learn to use specialized METRO 

software if assigned. 

 Communicate clearly and effectively, both orally and in writing. 

 Establish and maintain effective working relationships within the department and with other 

divisions, departments, agencies, suppliers, vendors, and the public. 
 

MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 

abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

Two (2) years of progressively responsible clerical experience requiring the operation of personal 
computers, database systems, typing and maintaining recordkeeping systems.   
 
LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
time of appointment and throughout employment. 
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PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear; and use a keyboard.  Work often requires 
stooping at the waist and the repetitive use of both hands to grasp and feel objects.   Work may require 
lifting up to 20 pounds unaided.   Specific visual abilities required for this job include close vision, distance 
vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; uses math and mathematical 
reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with others 
encountered in the course of work. 

Work Environment:  

The employee typically works in a standard office environment where the noise level is moderate. 
 
OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 

 May occasionally require working extended hours or hours outside of regular schedule. 
 
 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Administrative Clerical 
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Class Code: Class Code 
       FLSA Status: Pending 

Administrative Specialist 
Bargaining Unit: SEA 

 
DEFINITION: 

Under general supervision, an Administrative Specialist performs technical administrative duties to 
support complex administrative or operational activities; researches, gathers, organizes and prepares 
data; reviews documents and data for compliance with program requirements; maintains complex files, 
records, reports, correspondence and other documents; prepares detailed reports regarding budgetary 
and funding allocations and expenditures; and performs other duties as assigned.  
 
DISTINGUISHING CHARACTERISTICS: 

Administrative Specialist is a technical administrative class. An incumbent in this class performs technical 
administrative duties that require substantial interpretation and application of laws, regulations and/or 
specialized departmental and/or program policies.  This class is distinguished from the lower-level class 
of Administrative Assistant because an incumbent in the latter class performs advanced-level clerical 
rather than technical administrative duties.  This class is also distinguished from the higher-level class of 
Administrative Supervisor as an incumbent in the latter class supervises the work of subordinate clerical 
and/or technical administrative staff.   
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Reviews a wide variety of documents and data including records, forms, correspondence, 
agreements, grants, contracts, operating plans, program audits, progress reports, service reports, 
and files, for accuracy, completeness, and compliance with program policies, procedures and 
requirements.  

 Assists in controlling budget account ledgers; assists in researching, compiling and preparing 
budget proposals; prepares estimates for supply and equipment requirements for budgetary 
purposes.  

 Develops, maintains, and updates administrative procedures; classifies correspondence, reports, 
documents, publications, and other material in accordance with established index systems; 
reviews dated files to purge or combine materials; updates index and cross reference files.  

 Provides input regarding the design, organization, retrieval, and reporting functions for 
information management systems; conducts studies to determine the feasibility of modifying 
administrative systems and procedures to improve efficiencies of automated records processing. 

 Collects, complies, and organizes data for reports, recommendations, policies, and special 
projects for State and Federal agencies, as well as the public; collects, assembles, and interprets 
data related to project and program operations.  

 Composes and prepares correspondence and reports; prepares detailed narrative, oral, statistical 
and graphic reports; provides information and explains policies to staff and other agencies; 
researches and prepares responses as directed; maintain complex files and record-keeping 
systems.  
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 Receives, reviews, and processes requests and complaints from other departments, members of 
the public, and other agencies; researches information to assist management in formulating a 
response. 

 Conducts and coordinates technical administrative studies and projects concerning METRO 
policies, procedures, programs or grants; assists in planning, implementing, and evaluating 
administrative tools and opportunities for process improvement; makes recommendations on 
proposed methods and procedures.  

 Designs and develops measurement tools or techniques to assess needs, services, and program 
effectiveness; develop questionnaires and forms to gather, organize, and tabulate data and 
information; investigates, studies, and composes reports pertaining to operating procedures and 
administrative problems.  

 Operates standard office equipment including a computer, typewriter, photocopy machine, and 
fax; utilizes standard business computer software and may utilize specialized METRO software in 
performing job tasks.   

 May drive a METRO vehicle to perform assignments.  

 Performs other duties as assigned. 
 

EMPLOYMENT STANDARDS: 

Knowledge of: 

 Technical principles, practices, and procedures common to public administration, including 
budgeting, records management, purchasing, human resources administration, and the use of 
technology. 

 Basic and regulations applicable to the area of assignment. 

 Advanced administrative and office practices, procedures and equipment, including the use of 
automated information systems to improve administrative practices. 

 Technical processes pertaining to accounting, purchasing, and data maintenance. 

 Advanced business correspondence, formatting and report writing.        

 Technical methods of researching, gathering, organizing and reporting data. 

 Advanced methods of prioritizing, planning and organizing work. 

 Advanced time management techniques. 

 Advanced customer service techniques. 

 Intermediate mathematics including addition, subtraction, multiplication, division, percentages, 
and basic statistics. 

 Advanced telephone techniques and etiquette. 

 Correct English usage, grammar, spelling, punctuation, and vocabulary. 
 The effective use of modern office equipment, personal computers, and standard business 

software.  

Ability to: 

 Evaluate, interpret and apply policies, regulations, and requirements as they apply to technical 
administrative activities. 

 Interpret and apply policies, procedures, and Federal and/or State regulations to comply with 
program or project reporting requirements and organize data into functional reports.  

 Coordinate and perform technical administrative activities in a manner that complies with 
applicable laws, regulations, and policies. 

 Investigate and document administrative, operational, and programmatic problems.  
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 Work independently using good judgment, tact, and discretion. 

 Review and screen documents for minimum qualifications or other requirements. 

 Maintain confidentiality of materials, records, files, and other privileged information  

 Interpret, explain and apply human resources policies, procedures and regulations. 

 Maintain records and control systems with accuracy and attention to detail. 

 Adhere to established work schedules and timelines. 

 Maintain a calm demeanor in stressful situations. 

 Balance multiple assignments simultaneously and effectively. 

 Utilize standard office equipment and computer software and learn to use specialized METRO 
software if assigned. 

 Communicate clearly and effectively, both orally and in writing. 

 Establish and maintain effective working relationships within the department and with other 
divisions, departments, agencies, suppliers, vendors, and the public. 
 

MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 

abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

Completion of 60 semester (or equivalent quarter) units at an accredited college with coursework in 
human resources management, industrial relations, public administration, business administration, or a 
related field. 
 

AND 
 
Three (3) years of responsible administrative experience performing program monitoring and reporting, 
including responsibility for complex records retention and filing.   
 
Experience in a public agency is desirable.   
 
LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
time of appointment and throughout employment. 
 
PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear; and use a keyboard.  Work often requires 
stooping at the waist and the repetitive use of both hands to grasp and feel objects.   Work may require 
lifting up to 20 pounds unaided.   Specific visual abilities required for this job include close vision, distance 
vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands  
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While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; uses math and mathematical 
reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with others 
encountered in the course of work. 

Work Environment:  

The employee typically works in a standard office environment where the noise level is moderate. 
 
OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 

 May occasionally require working extended hours or hours outside of regular schedule.  
 
 
 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Administrative Technical 
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Class Code: Class Code 
       FLSA Status: Pending 

Administrative Supervisor 
Bargaining Unit: SEA 

 
DEFINITION: 

Under direction, an Administrative Supervisor performs supervisory and technical duties to support 
complex administrative or operation activities; supervises the work of subordinate clerical and/or 
technical administrative personnel; researches, gathers, organizes and prepares data; reviews documents 
and data for compliance with program requirements; maintains complex files, records, reports, 
correspondence and other documents; prepares detailed reports regarding budgetary and funding 
allocations and expenditures; and performs other duties as assigned.  
 
DISTINGUISHING CHARACTERISTICS: 

Administrative Supervisor is a supervisory administrative class.  In addition to assigned supervisory 
responsibilities, an incumbent in this class performs the full range of clerical and technical administrative 
duties performed by subordinate staff.  This class is distinguished from the lower-level class of 
Administrative Specialist because the incumbent supervises the work of subordinate employees.  
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Supervises the work of subordinate staff; schedules, assigns, directs, and monitors work; provides 
staff training; evaluates employee performance; may participate in staff selection; may initiate or 
have significant input into disciplinary actions.   

 Determines work procedures; assesses subordinates’ workload; plans and prepares schedules; 
prioritizes assignments and expedites the workflow of the unit.  

 Assesses short and long-term staff development needs; develops and implements appropriate 
training for staff.  

 Develops, maintains, and implements administrative procedures and instructs staff in their use; 
recommends forms; classifies correspondence, reports, documents, publications, and other 
material in accordance with established index systems; reviews dated files to purge or combine 
materials; updates index and cross reference files.  

 Maintains control of budget account ledgers; researches, compiles and prepares budget 
proposals; prepares estimates for supply and equipment requirements for budgetary purposes.  

 Provides input regarding the design, organization, retrieval, and reporting functions for 
information management systems; conducts studies to determine the feasibility of modifying 
administrative systems and procedures to improve efficiencies of automated records processing. 

 Collects, complies, and organizes data for reports, recommendations, policies, and special 
projects for State and Federal agencies, as well as the public; collects, assembles, and interprets 
data related to project and program operations.  

 Composes and prepares correspondence and reports; prepares detailed narrative, oral, statistical 
and graphic reports; provides information and explains policies to staff and other agencies; 
researches and prepares responses as directed; maintain complex files and record-keeping 
systems.  
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 Receives, reviews, and processes requests and complaints from other departments, members of 
the public, and other agencies; researches information to assist management in formulating a 
response. 

 Conducts and coordinates technical administrative studies and projects concerning METRO 
policies, procedures, programs or grants; assists in planning, implementing, and evaluating 
administrative tools and opportunities for process improvement; makes recommendations on 
proposed methods and procedures.  

 Designs and develops measurement tools or techniques to assess needs, services, and program 
effectiveness; develop questionnaires and forms to gather, organize, and tabulate data and 
information; investigates, studies, and composes reports pertaining to operating procedures and 
administrative problems.  

 Performs general clerical and secretarial work to support management as required. 

 Operates standard office equipment including a computer, typewriter, photocopy machine, and 
fax; utilizes standard business computer software and may utilize specialized METRO software in 
performing job tasks.   

 May drive a METRO vehicle to perform assignments.  

 Performs other duties as assigned. 
 

EMPLOYMENT STANDARDS: 

Knowledge of: 

 Principles and practices of employee supervision, including performance evaluation and 
progressive discipline. 

 Technical principles, practices, and procedures common to public administration, including 
budgeting, records management, purchasing, human resources administration, and the use of 
technology. 

 Basic and regulations applicable to the area of assignment. 

 Advanced administrative and office practices, procedures and equipment, including the use of 
automated information systems to improve administrative practices. 

 Technical processes pertaining to accounting, purchasing, and data maintenance. 

 Advanced business correspondence, formatting and report writing.        

 Technical methods of researching, gathering, organizing and reporting data. 

 Advanced methods of prioritizing, planning and organizing work. 

 Advanced time management techniques. 

 Advanced customer service techniques. 

 Intermediate mathematics including addition, subtraction, multiplication, division, percentages, 
and basic statistics. 

 Advanced telephone techniques and etiquette. 

 Correct English usage, grammar, spelling, punctuation, and vocabulary. 
 The effective use of modern office equipment, personal computers, and standard business 

software.  

Ability to: 

 Supervise and motivate subordinate staff effectively. 

 Evaluate, interpret and apply policies, regulations, and requirements as they apply to technical 
administrative activities. 
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 Interpret and apply policies, procedures, and Federal and/or State regulations to comply with 
program or project reporting requirements and organize data into functional reports.  

 Coordinate and perform technical administrative activities in a manner that complies with 
applicable laws, regulations, and policies. 

 Investigate and document administrative, operational, and programmatic problems.  

 Work independently using good judgment, tact, and discretion. 

 Review and screen documents for minimum qualifications or other requirements. 

 Maintain confidentiality of materials, records, files, and other privileged information  

 Interpret, explain and apply human resources policies, procedures and regulations. 

 Maintain records and control systems with accuracy and attention to detail. 

 Adhere to established work schedules and timelines. 

 Maintain a calm demeanor in stressful situations. 

 Balance multiple assignments simultaneously and effectively. 

 Utilize standard office equipment and computer software and learn to use specialized METRO 
software if assigned. 

 Communicate clearly and effectively, both orally and in writing. 

 Establish and maintain effective working relationships within the department and with other 
divisions, departments, agencies, suppliers, vendors, and the public. 

 

MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 

abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

Completion of 60 semester (or equivalent quarter) units at an accredited college with coursework in 
human resources management, industrial relations, public administration, business administration, or a 
related field. 
 

AND 
 
Four (4) years of responsible administrative experience performing program monitoring and reporting, 
including responsibility for complex records retention and filing. Experience must have included at least 
one year at a technical administrative level.  
 
Experience in a public agency is desirable.   
 

LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
time of appointment and throughout employment. 
 
PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  
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While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear; and use a keyboard.  Work often requires 
stooping at the waist and the repetitive use of both hands to grasp and feel objects.   Work may require 
lifting up to 20 pounds unaided.   Specific visual abilities required for this job include close vision, distance 
vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; uses math and mathematical 
reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with others 
encountered in the course of work. 

Work Environment:  

The employee typically works in a standard office environment where the noise level is moderate. 
 
OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 

 May occasionally require working extended hours or hours outside of regular schedule.  
 
 
 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Administrative Technical 
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Class Code: Class Code 

       FLSA Status: Pending 
Benefits Technician 
Bargaining Unit: SEA 

 
DEFINITION: 

Under general supervision, the Benefits Technician performs technical administrative duties to 
coordinate, maintain and administer employee, retiree and COBRA benefits programs in the Human 
Resources (HR) Department;  assists in the administration, implementation, and modification of employee 
benefit programs; acts as liaison between the Santa Cruz METRO, employees, insurance carriers, 
contractors, and others; may assist with other HR technical functions in support of recruitment, records 
administration, employee relations, classification, compensation, staff development and/or other 
activities; and performs other duties as assigned.  
 
DISTINGUISHING CHARACTERISTICS: 

Benefits Technician is a journey-level technical administrative class.  An incumbent in this class performs 
tasks requiring interpretation and application of specialized HR policies related to the administration and 
maintenance of employee, retiree and COBRA benefits while ensuring that assigned activities comply with 
various legal, regulatory, policy and other requirements.   
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Coordinates, organizes and conducts technical benefits-related activities following established 
procedures. 

 Processes all benefit enrollment and billing for new, active, retiring, and separating employees; 
maintains and monitors benefit programs for compliance with insurance contracts and labor 
contracts; provides information related to benefit plans including medical, dental, vision, life, long 
term disability insurance, Employee Assistance Program, and others.  

 Develops, prepares, and presents the benefits portion of the new employee orientation program; 
determines initial and ongoing eligibility for benefit programs; schedules and conducts offsite 
open enrollment meetings. 

 Assists in the administration, implementation, and modification of employee benefit and 
insurance programs with contractors and carriers; coordinates and monitors employee benefit 
programs, enrollments, and expenses related to the Santa Cruz METRO budget; assists in 
maintaining State, Federal, and other regulatory compliance for all employee benefit programs. 

 Participates in reviewing benefit programs and insurance plan documents, proposals, bids, 
specifications, forms, announcements and other benefit related technical documents. 

 Provides cost and enrollment information to Finance as requested to assist in the preparation of 
the Santa Cruz METRO annual budget; monitors insurance premiums and other benefit-related 
administrative expenses; audits, reviews, corrects, and prepares billing documentation for 
payment. 

 Serves as a liaison on employee benefits issues between HR, employees, retirees, terminated 
employees, dependents, beneficiaries, Santa Cruz METRO departments, insurance carriers, 
contractors, and others; prepares claim forms; monitors employee leave reports for benefit 
tracking purposes. 
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 Coordinates with Payroll on benefit deductions and 457 Plan annual contribution limits. 

 Audits payroll reports for benefits-related errors; verifies that proper health and life insurance 
deductions have been taken; conducts research as needed; notifies employees of errors and 
monies owed; creates payroll deduction forms for payroll; collects checks and provides to Finance. 

 Updates and maintains benefits and other information in the computerized METRO Human 
Resources Information System (HRIS); conducts HRIS queries and prepares regular and periodic 
reports for management as requested; maintains various logs and lists. 

 Performs technical research and prepares summaries of findings; initiates, composes and/or types 
various department memos, letters, reports, statistical data, and other narrative documents; 
writes, updates and maintains department procedures and procedure manuals.  

 May perform other HR technical duties in support of recruitment, records administration, 
employee relations, classification, compensation, staff development and/or other activities. 

 May supervise subordinate clerical and/or other support staff by scheduling, assigning, directing 
and evaluating their work; provides staff training as needed; may perform and/or have significant 
input into subordinate staff selection and disciplinary action. 

 Maintains confidential materials, records, files, and other privileged information. 

 May monitor expenditures and prepare payment authorizations. 

 Provides information to employees and the public.  

 Operates standard office equipment including a computer, typewriter, photocopy machine, fax 
machine, and photo identification equipment; utilizes METRO computer software in performing 
job tasks.   

 May drive a METRO vehicle to pick up or deliver materials, correspondence or documents.  

 Performs other duties as assigned. 
 

EMPLOYMENT STANDARDS: 

Knowledge of: 

 Technical principles, practices, and procedures common to public employment, including 
employee benefits and insurance programs. 

 Basic laws and regulations applicable to public agency benefits administration. 

 Modern office practices, procedures, and equipment, including automated human resources 
information systems. 

 Technical processes pertaining to accounting, purchasing, and data maintenance. 

 Business correspondence, formatting and report writing.        

 Technical methods of researching, gathering, organizing and reporting data. 

 Methods of prioritizing, planning and organizing work. 

 Principles and practices of employee supervision, including performance evaluation and 
progressive discipline. 

 Advanced time management techniques. 

 Customer service techniques. 

 Basic mathematics including addition, subtraction, multiplication, division, and percentages. 

 Advanced telephone techniques and etiquette. 

 Correct English usage, grammar, spelling, punctuation, and vocabulary. 
 The effective use of modern office equipment, personal computers, and standard business 

software.  
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Ability to: 

 Evaluate, interpret and apply human resources policies, regulations, and requirements, 
particularly those applicable to the administration of employee benefits. 

 Coordinate and perform technical human resources activities in a manner that complies with 
applicable laws, regulations, and policies. 

 Work independently using good judgment, tact, and discretion. 

 Maintain confidentiality of materials, records, files, and other privileged information 

 Interpret, explain and apply human resources policies, procedures and regulations. 

 Gather, record and summarize data in a variety of formats. 

 Develop and maintain records and control systems with accuracy and attention to detail. 

 Supervise the work of subordinate clerical and/or support staff. 

 Adhere to established work schedules and timelines. 

 Maintain a calm demeanor in stressful situations. 

 Balance multiple assignments simultaneously and effectively. 

 Utilize standard office equipment and computer software and learn to use specialized METRO 
software if assigned. 

 Communicate clearly and effectively, both orally and in writing. 

 Establish and maintain effective working relationships within the department and with other 
divisions, departments, agencies, suppliers, vendors, and the public. 

 
MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

Five (5) years of progressively responsible clerical experience requiring the operation of personal 
computers, database systems, typing and maintaining detailed recordkeeping systems. Experience must 
have also included at least three (3) years of benefits administration experience in a centralized human 
resources organization. 
 
Recent experience is desirable. 
 
LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
time of appointment and throughout employment. 
 
PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is often required to reach with hands and arms; 
walk and sit; use finger dexterity; and talk and hear.  Work often requires the repetitive use of both hands 
to grasp and feel objects and use a keyboard.  The employee is regularly required to stoop at the waist, 
kneel, crouch, and stand.   Occasional lifting up to 25 pounds unaided may be required.   Specific visual 
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abilities required for this job include close vision, distance vision, the ability to see colors and shades, and 
the ability to perceive depth.  

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; uses basic math and mathematical reasoning; performs 
detailed work; deals with multiple concurrent tasks; and interacts with others encountered in the course 
of work. 

Work Environment:  

The employee works in a standard office environment where the noise level is usually moderate.  
 
OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 

 Must maintain strict confidentiality of work-related information.  

 May occasionally require working extended hours or hours outside of regular schedule. 
 
 
 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Administrative Technical 
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Class Code: Class Code 
       FLSA Status: Pending 

Claims Technician I 
Bargaining Unit: SEA 

 
DEFINITION: 

Under general supervision, a Claims Technician I performs a limited range of technical duties to support 
METRO risk management functions and activities while learning to perform the full scope of journey-level 
duties; receives, reviews, and processes injury and property damage claims to assist METRO Counsel with 
the determination of District liability; uses established procedures to conduct field investigations of  
accidents/incidents as well as claims and litigation filed against METRO; assists with administering 
settlements and property recovery activities for routine liability claims based on established parameters; 
and performs other duties as assigned.  
 
DISTINGUISHING CHARACTERISTICS: 

Claims Technician I is the first working-level class of the series.  An incumbent in this class performs the 
more routine technical office and field tasks requiring basic interpretation and application of department 
policies and procedures and specialized investigative skills.  This class may be distinguished from the 
higher-level class of Claims Technician II because an incumbent in the latter class performs the full scope 
of journey-level technical claims work.   
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Performs routine technical duties to support METRO risk management functions and activities 
while learning to perform the full scope of journey-level duties. 

 Receives, reviews and processes injury and property damage claims to assist in the determination 
of District liability; collects and records accident/incident information; organizes materials and 
establishes/maintains claim files; verifies medical treatment expenses and lost wages; compiles 
data on the value of property damage.  

 Maintains and tracks the status of claims and prepares regular status reports. 

 Conducts field investigations of accidents/incidents using established procedures; interviews and 
takes statements of claimants, employees, and witnesses; visits accident scenes and takes 
pictures and measurements; examines and documents property damage; gathers injury and other 
pertinent information; observes and documents hazards found during investigations. 

 Assists in preparing discovery documents and performing investigation tasks related to litigation 
files; assists at trials, hearings, and other legal proceedings as required.  

 Administers recovery actions for property damages sustained by the District from vehicle 
accidents, tenant lease agreements, and other related expenses.  

 Administers routine settlements or other actions on litigated and non-litigated claims within 
established limits; may participate in negotiations.  

 May represent the District as a witness in small claims court hearings; prepares and provides 
appropriate information and required documentation.  

 Operates field investigation tools including photographic equipment; operates District vehicles, 
computer programs and equipment, and other office machines.  
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 Performs other technical duties in support of departmental administrative functions; researches 
issues and prepares summaries of findings; initiates, composes and/or prepares memos, letters, 
reports, statistical data, and narrative documents; develops, prepares, distributes, maintains and 
files a variety of reports, records, and documentation; maintains logs, spreadsheets, lists and files 
to track processes and information. 

 Provides information to employees and the public.  

 Operates standard office equipment including a computer, typewriter, photocopy machine, fax, 
and other equipment; operates field investigation tools including photographic equipment. 

 Utilizes standard business software in performing job tasks; may utilize specialized METRO 
software.   

 May drive a METRO vehicle to pick up or deliver materials, correspondence or documents.  

 Performs other duties as assigned. 
 

EMPLOYMENT STANDARDS: 

Knowledge of: 

 Basic laws relating to property and liability claims, including contributory negligence theories. 

 Basic California judicial system procedures related to liability claims. 

 Basic medical and legal terminology and related documents. 

 Claims investigation methods and techniques, including methods of negotiating settlements.  

 Interviewing principles and techniques. 

 Field procedures and techniques for collecting evidence at accident/incident sites. 

 Safety regulations pertaining to hazardous materials at an accident/incident site.  

 Basic discovery techniques. 

 Modern office practices, procedures, and equipment. 

 Business correspondence, formatting and report writing.        

 Manual and automated record-keeping and filing systems. 

 Methods of maintaining information in digital or hard copy files. 

 Technical methods of researching, gathering, organizing and reporting data. 

 Methods of prioritizing, planning and organizing work. 

 Time management techniques. 

 Customer service techniques. 

 Intermediate mathematics including addition, subtraction, multiplication, division, ratios, and 
percentages. 

 Correct English usage, grammar, spelling, punctuation, and vocabulary. 
 The effective use of modern office equipment, personal computers, and standard business 

software.  

Ability to: 

 Understand and apply laws and administrative policies and procedures in the evaluation of 
routine property and liability insurance claims. 

 Investigate and recommend settlement of routine property and liability claims. 

 Investigate accident scenes, analyze events and draw sound conclusions. 

 Interview witnesses on the telephone and in person.  

 Prepare files, documents, charts, reports, and correspondence. 

 Adhere to established work schedules and timelines. 

 Work independently using good judgment, tact, and discretion. 
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 Balance multiple assignments simultaneously and effectively. 

 Utilize standard office equipment and computer software and learn to use specialized METRO 
software if assigned. 

 Maintain confidentiality of materials, records, files, and other privileged information. 

 Communicate clearly and effectively, both orally and in writing. 

 Establish and maintain effective working relationships within the department and with other 
divisions, departments, agencies, suppliers, vendors, and the public.  

 
MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

Completion of 60 semester (or equivalent) units from an accredited college including coursework in 
paralegal studies, risk management, claims resolution, business law, law enforcement, business 
administration or a related field of coursework. 
 

AND 
 
Six (6) months of experience performing property and liability claims investigation. 
 
LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
time of appointment and throughout employment. 
 
SPECIAL REQUIREMENTS: 

 Must be fluent in both English and Spanish. 
 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear; and use a keyboard.  Work often requires 
stooping at the waist and the repetitive use of both hands to grasp and feel objects.   Work may require 
lifting up to 20 pounds unaided.   Specific visual abilities required for this job include close vision, distance 
vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; uses math and mathematical 
reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with others 
encountered in the course of work. 

Work Environment:  

The employee frequently works in a standard office environment where the noise level is usually 
moderate.  Field work is occasionally required.   
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OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 

 May occasionally require working extended hours or hours outside of regular schedule. 
 
 
 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Administrative Technical 
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Class Code: Class Code 
       FLSA Status: Pending 

Claims Technician II 
Bargaining Unit: SEA 

 
DEFINITION: 

Under general supervision, a Claims Technician II performs technical duties to support METRO risk 
management functions and activities; receives, reviews and processes injury and property damage claims 
to assist METRO Counsel with the determination of District liability; uses established procedures to 
conduct field investigations of  accidents/incidents claims and litigation filed against METRO; administers 
settlements for routine liability claims based on established parameters; administers property recovery 
activities; and performs other duties as assigned.  
 
DISTINGUISHING CHARACTERISTICS: 

Claims Technician II is the journey-level class of the series.  An incumbent in this class performs the full 
scope of journey-level technical office and field tasks requiring interpretation and application of 
department policies and procedures and specialized investigative skills.  This class may be distinguished 
from the lower-level class of Claims Technician I because an incumbent in the latter class performs a 
limited range of technical claims duties while learning to perform the full range of journey-level work.   
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Performs journey-level technical duties to support METRO risk management functions and 
activities. 

 Receives, reviews and processes injury and property damage claims to assist in the determination 
of District liability; collects and records accident/incident information; organizes materials and 
establishes/maintains claim files; verifies medical treatment expenses and lost wages; compiles 
data on the value of property damage.  

 Maintains and tracks the status of claims and prepares regular status reports. 

 Conducts field investigations of accidents/incidents using established procedures; interviews and 
takes statements of claimants, employees, and witnesses; visits accident scenes and takes 
pictures and measurements; examines and documents property damage; gathers injury and other 
pertinent information; observes and documents hazards found during investigations. 

 Assists in preparing discovery documents and performing investigation tasks related to litigation 
files; assists at trials, hearings, and other legal proceedings as required.  

 Administers recovery actions for property damages sustained by the District from vehicle 
accidents, tenant lease agreements and other related expenses.  

 Administers routine settlements or other actions on litigated and non-litigated claims within 
established limits; may participate in negotiations.  

 May represent the District as a witness in small claims court hearings; prepares and provides 
appropriate information and required documentation.  

 Operates field investigation tools including photographic equipment; operates District vehicles, 
computer programs and equipment, and other office machines.  

 Performs other technical duties in support of departmental administrative functions; researches 
issues and prepares summaries of findings; initiates, composes and/or prepares memos, letters, 
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reports, statistical data, and narrative documents; develops, prepares, distributes, maintains and 
files a variety of reports, records, and documentation; maintains logs, spreadsheets, lists and files 
to track processes and information. 

 Provides information to employees and the public.  

 Operates standard office equipment including a computer, typewriter, photocopy machine, fax, 
and other equipment; operates field investigation tools including photographic equipment. 

 Utilizes standard business software in performing job tasks; may utilize specialized METRO 
software.   

 May drive a METRO vehicle to pick up or deliver materials, correspondence or documents.  

 Performs other duties as assigned. 
 

EMPLOYMENT STANDARDS: 

Knowledge of: 

 Basic laws relating to property and liability claims, including contributory negligence theories. 

 Basic California judicial system procedures related to liability claims. 

 Basic medical and legal terminology and related documents. 

 Claims investigation methods and techniques, including methods of negotiating settlements.  

 Interviewing principles and techniques. 

 Field procedures and techniques for collecting evidence at accident/incident sites. 

 Safety regulations pertaining to hazardous materials at an accident/incident site.  

 Basic discovery techniques. 

 Modern office practices, procedures, and equipment. 

 Business correspondence, formatting and report writing.        

 Manual and automated record-keeping and filing systems. 

 Methods of maintaining information in digital or hard copy files. 

 Technical methods of researching, gathering, organizing and reporting data. 

 Methods of prioritizing, planning and organizing work. 

 Time management techniques. 

 Customer service techniques. 

 Intermediate mathematics including addition, subtraction, multiplication, division, ratios, and 
percentages. 

 Correct English usage, grammar, spelling, punctuation, and vocabulary. 
 The effective use of modern office equipment, personal computers, and standard business 

software.  

Ability to: 

 Understand and apply laws and administrative policies and procedures in the evaluation of 
routine property and liability insurance claims. 

 Investigate and recommend settlement of routine property and liability claims. 

 Investigate accident scenes, analyze events and draw sound conclusions. 

 Interview witnesses on the telephone and in person.  

 Prepare files, documents, charts, reports, and correspondence. 

 Adhere to established work schedules and timelines. 

 Work independently using good judgment, tact, and discretion. 

 Balance multiple assignments simultaneously and effectively. 
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 Utilize standard office equipment and computer software and learn to use specialized METRO 
software if assigned. 

 Maintain confidentiality of materials, records, files, and other privileged information. 

 Communicate clearly and effectively, both orally and in writing. 

 Establish and maintain effective working relationships within the department and with other 
divisions, departments, agencies, suppliers, vendors, and the public.  

 
MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

Completion of 60 semester (or equivalent) units from an accredited college including coursework in 
paralegal studies, risk management, claims resolution, business law, law enforcement, business 
administration or a related field of coursework. 
 

AND 
 
Two (2) years of experience performing property and liability claims investigation. 
 
LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
time of appointment and throughout employment. 
 
SPECIAL REQUIREMENTS: 

 Must be fluent in both English and Spanish. 
 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear; and use a keyboard.  Work often requires 
stooping at the waist and the repetitive use of both hands to grasp and feel objects.   Work may require 
lifting up to 20 pounds unaided.   Specific visual abilities required for this job include close vision, distance 
vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; uses math and mathematical 
reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with others 
encountered in the course of work. 

Work Environment:  

The employee frequently works in a standard office environment where the noise level is usually 
moderate.  Field work is occasionally required.    
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OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 

 May occasionally require working extended hours or hours outside of regular schedule. 
 
 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Administrative Technical 
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Class Code: Class Code 
       FLSA Status: Pending 

Custodial Service Worker 
Bargaining Unit: SEA 

 
DEFINITION: 

Under general supervision, a Custodial Service Worker performs janitorial and related tasks at METRO 
facilities; keeps facility interiors and exteriors clean and orderly; performs minor building maintenance 
duties; and performs other duties as assigned.  
 
DISTINGUISHING CHARACTERISTICS: 

Custodial Service Worker is the journey-level class in the series.  An incumbent in this class performs 

janitorial and routine facility maintenance duties necessary to maintain clean, sanitary, and safe 

conditions in various METRO facilities.  

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Cleans floors, including sweeping, spot cleaning, dust mopping, and periodic scrubbing and 
waxing as needed; operates buffers, carpet cleaners, floor strippers, and steam cleaning 
equipment as needed. 

 Washes walls, ceilings, and partitions, using wall brushes, mops, cloths, and cleaning solutions.  

 Wipes and dusts furniture, doors, walls, ledges, posts, benches, signs, and coin equipment.  

 Collects trash from bus passenger and landscaped areas; empties and disinfects trash receptacles; 
disposes of waste paper and other discards; empties and cleans recycling containers. 

 Cleans restrooms and toilet facilities using cleansers and sanitizing solutions, brushes, cloths, and 
squeegees; stocks restroom supplies.  

 Removes graffiti from various surfaces.  

 Cleans interior and exterior windows. 

 Sanitizes drinking fountains.  

 Posts and removes public informational material.  

 Conducts safety checks by observing and checking locked doors, temperature readings for heating 
and air conditioning, and on/off switches for machines. 

 Creates proper dilutions of cleaning solutions. 

 Performs routine maintenance on janitorial equipment, tools, and machinery; checks and 
maintains equipment fuel and oil levels; may make minor repairs as needed. 

 May perform minor plumbing, painting, electrical, grounds or related maintenance tasks as 
assigned.  

 May assist with preparations for meetings and events; may perform special cleaning tasks; may 
set up, move and/or arrange furniture or equipment. 

 Reports safety, sanitary and fire hazards; addresses immediate hazards appropriately until 
repairs/corrections can be made.  

 Maintains custodial closets and custodial storage areas in a neat and orderly fashion. 

 May drive a METRO vehicle to perform work assignments.  

 Performs other duties as assigned. 
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EMPLOYMENT STANDARDS: 

Knowledge of: 

 Acceptable standards for the cleaning and routine maintenance of public facilities. 

 Commercial cleaning practices, supplies, and equipment. 

 Basic operation of janitorial equipment such as buffers, carpet cleaners, floor strippers, and other 
cleaning equipment. 

 General safety practices related to janitorial work. 

 Basic mathematical skills to create proper dilutions of cleaning products.   

 Proper use of cleaning tools, equipment, and supplies, including the use of various chemicals.  

 Methods of prioritizing, planning and organizing complex projects and analytical work.  

 Basic time management techniques. 

 Basic building and grounds maintenance techniques, including routine plumbing, painting, 
electrical and landscaping activities.  

Ability to:  

 Understand and follow oral and written directions. 

 Perform a wide variety of janitorial and routine facility maintenance duties in an effective and 
safe manner. 

 Safely operate janitorial equipment. 

 Safely use chemical cleaning agents.  

 Use basic mathematical skills including addition, subtraction, multiplication, division, and 
fractions. 

 Work with moderate independence using good judgment, tact, and discretion.  

 Adhere to established work schedules and timelines. 

 Interact effectively and courteously with the public. 

 Communicate clearly and effectively, both orally and in writing. 

 Establish and maintain effective working relationships within the department and with other 
divisions, departments, agencies, suppliers, vendors, and the public. 

 
MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

Two (2) years of experience performing janitorial and cleaning tasks. 
 
LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
time of appointment and throughout employment. 

 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  
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While performing the duties of this job, the employee is often required to reach with hands and arms; 
walk, stand and sit; use finger dexterity; and talk and hear.  Work often requires the repetitive use of both 
hands to grasp and feel objects.  The employee is regularly required to stoop at the waist, kneel, crouch, 
crawl and climb.   Occasional lifting up to 25 pounds unaided may be required.   Specific visual abilities 
required for this job include close vision, distance vision, the ability to see colors and shades, and the 
ability to perceive depth.  

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; uses basic mathematical skills; solves routine problems; 
deals with multiple concurrent tasks; and interacts with others encountered during work. 

Work Environment:  

The employee works in various facilities where there is frequent exposure to moving mechanical parts 
and is occasional exposure to hot, wet and/or humid conditions, fumes, toxic or caustic chemicals. The 
noise level is usually moderate.  The employee is occasionally exposed to varied weather conditions.      
 
OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 

 May occasionally require working extended hours or hours outside of regular schedule. 
 

 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Custodial  
 

Attachment C

16C.60



Class Code: Class Code 
       FLSA Status: Pending 

Custodial Supervisor 
Bargaining Unit: PSA 

 
DEFINITION: 

Under direction, a Custodial Supervisor performs supervisory and related work to ensure the cleanliness 
and routine maintenance of METRO facilities; ensures the training of new employees in proper custodial 
procedures including the use of manually operated tools, electrically-powered machines, cleaning 
compounds, solvents and chemicals; oversees the ordering of supplies, inspection of equipment and 
maintenance of inventory; and performs other duties as assigned.  
 
DISTINGUISHING CHARACTERISTICS: 

Custodial Supervisor is the supervisory-level class in the series.  An incumbent in this class is responsible 
for supervising the work of custodial staff in the performance of janitorial and routine facility maintenance 
duties necessary to maintain clean, sanitary, and safe conditions in various METRO facilities. This class is 
distinguished from the lower-level class of Senior Custodial Service Worker because an incumbent in the 
latter class serves as a lead worker over subordinate Custodial Service Workers.  

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Supervises the work of subordinate staff; schedules, assigns, directs, and monitors work; provides 
staff training; evaluates employee performance; may participate in staff selection; may initiate or 
have significant input into disciplinary actions.   

 Enforces department rules and policies regarding employee conduct. 

 Ensures that assigned functions meet the needs of the department and comply with established 

laws, regulations, policies, procedures, and standards; ensures that subordinates’ work complies 

with Cal-OSHA regulations; determines and directs corrective measures as necessary.    

 Inspects METRO facilities to ensure compliance with standards of cleanliness and maintenance 

and verify appropriate health and safety conditions; inspects equipment and tools to ensure 

proper maintenance and operating condition; documents inspection findings; advises staff of 

needed corrections. 

 Ensures that facilities are cleaned in time for scheduled meetings or other activities.  

 Oversees the acquisition of materials, equipment and supplies and the maintenance of sufficient 

inventory to meet anticipated needs.  

 Communicates with vendors and suppliers; evaluates new custodial supplies and equipment by 

testing items and recommending the appropriateness of usage. 

 Coordinates special custodial projects. 

 Develops and revises work forms as needed.  

 Prepares administrative records and reports; reviews employee time sheets and monitors 

employee absences. 

 Monitors and oversees budgets for custodial staff and supplies; prepares justifications for staffing 

changes and other expenditures. 
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 Stays current on commercial janitorial practices and standards; attends conferences, meetings, 

and training as assigned. 

 Responds to emergency conditions as required by the situation; assumes responsibility for the 

situation until emergency assistance arrives. 

 Performs the duties of Custodial Service Workers as required. 

 Operates standard office equipment including a computer, typewriter, photocopy machine, and 
fax machine; utilizes computer software in performing job tasks.   

 Performs other duties as assigned. 

 
EMPLOYMENT STANDARDS: 

Knowledge of: 

 Principles and practices of employee supervision, including performance evaluation and 
progressive discipline. 

 Acceptable standards for the cleaning and routine maintenance of public facilities. 

 Applicable laws, regulations, policies, procedures and general safety practices related to janitorial 
work. 

 Standard and specialized equipment, parts, tools and supplies required for commercial janitorial 
work. 

 Operation of janitorial equipment such as buffers, carpet cleaners, floor strippers, and other 
cleaning equipment. 

 Commercial cleaning practices, supplies, and equipment. 

 Proper use of various cleaning chemicals.  

 Basic building and grounds maintenance techniques, including routine plumbing, painting, 
electrical and landscaping activities.  

 Basic operation and maintenance of heating and ventilating equipment.   

 Standard tools, terminology, and practices used in skilled maintenance trades. 

 Methods of prioritizing, planning and organizing work.  

 Business correspondence, formatting and report writing.   

 Methods of maintaining information in digital or hard copy files. 

 Time management techniques. 

 Correct English usage, grammar, spelling, punctuation, and vocabulary.  

 Intermediate mathematics including addition, subtraction, multiplication, division, percentages, 
and basic statistics.  

 The effective use of modern office equipment, personal computers, and standard business 
software.   

Ability to:  

 Supervise and motivate subordinate staff effectively. 

 Supervise and perform a wide variety of janitorial and routine facility maintenance duties in an 
effective and safe manner. 

 Interpret, explain, implement and enforce relevant policies, regulations, and requirements.  

 Plan and prioritize staffing and required work priorities. 

 Ensure the safe operation of janitorial equipment. 

 Ensure the safe use of chemical cleaning agents.  
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 Interact effectively and courteously with the public and address customer complaints in a 
sensitive and tactful manner. 

 Prepare a variety of operational reports and maintain work records. 

 Work independently using good judgment, tact, and discretion.  

 Adhere to established work schedules and timelines. 

 Maintain a calm demeanor in stressful situations.  

 Utilize standard office equipment and computer software and learn to use specialized METRO 

software if assigned.  

 Drive a METRO vehicle to perform assignments as required.  

 Communicate effectively, both orally and in writing.  

 Establish and maintain effective working relationships within the department and with other 

divisions, departments, agencies, suppliers, vendors, and the public.   
 

MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

Four (4) years of commercial custodial experience. Experience must also have included at least two (2) 
years of lead worker experience. 
 
Previous supervisory experience is desirable. 
 
LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
time of appointment and throughout employment. 
 
PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is often required to reach with hands and arms; 
walk, stand and sit; use finger dexterity; and talk and hear.  Work often requires the repetitive use of both 
hands to grasp and feel objects.  The employee is regularly required to stoop at the waist, kneel, crouch, 
crawl and climb.   Occasional lifting up to 25 pounds unaided may be required.   Specific visual abilities 
required for this job include close vision, distance vision, the ability to see colors and shades, and the 
ability to perceive depth.  

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; uses basic mathematical skills; solves routine problems; 
deals with multiple concurrent tasks; and interacts with others encountered during work. 

Work Environment:  
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The employee works in various facilities where there is frequent exposure to moving mechanical parts 
and is occasional exposure to hot, wet and/or humid conditions, fumes, toxic or caustic chemicals. The 
noise level is usually moderate.  The employee is occasionally exposed to varied weather conditions. 
 

OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 

 May occasionally require working extended hours or hours outside of regular schedule. 
 
 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Custodial  
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Class Code: Class Code 
       FLSA Status: Pending 

Customer Service Representative 
Bargaining Unit: SEA 

 
DEFINITION: 

Under general supervision, a Customer Service Representative performs clerical and customer service 
work related to the provision of information and assistance regarding transit services to customers; 
participates in transit-related special projects which may include marketing, public information, and 
community outreach activities; and performs other duties as assigned.  
 
DISTINGUISHING CHARACTERISTICS: 

Customer Service Representative is the journey level class in the series.  An incumbent in this class 
performs a variety of customer service functions in a call center or information booth and may assist with 
outreach/public relations functions.  This class may be distinguished from the higher-level class of Senior 
Customer Service Representative because an incumbent in the latter class serves as a lead worker over 
subordinate customer service staff.   
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Performs a variety of sales and cashiering activities using print encoding media (PEMs) and/or 
selling transit tickets, passes, and coupons; operates a cash register and performs credit card 
transactions; takes photographs of customers for purposes of creating identification badges; 
reconciles booth sales. 

 Provides information to the public regarding transit services, including the location of bus stops, 
routes, detours, fares, transfers, and policies; responds to inquiries about pass eligibility, photo 
identification, lost and found, and bus schedule publication and distribution. 

 Creates ride reservations for Paratransit-eligible customers; negotiates trip options and times 
with customers and their service providers; calculates fares, arranges for client call-backs; 
processes cancellations and no-shows; maintains related records and documentation.  

 Receives and responds to public information requests; receives and processes compliments, 
complaints and service improvement suggestions. 

 Participates in outreach and public relations activities and may represent METRO at special 
events; may assist with the design and preparation of brochures, informational flyers, written 
articles, and news releases. 

 Operates standard office equipment including a computer, typewriter, photocopy machine, and 
fax machine; operates a cash register and photography equipment; utilizes computer software in 
performing job tasks.   

 May drive a METRO vehicle to perform work assignments.  

 Performs other duties as assigned. 
 
EMPLOYMENT STANDARDS: 

Knowledge of: 

 Modern office practices, procedures, and equipment, including multi-line telephone systems.  
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 Applicable Federal, State, and local laws and regulations pertaining to Department of 
Transportation regulations and policies governing Americans with Disabilities Act (ADA) Fixed 
Route and Paratransit service.  

 Regulations, policies, and procedures affecting METRO customers. 

 Specialized scheduling software.  

 Local and regional transportation services. 

 Principles and methods of currency counting and cash record-keeping.  
 Effective customer service techniques.  

 Public speaking techniques. 

 Basic mathematics including addition, subtraction, multiplication, division, and percentages.  

 Telephone techniques and etiquette.  

 Correct English usage, grammar, spelling, punctuation, and vocabulary.  

 The effective use of modern office equipment, personal computers, and standard business 
software. 
 

Ability to: 

 Provide information to the public in a clear, accurate and effective manner. 

 Count and record currency and passenger fare receipts accurately and safely, in accordance with 
established procedures.  

 Demonstrate excellent public relations skills, obtaining and providing information in a clear, 
accurate and professional manner. 

 Communicate detailed information about local and regional transit systems, including routes and 
scheduling. 

 Address customer complaints in a sensitive and tactful manner. 

 Assist with designing and preparing a variety of public information, marketing, and planning 
materials and presentations. 

 Maintain a calm demeanor in stressful situations.  

 Maintain confidentiality of materials, records, files and other privileged information using tact 
and discretion.  

 Utilize standard office equipment and computer software and learn to use specialized METRO 
software if assigned.  

 Drive a METRO vehicle to perform assignments as required.  

 Utilize standard office equipment and computer software and learn to use specialized METRO 
software if assigned. 

 Utilize specialized equipment such as ticketing machines, cash registers, and photo identification 
printers. 

 Communicate clearly and effectively, both orally and in writing. 

 Establish and maintain effective working relationships within the department and with other 
divisions, departments, agencies, suppliers, vendors, and the public.  

 

MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  
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Education, Training and Experience: 

One (1) year of progressively responsible clerical customer service experience in a call center or telephone 
sales environment.   
 
Experience processing cash transactions is desirable. 
 
Fluency in English and Spanish is desirable. 
 
LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
time of appointment and throughout employment. 

 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear; and use a keyboard.  Work often requires 
the repetitive use of both hands to grasp and feel objects; stooping at the waist; and standing.   Work may 
require lifting up to 20 pounds unaided.   Specific visual abilities required for this job include close vision, 
distance vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; analyzes and solves problems; uses math and 
mathematical reasoning; performs highly detailed work; deals with multiple concurrent tasks; and 
interacts with others encountered in the course of work. 

Work Environment:  

The employee may work in a standard office, call center or information booth environment where the 
noise level is usually moderate.  May work in the field when needed.   
 
OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 

 May occasionally require working extended hours or hours outside of regular schedule. 
 
 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Customer Service 
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Class Code: Class Code 
       FLSA Status: Pending 

Customer Service Supervisor 
Bargaining Unit: PSA 

 
DEFINITION: 

Under direction, a Customer Service Supervisor performs supervisory and customer service work by 
overseeing and directing the day-to-day functions of the Customer Service Department; provides a variety 
of information and assistance to customers related to transit services; and performs other duties as 
assigned. 
 
DISTINGUISHING CHARACTERISTICS: 

Customer Service Supervisor is the supervisory level class in the series.  An incumbent in this class 
performs tasks that ensure the day-to-day customer service functions are performed in an effective 
manner by overseeing and directing staff.  This position may be distinguished from the lower-level class 
of Senior Customer Service Representative because an incumbent in the latter class serves as a lead 
worker over subordinate Customer Service Representatives and performs the more difficult customer 
service duties.  
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Supervises subordinate staff; assigns, directs, and monitors work; provides staff training; 
evaluates employee performance; initiates or has significant input into disciplinary actions.  

 Schedules customer service work assignments ensuring adequate coverage for all functions; 
monitors customer interactions, including customer calls, to ensure quality customer service. 

 Participates in the recruitment, selection, and on-boarding process of new departmental 
employees. 

 Directs the cash handling activities of customer service staff; balances, reconciles and reports on 
daily, weekly, and quarterly sales; works with bank to obtain weekly change orders; works with 
Finance department to ensure internal controls for verifying cash balances and other 
departmental financial records; may assist with the creation of and/or provide data for financial 
reports. 

 Oversees a variety of departmental programs and services, including Lost and Found services, 
identification card services, distribution of transit schedules and supplementary route 
information, school presentations, and other customer service activities.  

 Assists in the design, scheduling, implementation, and administration of a variety of special 
projects, programs and events related to METRO’s community outreach and public information. 

 Reviews, responds to, and resolves customer service complaints in a timely manner, including 
those escalated by lower level staff; ensures complaints are forwarded to appropriate 
departments as needed. 

 Coordinates with other METRO departments for needed supplies, equipment, repairs, updates, 
or other assistance, as needed; orders and purchases materials and supplies for department, as 
assigned. 
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 Develops and prepares a variety of reports, internal documents, records, forms, files, statistical 
data, policies and procedures, as assigned. 

 Performs the functions of subordinate staff, as required. 

 Makes mathematical calculations. 

 Operates standard office equipment including a computer, typewriter, photocopy machine, and 
fax machine; utilizes computer software in performing job tasks.   

 May drive a METRO vehicle to perform work assignments.  

 Performs other duties as assigned. 
 

EMPLOYMENT STANDARDS: 

Knowledge of: 

 Principles and practices of employee supervision, including performance evaluation and 
progressive discipline. 

 Modern office practices, procedures, and equipment, including multi-line telephone systems.  

 Applicable Federal, State, and local laws and regulations pertaining to Department of 
Transportation regulations and policies governing Americans with Disabilities Act (ADA) Fixed 
Route and Paratransit service.  

 Regulations, policies, and procedures affecting METRO customers. 

 METRO labor contracts.  

 Local and regional transportation services. 

 Advanced customer service techniques.  

 Money handling procedures including the accurate and safe counting of large sums of cash.  

 Advanced telephone techniques and etiquette.  

 Public speaking techniques. 

 Intermediate mathematics including addition, subtraction, multiplication, division, percentages, 
and basic statistics.  

 Correct English usage, grammar, spelling, punctuation, and vocabulary.  

 The effective use of modern office equipment, personal computers, and standard business 
software.  

Ability to: 

 Supervise and motivate subordinate staff effectively. 

 Demonstrate excellent public relations skills, obtaining and providing information in a clear, 
accurate and professional manner. 

 Communicate detailed information about local and regional transit systems, including routes and 
scheduling. 

 Address customer complaints with tact, discretion, and good judgment. 

 Maintain a calm demeanor in stressful situations.  

 Count and record currency and receipts accurately and safely, in accordance with established 
procedures.  

 Prepare deposits.  

 Assist with designing and preparing a variety of public information, marketing, and planning 
materials and presentations. 

 Drive a METRO vehicle to perform assignments as required.  

 Utilize standard office equipment and computer software and learn to use specialized METRO 
software if assigned. 
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 Utilize specialized equipment such as ticketing machines, cash registers, and photo identification 
printers. 

 Communicate clearly and effectively, both orally and in writing.  

 Establish and maintain effective working relationships within the department and with other 
divisions, departments, agencies, suppliers, vendors, and the public. 

 
MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

Completion of 60 semester (or equivalent) units from an accredited college with coursework in business 

administration, communications, public relations, or a related field. 

 

AND 

 

Two (2) years of progressively responsible clerical customer service experience equivalent to a Senior 
Customer Service Representative with Santa Cruz Metro.   
OR  
Three (3) years of progressively responsible clerical customer service experience equivalent to a Customer 
Service Representative with Santa Cruz Metro. 
 
Previous experience serving as a lead worker and fluency in Spanish are desirable. 
 
LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
time of appointment and throughout employment. 
 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear; and use a keyboard.  Work often requires 
the repetitive use of both hands to grasp and feel objects; stooping at the waist; and standing.   Work may 
require lifting up to 20 pounds unaided.   Specific visual abilities required for this job include close vision, 
distance vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; analyzes and solves problems; uses math and 
mathematical reasoning; performs highly detailed work; deals with multiple concurrent tasks; and 
interacts with others encountered in the course of work. 

Work Environment:  

Attachment C

16C.70



The employee may work in a standard office, call center or information booth environment where the 
noise level is usually moderate.  May work in the field when needed.   
 
OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 

 May occasionally require working extended hours or hours outside of regular schedule. 
 
 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Customer Service 
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Class Code: Class Code 
       FLSA Status: Pending 

Electronic Technician 
Bargaining Unit: VMU 

 
DEFINITION: 

Under general supervision, an Electronic Technician performs technical work related to the installation, 
maintenance, repair, and replacement of electronic systems and devices located in METRO vehicles and 
facilities; and performs other duties as assigned.  
 
DISTINGUISHING CHARACTERISTICS: 

Electronic Technician is a journey-level technician class.  An incumbent in this class performs tasks to 
ensure electronic systems and devices related to METRO’s vehicles, equipment, and facilities are 
maintained in an operational and safe condition.    
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Performs a variety of skilled tasks in the installation, maintenance, modification, diagnosis, and 
repair of electronic, computer-based and related systems and devices located in METRO vehicles 
and facilities; installs, tests, diagnoses, repairs, and/or removes a variety electronic equipment 
including fare boxes, Ticket Vending Machines (TVM), destination signs, and communication 
devices; ensures completed work adheres to required specification and standards. 

 Designs and fabricates mounting devices to install electronic devices, as needed; may modify 
electronic components and devices for use on METRO vehicles and in METRO facilities. 

 Schedules and performs preventative maintenance tasks for electronic systems and devices; 
establish preventative maintenance schedules based on manufacturers guidelines; researches 
and maintains information and documents related to preventative maintenance, defects, and 
repairs. 

 Maintains records of preventative maintenance, modifications, and repairs performed on 
electronic equipment, including work performed and parts and materials used; establishes 
component duty-cycle intervals. 

 Ensures METRO service manuals are current; maintains and organizes updated manufacturers’ 
specifications; provides updates to other staff related to parts and material changes and/or 
substitutions. 

 Works with Purchasing and the Parts Department to establish and maintain sufficient inventory 
of parts and materials in order to maintain METRO electronic equipment without significantly 
impacting operations. 

 Provide information, assistance, and training to other staff regarding the installation, use, 
maintenance, and repair of electronic systems and components. 

 Oversees and inspects the work of contractors and vendors working on electronic equipment, as 
assigned. 

 Operates standard office equipment including a computer, typewriter, photocopy machine, and 
fax; utilizes standard business computer software and may utilize specialized METRO software in 
performing job tasks.   
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 May drive a METRO vehicle to perform assignments.  

 Performs other duties as assigned. 
 

EMPLOYMENT STANDARDS: 

Knowledge of: 

 Diagnostic, maintenance and repair techniques and procedures related to electrical systems, 
equipment, and devices. 

 Principles and practices of preventive maintenance for electronic equipment, devices, and 
systems. 

 Safe work practices in the shop and the field. 

 Methods, materials, test equipment and tools used in the diagnosis, repair, installation, and 
maintenance of electrical systems, devices and equipment.  

 Methods of maintaining information in digital or hard copy files. 

 Methods of researching, gathering, organizing and reporting data. 

 Methods of prioritizing, planning and organizing work. 

 Time management techniques. 

 Customer service techniques. 

 Mathematics including addition, subtraction, multiplication, division, and percentages. 

 The effective use of modern office equipment, personal computers, and standard business 

software.  

Ability to: 

 Effectively test, diagnose, and perform corrective maintenance on METRO electronics systems, 
devices, and equipment.  

 Read and interpret blueprints, manuals, schematics, work orders, and specifications.  

 Read, understand and apply technical information found in repair manuals, service change 
bulletins, and applicable technical documents. 

 Remain current on new technologies related to the transit industry, surveillance and 
communications equipment.  

 Operate and maintain a variety of hand and power tools, and testing equipment used in installing, 
repairing, and maintaining electrical systems, equipment, and devices. 

 Apply safe work practices and procedures. 

 Maintain records and control systems with accuracy and attention to detail. 

 Input data into a database. 

 Adhere to established work schedules and timelines. 

 Work independently using good judgment, tact, and discretion. 

 Balance multiple assignments simultaneously and effectively. 

 Utilize standard office equipment and computer software and learn to use specialized METRO 

software if assigned. 

 Communicate clearly and effectively, both orally and in writing. 

 Establish and maintain effective working relationships within the department and with other 

divisions, departments, agencies, suppliers, vendors, and the public. 
 

Attachment C

16C.73



MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 

abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

Completion of 60 semester (or equivalent) units from an accredited college with coursework in 

electronics, electrical technology or a related field. 

 

OR 

 

Two (2) years of progressively responsible experience installing, maintaining and repairing 
electrical/electronic systems.   
 
LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
time of appointment and throughout employment. 
 
Must obtain a valid California Class B driver permit within one (1) month of employment AND must obtain 
a California Class B driver’s license within three (3) months of employment.   
 
SPECIAL REQUIREMENTS: 

 Must possess tools necessary to perform the duties of the position and a rollaway toolbox. 

 Driving record will be reviewed as part of the application process. 
 
PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is regularly required to sit, walk and stand; reach, 
twist, turn, kneel, bend squat and stoop; talk and hear; use hands to grasp, manipulate, handle, feel or 
operate objects, tools or controls; reach with hands and arms; and perform repetitive movements of 
hands or wrists. The employee is regularly required to bend and twist at the neck, reach with hands and 
arms.  Occasional overhead reaching and lifting up to 80 pounds unaided is required.   Specific visual 
abilities required for this job include close vision, distance vision, and the ability to adjust focus.   

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; analyzes and solves problems; uses math and 
mathematical reasoning; performs highly detailed work; deals with multiple concurrent tasks; and 
interacts with others encountered in the course of work. 

Work Environment:  

The employee works in a shop or outdoor environment where the noise level is usually noisy.  The 
employee may be exposed to inclement weather, fumes, dust, grease, air contaminants, and hazardous 
materials and chemicals during the course of work. May work out in the field when needed.  May require 
availability to work a flexible schedule. 
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OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 

 Must be able to respond to emergency situations seven days per week, 24 hours per day. 

 Must be able to work a variety of shifts, which may include weekdays or weekends; and day, swing 
and/or graveyard shifts. 

 This position is considered a safety sensitive position and requires participation in METRO’s drug 
and alcohol testing program. 

 This position requires the use of personal protective equipment (PPE) based on the tasks 
assigned; safety shoes are required at all times. 

 
 
 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Maintenance 
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Class Code: Class Code 
       FLSA Status: Pending 

Facilities Maintenance Assistant 
Bargaining Unit: SEA 

 
DEFINITION: 

Under general supervision, a Facilities Maintenance Assistant performs unskilled and semi-skilled tasks 
maintenance, repair and construction of METRO facilities and properties; and performs other duties as 
assigned. 
 
DISTINGUISHING CHARACTERISTICS: 

Facilities Maintenance Assistant is the first working-level class in the series.  An incumbent in this class 
performs a limited range of unskilled and semi-skilled facility maintenance work emphasizing routine 
plumbing, electrical, landscaping, and general facility upkeep.  This class is distinguished from the higher-
level class of Facilities Maintenance Worker because an incumbent in the latter class performs a wide 
variety of semi-skilled and skilled facility maintenance work that includes the maintenance and repair of 
tools and equipment.   
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Performs a limited range of unskilled and semi-skilled tasks related to the maintenance and repair 
of METRO facilities, properties, and related equipment. 

 Removes graffiti from bus stops, benches, signs, and surrounding areas. 

 Cuts tree branches, shrubs, remove weeds, and blows and picks up debris.  

 Collects trash and performs needed sanitation on bus stops, such as wiping down benches and 
cleaning up spills; responds to biohazard reports.  

 Performs minor plumbing repairs such as clearing plugged drains, replacing plumbing appliance 
parts and repairing sprinkler systems. 

 Performs minor electrical repairs such as replacing light tubes and fixtures. 

 Performs minor repairs on bus stops and shelters such as replacing roofing, cleaning roofs, 
cleaning rain gutters, tightening or replacing bolts that anchor shelters to concrete pads, and 
inserting/removing bus stop poles. 

 Paints curbs to designate bus loading zones. 

 Maintains work vehicle, tools, equipment, supplies, and work areas in proper and clean condition. 

 Drives a dump truck to the County landfill and unloads trash. 

 Refuels work vehicles. 

 Assists with moving and transporting furniture, equipment, and other heavy objects as needed. 

 Assists Facilities Maintenance Workers with projects as assigned.  

 Operates a variety of manual and power tools and equipment including hand tools, bench and 
table tools, and landscaping tools; operates vehicles such as dump trucks, truck mounted cranes 
and forklifts. 

 Performs other duties as assigned. 
 

Attachment C

16C.76



EMPLOYMENT STANDARDS: 

Knowledge of: 

 Basic principles, practices, methods, equipment, materials, and tools used in the maintenance and 
repair of buildings and facilities. 

 Methods and equipment used in groundskeeping operations.  

 Occupational hazards of the maintenance trades and appropriate safety equipment and practices. 

 Safe work practices. 

 The proper operation and maintenance of hand and power tools. 
 Methods of maintaining information in digital or hard copy files. 

 Time management techniques. 

 Basic mathematics including addition, subtraction, multiplication, division, and percentages. 

 The effective use of modern office equipment, personal computers and applicable standard 
business software.   

Ability to:  

 Follow oral and written instructions. 

 Perform routine maintenance, repair, construction and remodeling to facilities, properties, and 
related equipment. 

 Read and interpret blueprints, plans, and technical manuals.  

 Use manual and power tools and equipment safely. 
 Safely handle hazardous items and materials in accordance with established procedures. 

 Make quick decisions in an emergency. 
 Maintain records and input data into a database. 

 Adhere to established work schedules and timelines. 

 Perform duties using good judgment and discretion. 

 Effectively balance multiple assignments simultaneously. 

 Utilize standard office equipment and computer software and learn to use specialized METRO 

software if assigned. 

 Communicate clearly and effectively, both orally and in writing. 

 Establish and maintain effective working relationships within the department and with other 
divisions, departments, agencies, suppliers, vendors, and the public. 
 

MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

One (1) year of experience performing building repair and maintenance work.  
 
LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
time of appointment and throughout employment. 
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PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is often required to reach with hands and arms; 
walk, stand and sit; use finger dexterity; and talk and hear.  Work often requires the repetitive use of both 
hands to grasp and feel objects and use a keyboard.  The employee is regularly required to stoop at the, 
waist, crawl, kneel, crouch, and climb.   Occasional lifting up to 50 pounds unaided may be 
required.   Specific visual abilities required for this job include close vision, distance vision, the ability to 
see colors and shades, and the ability to perceive depth.  

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; uses math and mathematical 
reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with others 
encountered during work. 

Work Environment:  

The employee works in a shop environment where the noise level is usually noisy. The employee may 
work outdoors in varied weather conditions with potential exposure to fumes, dust, grease, air 
contaminants, hazardous materials and chemicals.  Work requires heavy physical labor and working in 
confined spaces. 
 
OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 

 May occasionally require working extended hours or hours outside of regular schedule. 
 
 
 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Maintenance 
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Class Code: Class Code 
       FLSA Status: Pending 

Facilities Maintenance Supervisor 
Bargaining Unit: SEA 

 
DEFINITION: 

Under direction, a Facilities Maintenance Supervisor performs supervisory and skilled maintenance work 
related to the maintenance, repair, and construction of METRO facilities, properties, buildings, and related 
equipment; supervises and evaluates assigned maintenance staff; coordinates and develops safety and 
training programs for assigned areas; develops, implements and supervises department record-keeping 
and information systems; and performs other duties as assigned. 
 

DISTINGUISHING CHARACTERISTICS: 

Facilities Maintenance Supervisor is the supervisory-level class in the series.  An incumbent in this class 
supervises and performs systems maintenance, repair and renovation work for METRO buildings and 
facilities to ensure they safe and operational. This class is distinguished from the Senior Facilities 
Maintenance Worker because an incumbent in the latter class serves as a lead worker over subordinate 
Maintenance Workers and may perform the more difficult skilled maintenance tasks. 
 

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Supervises the work of subordinate staff; schedules, assigns, directs, and monitors work; provides 
staff training; evaluates employee performance; may participate in staff selection; may initiate or 
have significant input into disciplinary actions.   

 Instructs and trains employees regarding improved work techniques and safety measures; 
recommends employees for training; evaluates training options; determines training required by 
Federal, State, and local laws and regulations; plans, assists and conducts training as appropriate.  

 Plans, organizes and schedules the maintenance, repair, and alteration of METRO facilities and 
equipment; estimates the supplies, equipment and hours needed for projects; ensures that staff 
has the resources necessary to complete their work. 

 Ensures that assigned areas comply with Federal, State, and local laws and regulations.  

 Assists in the development of department policies, procedures, work standards, rules and 
budgets; enforces METRO and department rules, regulations, policies, procedures, and work 
standards.  

 Develops and supervises the maintenance of records including an inventory of supplies needed 
for facility service and repair; reviews and prioritizes tickets and work orders; solicits and receives 
quotes from outside vendors to complete jobs. 

 Assists in establishing design standards and criteria for projects, including bus stops, facilities, and 
equipment; reviews project plans for errors and omissions and prepares recommendations; 
performs cost analyses; administers storage and disposal of surplus fixed assets; monitors building 
operation costs; collects, records, and utilizes data for project analysis reports.  

 Reviews and administers facilities’ leases and service contracts; monitors contractor compliance 
with contracts, specifications and equipment installation.  

 Prepares technical studies and reports; obtains and renews required permits related to 
equipment and building operation.  
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 Represents the department at meetings; may serve as liaison to other departments, the public, 
and outside agencies; reviews, investigates, and responds to complaints regarding mechanical or 
safety problems.  

 Operates field and facility maintenance equipment, tools and vehicles as needed.   

 Evaluates transit improvements, including building sites, bus stops, and turnouts.    

 Inspects and evaluates work in progress and completed work for compliance with building and 
safety standards and codes; receive quotes from outside vendors to complete jobs. 

 Monitors and records diesel fuel level daily and orders fuel as needed. 

 Receives key requests, issues keys and returns keys. 
 Offloads CNG fuel from truck to fuel storage tanks. 

 Performs data entry to update and maintain information in computerized files; compiles and 
prepares data for statistical and accounting reports; may create spreadsheets and other tools to 
track information. 

 May type correspondence and other documents; answers telephones, greet visitors, and provides 
information to employees and the public.  

 Operates standard office equipment including a computer, typewriter, photocopy machine, and 
fax machine; utilizes computer software in performing job tasks.   

 May drive a METRO vehicle to pick up or deliver materials, correspondence or documents.  

 Performs other duties as assigned. 
 

EMPLOYMENT STANDARDS: 

Knowledge of: 

 Principles and practices of employee supervision, including performance evaluation and 

progressive discipline. 

 Policies, procedures, rules, regulations, and labor contracts that affect employees. 

 Applicable Federal, State, and local laws regulatory codes, ordinances and procedures relevant to 
assigned area of responsibility. 

 Principles, practices, methods, equipment, materials, and tools used in the maintenance and 
repair of METRO buildings and facilities, including carpentry, plumbing, painting, concreting, 
masonry, HVAC, welding, mechanical and electrical work. 

 Uniform Building and Electrical codes. 

 Operation and maintenance of internal combustion engines and hydraulic equipment. 

 Occupational hazards of the maintenance trades and appropriate safety equipment and practices. 

 Methods and equipment used in groundskeeping operations.  

 Safe operation and maintenance of hand and power tools. 
 Methods of maintaining information in digital or hard copy files. 

 Methods of researching, gathering, organizing and reporting data. 

 Methods of prioritizing, planning and organizing work. 

 Time management techniques. 

 Customer service techniques. 

 Basic mathematics including addition, subtraction, multiplication, division, and percentages. 

 Correct English usage, grammar, spelling, punctuation, and vocabulary. 

 The effective use of modern office equipment, personal computers, and applicable standard 
business software. 
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Ability to:  

 Supervise and motivate subordinate staff effectively. 

 Provide safety-related and other training to staff and ensure a safe work environment. 

 Read and interpret building and mechanical codes, blueprints, plans, and technical manuals.  

 Diagnose and troubleshoot equipment problems. 

 Estimate costs and determine materials and equipment needed to make building and equipment 
repairs.  

 Develop, write and implement operational procedures. 

 Use manual and power tools and equipment safely. 
 Make quick decisions in an emergency. 
 Ensure the safe handling of hazardous items and materials. 

 Maintain records and control systems with accuracy and attention to detail. 

 Input data into a database. 

 Adhere to established work schedules and timelines. 

 Work independently using good judgment and discretion. 

 Effectively balance multiple assignments simultaneously. 

 Perform mathematical calculations, including ratios and percentages.   

 Utilize standard office equipment and computer software and learn to use specialized METRO 

software if assigned. 

 Communicate clearly and effectively, both orally and in writing. 

 Establish and maintain effective working relationships within the department and with other 

divisions, departments, agencies, suppliers, vendors, and the public.  

 
MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

Three (3) years of journey-level experience in facilities maintenance or building trade.  At least one (1) 
year in a lead worker capacity is desirable.   
 
Completion of 30 semester (or equivalent) units in construction technology, business administration, 
building inspection, energy management or a related field is desirable and may substitute for one year of 
the required experience. 
 

LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
time of appointment and throughout employment. 
 
PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  
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While performing the duties of this job, the employee is regularly required to sit, walk, climb and stand; 
talk and hear; use hands to manipulate, handle, feel or operate objects, tools or controls; reach with hands 
and arms; and perform repetitive movements of hands or wrists. The employee is regularly required to 
bend and twist at the neck and occasionally reach overhead.  Work may require lifting up to 50 pounds 
unaided.   Specific visual abilities required for this job include close vision, distance vision, the ability to 
see colors and shades, and the ability to perceive depth. 

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; performs detailed work; deals with 
multiple concurrent tasks; and interacts with others encountered in the course of work. 

Work Environment:  

The employee works in a shop environment where the noise level is usually noisy. The employee may 
work outdoors in varied weather conditions with potential exposure to fumes, dust, grease, air 
contaminants, hazardous materials and chemicals.  Work requires heavy physical labor and working in 
confined spaces. 
 
OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 

 May occasionally require working extended hours or hours outside of regular schedule. 
 Required to be able to respond to emergency situations seven days per week, 24 hours per day. 

 
 
 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Maintenance 
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Class Code: Class Code 
       FLSA Status: Pending 

Facilities Maintenance Worker 
Bargaining Unit:  SEA 

 
DEFINITION: 

Under general supervision, a Facility Maintenance Worker performs semi-skilled and skilled tasks related 
to the maintenance, repair, and construction of METRO facilities, properties, and related equipment; and 
performs other duties as assigned. 
 
DISTINGUISHING CHARACTERISTICS: 

Facilities Maintenance Worker is the journey-level class in the series.  An incumbent in this class performs 
a wide variety of semi-skilled and skilled facility maintenance work that includes the maintenance and 
repair of tools and equipment.  This class is distinguished from the lower-level class of Facilities 
Maintenance Assistant because an incumbent in the latter class performs unskilled and semi-skilled 
facilities maintenance work that is routine, both in terms of scope and the facilities involved.  This class is 
also distinguished from the higher-level class of Senior Facilities Maintenance Worker because an 
incumbent in the latter class serves as a lead worker and also performs and coordinates more difficult 
maintenance and repair projects. 

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Performs a wide variety of semi-skilled and skilled tasks related to the maintenance, repair, 
construction and remodeling of METRO facilities, properties, and related equipment. 

 Inspects facilities and related equipment for needed repairs including lighting, electrical, 
plumbing, roofing, HVAC and mechanical systems; inspects walls, windows, locks, and doors; tests 
and checks landscaping and irrigation systems.   

 Determines materials and time needed to conduct needed maintenance or repairs; requisitions 
or otherwise requests needed materials and equipment to perform work; meets with vendors or 
contractors as necessary to review project activities. 

 Performs maintenance, repair, construction or remodeling work utilizing carpentry, plumbing, 
electrical, painting, door/window, locksmith, alarm, roofing, and related trade skills. 

 Maintains and repairs washers, lifts, cranes, water and air systems, pumping systems, dispensing 
systems and other. 

 Monitors and maintains secondary storage systems including above-ground waste storage and 
hazardous materials storage; pumps out waste collection systems; collects stormwater runoff 
samples for hazardous testing.  

 Offloads Compressed Natural Gas (CNG) and diesel fuel from trucks to METRO fueling facilities; 
monitors fuel station; implements emergency procedures for spill recovery as required. 

 Performs landscaping and hardscaping repair and maintenance; installs concrete; paints 
buildings; repairs benches. 

 Operates a variety of manual and power tools and equipment including hand tools, bench and 
table tools, welding tools and landscaping tools; operates vehicles such as dump trucks, truck 
mounted cranes and forklifts. 

 Prepares time and materials estimates for assigned projects. 
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 Performs data entry to update and maintain information in digital files; may maintain 
spreadsheets and other documents to track information. 

 Operates standard office equipment including a computer, typewriter, photocopy machine, and 
fax machine; utilizes computer software in performing job tasks.   

 May drive a METRO vehicle to perform assignments. 

 Performs other work as assigned. 
 

EMPLOYMENT STANDARDS: 

Knowledge of: 

 Principles, practices, methods, equipment, materials, and tools used in the maintenance and 
repair of buildings and facilities, including carpentry, plumbing, painting, concreting, masonry, 
HVAC, welding, mechanical and electrical work. 

 Uniform Building and Electrical codes. 

 Operation and maintenance of internal combustion engines and hydraulic equipment. 

 Occupational hazards of the maintenance trades and appropriate safety equipment and practices. 

 Methods and equipment used in groundskeeping operations.  

 Safe operation and maintenance of hand and power tools. 
 Methods of maintaining information in digital or hard copy files. 

 Methods of researching, gathering, organizing and reporting data. 

 Methods of prioritizing, planning and organizing work. 

 Time management techniques. 

 Customer service techniques. 

 Basic mathematics including addition, subtraction, multiplication, division, and percentages. 

 Correct English usage, grammar, spelling, punctuation, and vocabulary. 

 The effective use of modern office equipment, personal computers, and applicable standard 
business software.   

Ability to:  

 Perform a wide variety of maintenance, repair, construction and remodeling to facilities, 
properties, buildings, and related equipment. 

 Read and interpret building and mechanical codes, blueprints, plans, and technical manuals.  

 Diagnose and troubleshoot equipment problems. 

 Estimate costs and determine materials and equipment needed to make building and equipment 
repairs.  

 Use manual and power tools and equipment safely. 
 Make quick decisions in an emergency. 
 Ensure the safe handling of hazardous items and materials. 

 Maintain records and control systems with accuracy and attention to detail. 

 Input data into a database. 

 Adhere to established work schedules and timelines. 

 Work independently using good judgment and discretion. 

 Effectively balance multiple assignments simultaneously. 

 Utilize standard office equipment and computer software and learn to use specialized METRO 

software if assigned. 

 Communicate clearly and effectively, both orally and in writing. 
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 Establish and maintain effective working relationships within the department and with other 

divisions, departments, agencies, suppliers, vendors, and the public.  

 
MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

Four (4) years of experience equivalent to a Facilities Maintenance Assistant with Santa Cruz METRO.  
  

OR 
  
One (1) year of journey-level experience in one of the following building trades: carpentry, electrical, 
plumbing, welding or painting. (Note: journey-level status typically requires four (4) years of formal 
training or apprenticeship).  
  
LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
time of appointment and throughout employment. 

 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is often required to reach with hands and arms; 
walk, stand and sit; use finger dexterity; and talk and hear.  Work often requires the repetitive use of both 
hands to grasp and feel objects and use a keyboard.  The employee is regularly required to stoop at the, 
waist, crawl, kneel, crouch, and climb.   Occasional lifting up to 50 pounds unaided may be 
required.   Specific visual abilities required for this job include close vision, distance vision, the ability to 
see colors and shades, and the ability to perceive depth.  

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; uses math and mathematical 
reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with others 
encountered during work. 

Work Environment:  

The employee works in a shop environment where the noise level is usually noisy. The employee may 
work outdoors in varied weather conditions with potential exposure to fumes, dust, grease, air 
contaminants, hazardous materials and chemicals.  Work requires heavy physical labor and working in 
confined spaces. 
 
OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 

 May occasionally require working extended hours or hours outside of regular schedule. 
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 Required to be able to respond to emergency situations seven days per week, 24 hours per day. 
 
 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Maintenance 
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Class Code: Class Code 
       FLSA Status: Pending 

Financial Analyst I 
Bargaining Unit: SEA 

 
DEFINITION: 

Under general supervision, a Financial Analyst I performs a limited range of professional analytical duties 
related to centralized METRO budgetary and other financial functions, processes and projects; 
participates in the annual organization-wide budget process and prepares budget documents; researches, 
analyzes and forecasts trends related to budget, project, financial and accounting issues; participates in 
strategic planning activities related to projected revenues and expenditures; performs periodic and 
ongoing operational financial analysis and reporting; and performs other duties as assigned.  
 
DISTINGUISHING CHARACTERISTICS: 

Financial Analyst I is the first working-level class in the series.  An incumbent in this class performs a limited 
range of professional financial analytical duties while learning to perform the full scope of work. This class 
may be distinguished from the higher-level class of Financial Analyst II because an incumbent in the latter 
class performs the full-scope of journey-level financial analytical work.   
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Performs a limited range of journey-level professional analyst duties to support centralized 
METRO budgetary and other financial functions, processes and projects, while learning to perform 
the full scope of journey-level financial analyst work. 

 Participates in the annual organization-wide budget process; gathers information from various 
internal and external data sources; analyzes past trends; coordinates with department directors 
and budget support personnel to prepare departmental non-personnel budgets; develops the 
labor and fringe benefit budget projections; develops and prepares budget documents as 
assigned. 

 Forecasts expenditures in accordance with current labor contracts, laws and economic conditions; 
develops budget revenue projections using statistical models, historical revenue and ridership 
data, as well as current economic indicators. 

 Participates in the development of METRO’s five and ten-year Strategic Plan; researches, analyzes 
and summarizes information for management consideration and planning; provides financial 
recommendations and forecasts. 

 Writes monthly budget status reports; prepares presentations to inform the Board of Directors 
and the public regarding METRO’s actual revenues and expenses in relation to the adopted 
operating and capital budgets.  

 Assists in administering METRO’s timekeeping software by providing and editing user access and 
security permissions, creating new pay policies and pay codes, auditing system outputs and 
coordinating with Information Technology staff to identify business needs and resolve technical 
problems. 

 Calculates pay rates and maintains records of wage tables for all bargaining units and 
management classes for purposes of labor negotiations, wage surveys and classification and 
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compensation studies; advises management on the operating cost impacts of potential labor 
contracts and service enhancement; prepares multi-year scenarios and forecasts. 

 Prepares invoices and trust warrants for union-related payments and charges. 

 Participates in the preparation of the annual budget book and automated budget tracking 
templates; uploads budget files for purchasing and accounting software. 

 Coordinates and performs special projects. 
 Develops and maintains a wide variety of financial records, reports, reporting tools and other 

documents; prepares correspondence; makes presentations to individuals and groups. 

 Provides information to employees and the public.  

 Operates standard office equipment including a computer, typewriter, photocopy machine, fax, 
and photo identification equipment; utilizes METRO computer software in performing job tasks.   

 May drive a METRO vehicle to attend meetings, conferences or trainings.  

 Performs other duties as assigned. 
 

EMPLOYMENT STANDARDS: 

Knowledge of: 

 Principles, practices, forms and techniques of professional public sector finance, budgeting and 
accounting. 

 Principles and best practices of public agency budgeting, including revenue forecasting and 
investing. 

 Principles and practices of operational and financial research and analysis. 

 Public sector best practices regarding record-keeping and reporting. 

 Laws and regulations applicable to public sector finance, taxes, payroll reporting and transit 
agencies. 

 Financial and statistical reporting and analysis. 

 Business law principles and practices. 

 Public sector accounting terminology and methods. 

 Modern office practices, procedures and equipment. 

 Business correspondence, formatting and report writing.        

 Methods of maintaining information in computerized or hard copy files. 

 Professional methods of researching, gathering, organizing and reporting data. 

 Project management methods. 

 Methods of prioritizing, planning and organizing work. 

 Advanced time management techniques. 

 Customer service techniques. 

 Intermediate mathematics including addition, subtraction, multiplication, division, percentages 
and basic statistics.  

 Correct English usage, grammar, spelling, punctuation and vocabulary. 
 The effective use of modern office equipment, personal computers and standard business 

software, including specialized financial applications.  

Ability to: 

 Plan, organize, coordinate, prepare and control budgets. 

 Perform a wide variety of complex, professional financial analysis tasks and studies in compliance 
with applicable laws, regulations and policies. 

 Evaluate, interpret and apply laws, regulations, policies, procedures and requirements pertaining 
to organizational financial activities. 
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 Analyze complex financial, statistical, accounting and payroll information and formulate sound 
conclusions and recommendations. 

 Assess economic conditions and determine economic assumptions for financial forecasts. 

 Maintain complex financial and statistical data and records. 

 Consult with and advise management on a wide variety of financial issues. 

 Utilize financial and budgeting software, including spreadsheet, database, finance and payroll 
applications, at an advanced level. 

 Apply professional fiscal control procedures to maintain budgetary accounts. 

 Perform financial calculations quickly and accurately. 

 Adhere to established work schedules and timelines. 

 Work independently using good judgment, tact and discretion. 

 Balance multiple assignments simultaneously and effectively. 

 Utilize standard office equipment and computer software and learn to use specialized METRO 
software if assigned. 

 Maintain confidentiality of materials, records, files and other privileged information. 

 Communicate clearly and effectively, both orally and in writing. 

 Establish and maintain effective working relationships within the department and with other 
divisions, departments, agencies, suppliers, vendors and the public.  

 
MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

Bachelor’s degree from an accredited college or university with major coursework in finance, accounting, 
economics, business administration or a related field. 
 

AND 
 
Two (2) years of professional financial analytical experience, preferably in a public agency. 
 
LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
time of appointment and throughout employment. 
 
SPECIAL REQUIREMENTS: 

 Must maintain strictest confidentiality of information.   

 Must participate in professional development activities.   

 May require occasional travel.  
 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  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 frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear; and use a keyboard.  Work often requires 
the repetitive use of both hands to grasp and feel objects; stooping at the waist; and standing.   Work may 
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require lifting up to 20 pounds unaided.   Specific visual abilities required for this job include close vision, 
distance vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; analyzes and solves problems; uses math and 
mathematical reasoning; performs highly detailed work; deals with multiple concurrent tasks; and 
interacts with others encountered in the course of work. 

Work Environment:  

The employee typically works in a standard office environment where the noise level is usually moderate. 
 
OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 

 May occasionally require working extended hours or hours outside of regular schedule. 
 
 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Financial Professional 
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Class Code: Class Code 
       FLSA Status: Pending 

Financial Analyst II 
Bargaining Unit: SEA 

 
DEFINITION: 

Under direction, a Financial Analyst II performs professional analytical duties related to centralized 
METRO budgetary and other financial functions, processes and projects; plans and coordinates the annual 
organization-wide budget process and prepares budget documents; researches, analyzes and forecasts 
trends related to budget, project, financial and accounting issues; participates in strategic planning 
activities related to projected revenues and expenditures; performs periodic and ongoing operational 
financial analysis and reporting; and performs other duties as assigned.  
 
DISTINGUISHING CHARACTERISTICS: 

Financial Analyst II is the journey-level class in the series.  An incumbent in this class performs the full-
range of journey-level, professional analytical work to coordinate METRO budgetary functions and 
provide accurate and timely financial reports to management, other governmental agencies and the 
public.  This class may be distinguished from the lower-level class of Financial Analyst I because an 
incumbent in the latter class performs a limited range of duties while learning to perform the full scope 
of journey-level work.   
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Plans and coordinates the annual organization-wide budget process; gathers information from 
various internal and external data sources; analyzes past trends; coordinates with department 
directors and budget support personnel to prepare departmental non-personnel budgets; 
develops the labor and fringe benefit budget projections; develops and prepares budget 
documents as assigned. 

 Forecasts expenditures in accordance with current labor contracts, laws and economic conditions; 
develops budget revenue projections using statistical models, historical revenue and ridership 
data, as well as current economic indicators. 

 Participates in the development of METRO’s five and ten-year Strategic Plan; researches, analyzes 
and summarizes information for management consideration and planning; provides financial 
recommendations and forecasts. 

 Writes monthly budget status reports; prepares presentations to inform the Board of Directors 
and the public regarding METRO’s actual revenues and expenses in relation to the adopted 
operating and capital budgets.  

 Assists in administering METRO’s timekeeping software by providing and editing user access and 
security permissions, creating new pay policies and pay codes, auditing system outputs and 
coordinating with Information Technology staff to identify business needs and resolve technical 
problems. 

 Calculates pay rates and maintains records of wage tables for all bargaining unit and management 
classes for purposes of labor negotiations, wage surveys and classification and compensation 
studies; advises management on the operating cost impacts of potential labor contracts and 
service enhancement; prepares multi-year scenarios and forecasts. 
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 Prepares invoices and trust warrants for union-related payments and charges. 

 Prepares the annual budget book and automated budget tracking templates; uploads budget files 
for purchasing and accounting software. 

 Coordinates and performs special projects. 
 Develops and maintains a wide variety of financial records, reports, reporting tools and other 

documents; prepares correspondence; makes presentations to individuals and groups. 

 Provides information to employees and the public.  

 Operates standard office equipment including a computer, typewriter, photocopy machine, fax, 
and photo identification equipment; utilizes METRO computer software in performing job tasks.   

 May drive a METRO vehicle to attend meetings, conferences or trainings.  

 Performs other duties as assigned. 
 

EMPLOYMENT STANDARDS: 

Knowledge of: 

 Advanced principles, practices, forms and techniques of professional public sector finance, 
budgeting and accounting. 

 Advanced principles and best practices of public agency budgeting, including revenue forecasting 
and investing. 

 Principles and practices of operational and financial research and analysis. 

 Public sector best practices regarding record-keeping and reporting. 

 Laws and regulations applicable to public sector finance, taxes, payroll reporting and transit 
agencies. 

 Financial and statistical reporting and analysis. 

 Business law principles and practices. 

 Advanced public sector accounting terminology and methods. 

 Modern office practices, procedures and equipment. 

 Business correspondence, formatting and report writing.        

 Advanced methods of maintaining information in computerized or hard copy files. 

 Professional methods of researching, gathering, organizing and reporting data. 

 Project management methods. 

 Methods of prioritizing, planning and organizing work. 

 Advanced time management techniques. 

 Customer service techniques. 

 Intermediate mathematics including addition, subtraction, multiplication, division, percentages 
and basic statistics.  

 Correct English usage, grammar, spelling, punctuation and vocabulary. 
 The effective use of modern office equipment, personal computers and standard business 

software, including specialized financial applications.  

Ability to: 

 Plan, organize, coordinate, prepare and control budgets. 

 Coordinate and perform a wide variety of complex, professional financial analysis tasks and 
studies in compliance with applicable laws, regulations and policies. 

 Evaluate, interpret and apply laws, regulations, policies, procedures and requirements pertaining 
to organizational financial activities. 

 Analyze complex financial, statistical, accounting and payroll information and formulate sound 
conclusions and recommendations. 
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 Assess economic conditions and determine economic assumptions for financial forecasts. 

 Maintain complex financial and statistical data and records. 

 Consult with and advise management on a wide variety of financial issues. 

 Utilize financial and budgeting software, including spreadsheet, database, finance and payroll 
applications, at an advanced level. 

 Apply advanced professional fiscal control procedures to maintain budgetary accounts. 

 Perform financial calculations quickly and accurately. 

 Adhere to established work schedules and timelines. 

 Work independently using good judgment, tact and discretion. 

 Balance multiple assignments simultaneously and effectively. 

 Utilize standard office equipment and computer software and learn to use specialized METRO 
software if assigned. 

 Maintain confidentiality of materials, records, files and other privileged information. 

 Communicate clearly and effectively, both orally and in writing. 

 Establish and maintain effective working relationships within the department and with other 
divisions, departments, agencies, suppliers, vendors and the public.  

 
MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

Bachelor’s degree from an accredited college or university with major coursework in finance, accounting, 
economics, business administration or a related field. 
 

AND 
 
Five (5) years of professional financial analytical experience, preferably in a public agency. 
 
LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
time of appointment and throughout employment. 
 
SPECIAL REQUIREMENTS: 

 Must maintain strictest confidentiality of information.   

 Must participate in professional development activities.   

 May require occasional travel.  
 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear; and use a keyboard.  Work often requires 
the repetitive use of both hands to grasp and feel objects; stooping at the waist; and standing.   Work may 
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require lifting up to 20 pounds unaided.   Specific visual abilities required for this job include close vision, 
distance vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; analyzes and solves problems; uses math and 
mathematical reasoning; performs highly detailed work; deals with multiple concurrent tasks; and 
interacts with others encountered in the course of work. 

Work Environment:  

The employee typically works in a standard office environment where the noise level is usually moderate. 
 
OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 

 May occasionally require working extended hours or hours outside of regular schedule. 
 

 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Financial Professional 
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Class Code: Class Code 
       FLSA Status: Pending 

Fleet Maintenance Supervisor 
Bargaining Unit: PSA 

 
DEFINITION: 

Under direction, a Fleet Maintenance Supervisor performs supervisory and skilled maintenance work 
related to the repair, alteration, and servicing of METRO vehicles and related equipment; supervises and 
evaluates assigned maintenance staff; coordinates and develops safety and training programs for assigned 
areas; develops, implements and supervises department record-keeping and information systems; and 
performs other duties as assigned.  
 
DISTINGUISHING CHARACTERISTICS: 

Fleet Maintenance Supervisor is a supervisory-level class.  An incumbent in this class supervises and 
performs fleet maintenance, repair and renovation work for METRO vehicles to ensure the safe, clean and 
operational.  
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Supervises the work of subordinate staff; schedules, assigns, directs, and monitors work; provides 
staff training; evaluates employee performance; may participate in staff selection; may initiate or 
have significant input into disciplinary actions.   

 Instructs and trains employees regarding improved work techniques and safety measures; 
recommends employees for training; evaluates training options; determines training required by 
Federal, State, and local laws and regulations; plans, assists and conducts training as appropriate.  

 Plans, organizes and schedules the maintenance, repair, and alteration of METRO vehicles and 
related equipment; reviews, prioritizes and assigns work orders; estimates the supplies, 
equipment and hours needed for projects; ensures that staff has the resources needed to 
complete their work. 

 Ensures that assigned areas comply with Federal, State, and local laws and regulations.  

 Assists in the development of department policies, procedures, work standards, rules, and 
budgets; enforces METRO and department rules, regulations, policies, procedures, and work 
standards.  

 Develops and implements record-keeping systems for vehicle maintenance, repairs, inspections, 
road calls, service, fuel consumption, and parts and labor costs; prepares periodic reports on 
maintenance activities and projects; monitors maintenance standards and performance in areas 
of oil/fuel analysis, road calls, labor costs, bus cleanliness, vehicle inspections, and shop safety; 
reviews repair work estimates.  

 Develops, implements, and maintains a preventive maintenance program for transit vehicles; 
monitors vehicle failure trends and suggests corrective actions as needed. 

 Solicits and receives quotes from outside vendors as needed to complete jobs. 

 Monitors budgets as assigned; assists in departmental planning by projecting expenditures and 
determining staffing needs. 
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 Participates in the diagnosis of the more complex mechanical failures and recommends solutions; 
assists in developing specifications for the purchase of equipment, vehicles, and tools.  

 Represents the department at meetings; may serve as liaison to other departments, the public, 
and outside agencies; reviews, investigates, and responds to complaints regarding fleet 
mechanical or safety problems.  

 Investigates vehicle accidents, prepares damage reports and reviews accident reports; 
determines mechanical problems and recommends corrective action; prepares employee injury 
reports.  

 Ensures that proper safety practices and procedures are followed including the proper use of 
personal protective equipment (PPE).  

 Performs data entry to update and maintain information in digital files; compiles and prepares 
data for statistical and accounting reports; may create spreadsheets and other tools to track 
information. 

 May type correspondence and other documents; answers telephones, greet visitors, and provides 
information to employees and the public.  

 Operates standard office equipment including a computer, typewriter, photocopy machine, and 
fax machine; utilizes computer software in performing job tasks.   

 May drive a METRO vehicle to pick up or deliver materials, correspondence or documents.  

 Performs other duties as assigned. 
 
EMPLOYMENT STANDARDS: 

Knowledge of: 

 Principles and practices of employee supervision, including performance evaluation and 

progressive discipline. 

 Policies, procedures, rules, regulations, and labor contracts that affect employees. 

 Techniques, procedures, equipment, tools, and materials used for the maintenance, repair, and 
service of transit vehicles, including buses.  

 Preventive vehicle maintenance practices and methods.  

 Mechanical, electrical, air, and hydraulic systems of transit buses and vehicles.  

 Applicable Federal and State codes and regulations regarding buses, vehicles, and equipment, 
including employee safety requirements.  

 Proper handling procedures for hazardous materials, health and safety regulations, safe work 
practices and proper equipment operating procedures.  

 Safe operation and maintenance of hand and power tools. 
 Methods of maintaining information in digital or hard copy files. 

 Manual and automated record-keeping systems.  
 Methods of researching, gathering, organizing and reporting data. 

 Methods of prioritizing, planning and organizing work. 

 Time management techniques. 

 Customer service techniques. 

 Basic mathematics including addition, subtraction, multiplication, division, and percentages. 

 Correct English usage, grammar, spelling, punctuation, and vocabulary. 

 The effective use of modern office equipment, personal computers, and applicable standard 
business software.   

Ability to: 
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 Supervise and motivate subordinate staff effectively. 

 Provide safety-related and other training to staff and ensure a safe work environment. 

 Read and interpret mechanical schematics and technical manuals.  

 Diagnose and troubleshoot equipment problems. 

 Learn and instruct others in the safe operation of the Alternative Fueling Facility. 

 Estimate costs and determines materials and equipment needed to make vehicle repairs.  

 Develop, write and implement operational procedures. 

 Use manual and power tools and equipment safely. 
 Make quick decisions in an emergency. 
 Ensure the safe handling of hazardous items and materials. 

 Maintain records and control systems with accuracy and attention to detail. 

 Input data into a database. 

 Adhere to established work schedules and timelines. 

 Work independently using good judgment and discretion. 

 Effectively balance multiple assignments simultaneously. 

 Perform mathematical calculations, including ratios and percentages.   

 Utilize standard office equipment and computer software and learn to use specialized METRO 

software if assigned. 

 Communicate clearly and effectively, both orally and in writing. 

 Establish and maintain effective working relationships within the department and with other 

divisions, departments, agencies, suppliers, vendors, and the public.  

 
MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

Five (5) years of progressively responsible experience in heavy-duty diesel and/or alternate fuel mechanic 
repair work and rebuilding diesel engines and related components.  Experience must have also included 
at least three (3) years of supervisory or lead experience.   
 
College-level coursework in business, transit management, hazardous materials technology, industrial 
technology, and/or behavioral science is desirable. 
 
LICENSES AND CERTIFICATES: 

A valid California Class B driver license with passenger endorsement and safe driving record are required 
at the time of appointment and throughout employment. 
 
SPECIAL REQUIREMENTS: 

 Driving record will be reviewed as part of the application process. 
 
PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 
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Physical Demands  

While performing the duties of this job, the employee is regularly required to sit, walk and stand; reach, 
twist, turn, kneel, bend, squat and stoop; talk and hear; use hands to grasp, manipulate, handle, feel or 
operate objects, tools or controls; reach with hands and arms; and perform repetitive movements of 
hands or wrists. The employee is regularly required to bend and twist at the neck, reach with hands and 
arms.  Occasional overhead reaching and lifting up to 75 pounds unaided is required.   Specific visual 
abilities required for this job include close vision, distance vision, the ability to see colors and shades, and 
the ability to perceive depth.  

Mental Demands  
While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; analyzes and solves problems; uses math and 
mathematical reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with 
others encountered in the course of work. 

Work Environment:  

The employee works in a shop or outdoor environment where the noise level is usually loud.  The 
employee may be exposed to inclement weather, fumes, dust, grease, air contaminants, and hazardous 
materials and chemicals during the course of work. May work in the field when needed.   
 
OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 

 Required to be able to respond to emergency situations seven days per week, 24 hours per day. 

 Required to work a variety of shifts, which may include weekdays or weekends; and day, swing 
and/or graveyard shifts. 

 This position is considered a safety sensitive position and requires participation in METRO’s drug 
and alcohol testing program. 

 This position requires the use of personal protective equipment (PPE) based on the tasks assigned; 
safety shoes are required at all times. 
 
 

 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Maintenance 
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Class Code: Class Code 
       FLSA Status: Pending 

Grants/Legislative Analyst 
Bargaining Unit: SEA 

 
DEFINITION: 

Under direction, a Grants/Legislative Analyst performs professional administrative work related to 
developing, preparing, and monitoring Federal, State and local grant applications and programs; ensures 
contract compliance related to grant projects; provides financial controls of grant-funded activities; 
performs legislative analysis and advocates legislative action; performs data analysis and comprehensive 
studies of policy issues; performs planning and programming activities; and performs other duties as 
assigned.  
 
DISTINGUISHING CHARACTERISTICS: 

Grants/Legislative Analyst is a journey-level professional analyst class.  An incumbent in this class 
performs tasks requiring in-depth knowledge and interpretation of grant administration and legislative 
policy, laws, regulations and policies as well as the application of complex analytical thinking and 
methodologies to investigate and resolve difficult issues.    
 

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Administers policies and procedures in accordance with State, Federal, and organizational 
guidelines.  

 Identifies and researches potential funding sources and strategies for METRO projects and 
programs.  

 Administers grants from application to approval and subsequent reporting to the funding agency; 
prepares grant amendments, funding allocation requests, budget revisions, and requests for grant 
extensions; informs department managers and staff of regulations, requirements, procedures, 
and guidelines of programs to ensure compliance. 

 Develops grant oversight plans, objectives, and strategies; determines appropriate 
implementation and monitors progress.   

 Develops and maintains best practices related to the fiscal management of grants. 

 Prepares project descriptions, justifications and other reports or documents to satisfy grant 
requirements; meets with and acts as a liaison to staff and officials at the Federal, State, and local 
levels to expedite the review and approval of grants; coordinates public hearing processes for 
grant programs.  

 Develops and prepares grant applications and claims for agencies that are sub-recipients of grant 
funds from METRO; trains staff of sub-recipients regarding grant procedures and requirements; 
reviews submittals from sub-recipients and determines compliance with grant requirements.  

 Assists in planning, developing, preparing and implementing capital project outlines, timetables, 
descriptions, and budgets; provides financial forecasts for grant programs; performs research, 
collects data, and prepares reports for planning, administrative, and financial purposes.  

 Prepares transit planning and forecasting documents and assists in the preparation of the Short-
Range Transit Plan.  
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 Provides grant-specific training and support to the department. 

 Researches, monitors, and reviews legislation, laws, rules, and regulations to ensure METRO 
compliance and recommend appropriate action.  

 Oversees and coordinates the department’s legislative agenda and works with management for 
input and needs. 

 Represents METRO in legislative and intergovernmental activities with Federal, State, and local 
agencies; reviews, analyzes, and prepares bill summaries and makes recommendations on 
legislative proposals and bills; interprets policy and makes recommendations for compliance; 
contacts legislative representatives to ensure METRO’s interests are represented.  

 Develops and maintains a tracking system for monitoring approved and adopted legislation, 
policies and procedures. 

 Analyzes and evaluates policy issues to identify and assess the impact of policy options and 
legislation on department programs and services. 

 Maintains and provides clear, concise and accurate written reviews of pending, proposed and 
current legislation potentially affecting department operations.  

 Identifies issues, trends, and problems of significance through legislative, governmental, cultural, 
and media analysis. 

 Provides information to employees and the public. 

 Operates standard office equipment including a computer, typewriter, photocopy machine and 
fax machine; utilizes computer software in performing job tasks.   

 May drive a METRO vehicle to perform work assignments.  

 Performs other duties as assigned. 
 

EMPLOYMENT STANDARDS: 

Knowledge of: 

 Laws and regulations applicable to grant administration and Federal, State, and local funding 
practices and procedures. 

 Federal, State, and local legislative processes. 

 Principles and practices of public administration, budgeting, accounting, financial planning and 
analysis, operations research and evaluation.   

 The legislative process.  

 Analytical methods of researching, gathering, organizing and reporting data, including basic 
statistical analysis.  

 Modern office practices, procedures and equipment, including automated information systems.  

 Business correspondence, formatting and report writing.         

 Methods of prioritizing, planning and organizing complex projects and analytical work.  

 Advanced time management techniques.  

 Advanced customer service techniques.  

 Intermediate mathematics including addition, subtraction, multiplication, division, percentages 
and basic statistics.  

 Correct English usage, grammar, spelling, punctuation and vocabulary.  

 The effective use of modern office equipment, personal computers and standard business 
software.   

Ability to:  
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 Analyze, interpret, explain, implement and enforce relevant policies, regulations and 
requirements.  

 Define complex problems and develop solutions using analytical techniques.  

 Understand implications of new information for current and future problem-solving and decision-
making. 

 Use logic and reasoning to identify strengths and weaknesses of proposals, alternatives, and 
conclusions, and to determine policy compliance of proposals. 

 Identify issues for legal review. 

 Plan, organize and/or prepare research and analytical studies including complex, multi-phased 
projects and programs.  

 Research, collect, analyze and interpret data and prepare comprehensive reports of findings and 
recommendations.   

 Establish and maintain complex records and systems requiring confidentiality and security.  

 Provide effective and responsive customer service, including in stressful situations.  

 Negotiate solutions to difficult issues.  

 Work independently using good judgment, tact and discretion.  

 Adhere to established work schedules and timelines.  

 Balance multiple assignments simultaneously and effectively.  

 Utilize standard office equipment and computer software and learn to use specialized METRO 
software if assigned.  

 Communicate clearly and effectively, both orally and in writing.  

 Establish and maintain effective working relationships within the department and with other 
divisions, departments, agencies, suppliers, vendors and the public.   

 
MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

Bachelor’s degree from an accredited college or university with major coursework in planning, political 

science, economics, public administration, or a related field.  

 

AND 

 

Four (4) years of professional experience in a transportation agency that included grant writing, planning, 

governmental relations, legislative affairs, research and analysis.   

Master’s degree is desirable. 

LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
time of appointment and throughout employment. 
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PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear; and use a keyboard.  Work often requires 
stooping at the waist and the repetitive use of both hands to grasp and feel objects.   Work may require 
lifting up to 20 pounds unaided.   Specific visual abilities required for this job include close vision, distance 
vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; analyzes and solves problems; uses math and 
mathematical reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with 
others encountered in the course of work. 

Work Environment:  

The employee typically works in a standard office environment where the noise level is usually moderate.  
 
OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 

 Must participate in professional development activities.  

 May occasionally require working extended hours or hours outside of regular schedule. 

 May require occasional travel. 
 

 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Administrative Professional 
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Class Code: Class Code 
       FLSA Status: Pending 

Human Resources Analyst 
Bargaining Unit: SEA 

 
DEFINITION: 

Under direction, a Human Resources Analyst performs professional analytical duties related to Human 
Resources (HR) Department functions and processes, including recruitment, selection, classification, 
compensation, employee development, employee relations, regulatory compliance and Human Resource 
Information System (HRIS) development/administration; assists HR management in planning, organizing 
and achieving departmental objectives; provides professional advice and assistance to METRO 
management on personnel-related issues; may supervise subordinate clerical and/or technical support 
staff; and performs other duties as assigned.  
 
DISTINGUISHING CHARACTERISTICS: 

Human Resources Analyst is a journey-level professional analyst class.  An incumbent in this class performs 
tasks that require in-depth knowledge and interpretation of personnel-related laws, regulations and 
policies as well as the application of complex analytical thinking and methodologies to investigate and 
resolve difficult issues. 
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Performs professional analytical duties to support HR functions and processes including 
recruitment, selection, classification, compensation, employee development, employee relations, 
regulatory compliance, records management and Human Resource Information System (HRIS) 
development and administration; assists the Human Resources Director and Human Resources 
Deputy Director in planning, organizing and achieving departmental objectives; provides 
professional advice and assistance to METRO management on personnel-related issues. 

 Coordinates with Information Technology (IT), Finance and Payroll staff to ensure that HRIS data 
is appropriately maintained and updated; ensures that position control and payroll data is correct 
and integrating properly with other systems; assists IT staff in testing and implementing HRIS 
upgrades and patches; prepares and develops HRIS reports and reporting tools; defines pre-
defined queries; performs HRIS audits, wage audits, recruitment audits and system interface 
audits; identifies and resolves deficiencies; works with IT staff as needed. 

 Serves as the Human Resources business process expert to communicate end-user requirements 
to the HRIS vendor as well as IT staff; assesses available options and recommends system 
customizations and new applications; trains HR staff and HRIS end-users by developing training 
materials and providing instruction on how to perform duties more efficiently using HRIS. 

 Prepares and administers the HR budget by opening purchase orders, processing payments, 
tracking expenditures and recommending adjustments/transfers; prepares technical 
procurement documents such as requests for proposals, bids and training material. 

 Assists in planning, administering and implementing METRO’s Equal Employment Opportunity 
Plan, including data collection, analysis and reporting. 
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 Oversees day-to-day HR operational activities; evaluates operational effectiveness and efficiency 
and recommends changes as needed; ensures compliance with industry standards and legal 
requirements; develops, revises and analyzes HR policies and procedures.  

 Administers step increase and longevity pay plans to ensure compliance with collective bargaining 
agreements; reviews personnel action documents and routes for approval; processes 
compensation changes into HRIS by updating reference tables and ensuring compliance with 
negotiated agreements.    

 Develops and conducts recruitment and related outreach activities including strategic planning, 
advertising analysis and placement, and examination development and administration; resolves 
various complex inquiries and issues; screens employment applications, develops and administers 
examinations, and certifies eligibility lists; responds to inquiries regarding recruitment status. 

 Assists with conducting job analyses, evaluations and classification studies; writes classification 
specifications and conducts salary surveys; compiles and analyzes compensation data. 

 Works with supervisory and management staff to review medical conditions for possible 
accommodation; assists in conducting the interactive process, implementing reasonable 
accommodations, and monitoring the effectiveness of accommodations. 

 May perform labor relations activities such as investigating employee grievances, discrimination 
complaints and possible policy violations. 

 May assist with benefits-related administrative and analytical activities and serve as a back up to 
the Benefits Administrator. 

 Performs analytical research and prepares reports findings and recommendations; composes a 
variety of complex narrative and statistical documents including procedures, procedure manuals, 
and other technical documents. 

 May supervise subordinate technical, clerical and/or other support staff by scheduling, assigning, 
directing and evaluating their work; provides staff training as needed; may perform and/or have 
significant input into staff selection and disciplinary action. 

 Oversees the organization and maintenance of confidential HR materials, records, files and other 
privileged information. 

 Operates standard office equipment including a computer, typewriter, photocopy machine, fax, 
and photo identification equipment; utilizes METRO computer software in performing job tasks.   

 May drive a METRO vehicle to attend meetings, conferences, or perform assignments.  

 Performs other duties as assigned. 
 

EMPLOYMENT STANDARDS: 

Knowledge of: 

 Principles and practices of public administration including planning, organizational development, 
systems administration, finance, purchasing and staff development. 

 Principles and practices of public human resources management including merit-based 
recruitment and staff selection, training, equal employment opportunity, benefits administration, 
classification, job analysis, safety and risk management. 

 Laws and regulations applicable to public human resources management. 

 Principles of pay equity and compensation management. 

 Principles and practices of employee supervision, including performance evaluation and 
progressive discipline. 

 Analytical methods of researching, gathering, organizing and reporting data. 

 Modern office practices, procedures and equipment, including automated human resources 
information systems. 
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 Business correspondence, formatting and report writing.        

 Methods of prioritizing, planning and organizing complex projects and analytical work. 

 Advanced time management techniques. 

 Advanced customer service techniques. 

 Intermediate mathematics including addition, subtraction, multiplication, division, percentages 
and basic statistics. 

 Correct English usage, grammar, spelling, punctuation and vocabulary. 
 The effective use of modern office equipment, personal computers and standard business 

software.  

Ability to: 

 Analyze, interpret, explain, implement and enforce human resources policies, regulations and 
requirements. 

 Define complex problems and develop solutions using analytical techniques. 

 Plan, organize and/or prepare research and analytical studies including complex, multi-phased 
projects and programs. 

 Research, collect, analyze and interpret data and prepare comprehensive reports of findings and 
recommendations.  

 Establish and maintain complex records and systems requiring confidentiality and security. 

 Provide effective and responsive customer service, including in stressful situations. 

 Negotiate solutions to difficult issues. 

 Work independently using good judgment and discretion. 

 Adhere to established work schedules and timelines. 

 Maintain a calm demeanor in stressful situations. 

 Balance multiple assignments simultaneously and effectively. 

 Utilize standard office equipment and computer software and learn to use specialized METRO 
software if assigned. 

 Communicate clearly and effectively, both orally and in writing. 

 Establish and maintain effective working relationships within the department and with other 
divisions, departments, agencies, suppliers, vendors, and the public. 

 
MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

Bachelor's degree from an accredited college or university with major study in business, public 
administration or a related field.   
 

AND 
 
Two (2) years of professional human resources analytical experience, preferably in a public agency.  
 
Familiarity with transit agency or transportation system activities and functions is desirable. 
 
Experience administering a Human Resources Information System is desirable. 
 
Master’s degree is desirable. 
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LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
time of appointment and throughout employment. 
 
Certified Professional (CP) or Senior Certified Professional (SCP) from a recognized Human Resource 
Certification organization such as IPMA-HR, SHRM, or HRCI is desirable. 
 
PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear; and use a keyboard.  Work often requires 
the repetitive use of both hands to grasp and feel objects; stooping at the waist; and standing.   Work may 
require lifting up to 20 pounds unaided.   Specific visual abilities required for this job include close vision, 
distance vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; analyzes and solves problems; uses math and 
mathematical reasoning; performs highly detailed work; deals with multiple concurrent tasks; and 
interacts with others encountered in the course of work. 

Work Environment:  

The employee typically works in a standard office environment where the noise level is moderate.  
 
OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 

 May occasionally require working extended hours or hours outside of regular schedule. 

 May require occasional travel.  

 Must maintain strict confidentiality of work-related information.  

 Must participate in professional development activities.   
 
 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Administrative Professional 
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Class Code: Class Code 
       FLSA Status: Pending 

Human Resources Clerk 
Bargaining Unit: SEA 

 
DEFINITION: 

Under general supervision, a Human Resources Clerk performs clerical duties to support Human 
Resources (HR) Department functions and processes; assists higher-level staff with administrative tasks 
related to recruitment, benefits, workers’ compensation or other human resources functions; maintains 
detailed records of computerized and hard copy files; gathers and compiles data for statistical or financial 
reports; provides information to employees and the public as authorized; types, files and performs general 
office work; and performs other duties as assigned.  
 
DISTINGUISHING CHARACTERISTICS: 

Human Resources Clerk is a journey-level clerical class.  An incumbent in this class performs clerical human 
resources support tasks of average difficulty that require some knowledge and application of HR policies, 
practices and procedures.  This class may be distinguished from the higher-level class of Human Resources 
Specialist because an incumbent in the latter class performs advanced-level clerical duties related to 
workers’ compensation administration and/or other specialized HR functions.    
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Performs data entry to update and maintain the computerized METRO Human Resources 
Information System (HRIS); maintains information related to personnel actions such as change of 
status, hours worked, performance reviews, step advancements, and other human resources 
activities.  

 Prepares employee identification cards; distributes bus passes and annual bus stickers; maintains 
related records and files.  

 Receives and processes routine financial documents, including invoices and bills; prepares 
payment authorizations, requisitions, and check requests; maintains and orders supplies.  

 Compiles and prepares data for statistical reports, including EEO and salary surveys.  

 Schedules and coordinates interviews; prepares interview packets.  

 Maintains and updates mailing lists.  

 Composes and/or types various department memos, letters, reports, statistical data, and 
correspondence as directed.  

 Performs telephone employment verifications.  

 Maintains and updates personnel and/or benefit files by inserting and extracting information; 
handles confidential materials, records, files and other privileged information. 

 Answers telephones, greets visitors, and provides information to employees and the public.  

 Operates standard office equipment including a computer, typewriter, photocopy machine, fax, 
and photo identification equipment; utilizes METRO computer software in performing job tasks.   

 May drive a METRO vehicle to pick up or deliver materials, correspondence or documents.  

 May coordinate employee medical exams and assist with employee orientations.  

 May verify applicant identity and employment eligibility by gathering and reviewing 
documentation.   

Attachment C

16C.107



 Performs other duties as assigned. 
 

EMPLOYMENT STANDARDS: 

Knowledge of: 

 Modern office practices, procedures and equipment. 

 Basic clerical processes pertaining to accounting, purchasing and data maintenance. 

 Basic methods of maintaining information in computerized or hard copy files. 

 Basic clerical methods of researching, gathering, organizing and reporting data. 

 Basic methods of prioritizing, planning and organizing work. 

 Basic time management techniques. 

 Basic clerical customer service techniques. 

 Basic mathematics including addition, subtraction, multiplication, division and percentages. 

 Telephone techniques and etiquette. 

 Correct English usage, grammar, spelling, punctuation and vocabulary. 

 The effective use of modern office equipment, personal computers and standard business 

software.  

Ability to: 

 Follow oral and written instructions accurately. 

 Maintain confidentiality of materials, records, files and other privileged information using tact 

and discretion. 

 Maintain detailed records and control systems with accuracy and attention to detail. 

 Input data into a computerized database. 

 Type finished copy from rough draft or machine transcription. 

 Adhere to established work schedules and timelines. 

 Maintain a calm demeanor in stressful situations. 

 Type at a corrected rate of 50 words per minute from clear copy. 

 Work independently using good judgment, tact and discretion. 

 Balance multiple assignments simultaneously and effectively. 

 Utilize standard office equipment and computer software and learn to use specialized METRO 

software if assigned. 

 Communicate clearly and effectively, both orally and in writing. 

 Establish and maintain effective working relationships within the department and with other 

divisions, departments, agencies, suppliers, vendors, and the public. 

 
MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

Three (3) years of progressively responsible clerical experience requiring the operation of personal 
computers, database systems, typing and maintaining detailed recordkeeping systems.   
 
LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
time of appointment and throughout employment. 
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PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear; and use a keyboard.  Work often requires 
stooping at the waist and the repetitive use of both hands to grasp and feel objects and.   Work may 
require lifting up to 20 pounds unaided.   Specific visual abilities required for this job include close vision, 
distance vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; uses math and mathematical 
reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with others 
encountered in the course of work. 

Work Environment:  

The employee typically works in a standard office environment where the noise level is moderate. 
 
OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 

 Must maintain strict confidentiality of work-related information.  

 May occasionally require working extended hours or hours outside of regular schedule. 
 
 
 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Administrative Clerical 
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Class Code: Class Code 

       FLSA Status: Pending 
Human Resources Specialist 

Bargaining Unit: SEA 
 

DEFINITION: 

Under general supervision, a Human Resources Specialist performs advanced clerical duties to support 
one or more specialized Human Resources (HR) Department functions and processes; reviews and 
processes workers’ compensation claims and reports and assists with the administration of the workers’ 
compensation program; serves as a liaison to insurance carriers, claims representatives, contractors and 
others; assists higher-level staff with administrative tasks involving recruitment, benefits, or other HR 
functions; may serve as a lead worker over subordinate support staff; and performs other duties as 
assigned.  
 
DISTINGUISHING CHARACTERISTICS: 

Human Resources Specialist is an advanced-level clerical class. An incumbent in this class performs clerical 
human resources support tasks of above-average difficulty that require substantial knowledge and 
application of specialized human resources policies, practices and procedures.  This class may be 
distinguished from the lower-level class of Human Resources Clerk because an incumbent in the latter 
class performs journey-level clerical duties.  It can also be distinguished from the higher-level class of 
Human Resources Technician because an incumbent in the latter class performs journey-level human 
resources technical duties.    
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Reviews and processes workers’ compensation claim forms and related documents; may train 
METRO employees on proper completion of injury reports and related documents. 

 Assists in monitoring workers’ compensation cases from inception to final disposition; prepares 
and maintains workers’ compensation logs, posters, reports, notices and related records and 
materials; assists management in maintaining regulatory compliance in the workers’ 
compensation program. 

 Acts as liaison with other METRO departments, the workers’ compensation claims administrator, 
insurance carriers, contractors and others; assists in preparing proposals, bid specifications and 
other technical documents. 

 Assists in the development and maintenance of automated databases for workers’ compensation 
claims; runs queries to compile data and prepares requested reports. 

 Assists in the preparation of the workers’ compensation budget and/or other departmental 
budgets; monitors claim payments and other administrative expenses; audits, reviews, corrects 
and prepares statements from workers’ compensation contractors and providers. 

 Provides information to supervisors and employees regarding workers’ compensation; monitors 
employee absences for potential impact on benefits. 

 Performs data entry to update and maintain the computerized METRO Human Resources 
Information System (HRIS); maintains information related to personnel actions such as change of 
status, hours worked, performance reviews, step advancements, and other HR activities.  
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 Assists in conducting recruitment and testing activities; responds to inquiries regarding job 
openings and recruitment status; assists in maintaining employee benefit records as needed. 

 May serve as a lead worker over subordinate clerical or other support staff by prioritizing, 
assigning and monitoring their work and providing training as needed. 

 Maintains confidential materials, records, files and other privileged information. 

 Monitors departmental expenditures; prepares payment authorizations. 

 Initiates, composes and/or types various department memos, letters, reports, statistical data, and 
other narrative documents; writes, updates and maintains department procedure manuals.  

 Answers telephones, greets visitors, and provides information to employees and the public.  

 Operates standard office equipment including a computer, typewriter, photocopy machine, fax, 
and photo identification equipment; utilizes METRO computer software in performing job tasks.   

 May drive a METRO vehicle to pick up or deliver materials, correspondence or documents.  

 Performs other duties as assigned. 
 

EMPLOYMENT STANDARDS: 

Knowledge of: 

 Modern office practices, procedures and equipment. 

 General laws, regulations, procedures and practices pertaining to workers’ compensation claims 
processing as well as other specialized human resources activities. 

 Clerical processes pertaining to accounting, purchasing and data maintenance. 

 Business correspondence, formatting and report writing. 

 Methods of maintaining information in computerized or hard copy files. 

 Clerical methods of researching, gathering, organizing and reporting data. 

 Methods of prioritizing, planning and organizing work. 

 Time management techniques. 

 Clerical customer service techniques. 

 Basic mathematics including addition, subtraction, multiplication, division and percentages. 

 Telephone techniques and etiquette. 

 Correct English usage, grammar, spelling, punctuation and vocabulary. 

 The effective use of modern office equipment, personal computers and standard business 
software.  

Ability to: 

 Follow oral and written instructions accurately. 

 Interpret, explain and apply human resources policies, procedures and regulations. 

 Maintain confidentiality of materials, records, files and other privileged information using tact 
and discretion. 

 Gather, record and summarize data in a variety of formats. 

 Maintain records and control systems with accuracy and attention to detail. 

 Input data into a computerized database. 

 Type finished copy from rough draft or machine transcription. 

 Lead and motivate subordinate staff. 

 Adhere to established work schedules and timelines. 

 Maintain a calm demeanor in stressful situations. 

 Type at a corrected rate of 50 words per minute from clear copy. 

 Work independently using good judgment, tact and discretion. 
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 Balance multiple assignments simultaneously and effectively. 

 Utilize standard office equipment and computer software and learn to use specialized METRO 
software if assigned. 

 Communicate clearly and effectively, both orally and in writing. 

 Establish and maintain effective working relationships within the department and with other 
divisions, departments, agencies, suppliers, vendors, and the public.  

 
MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

Four (4) years of progressively responsible clerical experience requiring the operation of personal 
computers, database systems, typing and maintaining detailed recordkeeping systems. Experience must 
also have included at least two (2) years in a centralized human resources organization. 
 
Experience reviewing and processing workers’ compensation claims is desirable. 
 
LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
time of appointment and throughout employment. 
 
PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear; and use a keyboard.  Work often requires 
stooping at the waist and the repetitive use of both hands to grasp and feel objects and.   Work may 
require lifting up to 20 pounds unaided.   Specific visual abilities required for this job include close vision, 
distance vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; uses math and mathematical 
reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with others 
encountered in the course of work. 

Work Environment:  

The employee typically works in a standard office environment where the noise level is moderate. 
 
OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 

 Must maintain strict confidentiality of work-related information.  

 May occasionally require working extended hours or hours outside of regular schedule. 
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*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Administrative Clerical 
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Class Code: Class Code 

       FLSA Status: Pending 
Human Resources Technician 

Bargaining Unit: SEA 
 

DEFINITION: 

Under direction, a Human Resources Technician performs technical administrative duties to support 
Human Resources (HR) Department functions and processes; coordinates, organizes and conducts 
technical recruitment activities; coordinates onboarding processes for new employees; schedules and 
conducts new employee orientations; maintains confidential employee records; and performs other 
duties as assigned.  
 
DISTINGUISHING CHARACTERISTICS: 

Human Resources Technician is the journey-level class in the series.  An incumbent in this class performs 
tasks that require interpretation and application of specialized HR policies to ensure that assigned 
activities comply with various legal, regulatory, policy and other requirements.  This class may be 
distinguished from the lower-level class of Human Resources Specialist because an incumbent in the latter 
class performs advanced clerical duties.  It can also be distinguished from the higher-level class of Human 
Resources Analyst because an incumbent in the latter class performs journey-level professional human 
resources work. 
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Coordinates, organizes and conducts technical recruitment activities following established 
procedures. 

 Processes position requisitions; assembles job fliers; drafts advertisements and promotional 
materials; coordinates the production and distribution of job announcements and the placement 
of job posting advertisements. 

 Receives and screens applications for minimum qualifications; prepares and organizes 
applications for management review; coordinates testing processes by scheduling proctors and 
arranging interview panels; tabulates applicant scores and prepares eligibility lists.  

 Assists hiring departments by arranging selection interviews and communicating with applicants; 
as authorized, sends offers of employment and schedules pre-employment drug screening, 
fingerprinting and medical examinations; coordinates new employee onboarding processes.  

 Schedules new employee orientation and prepares hiring packets; conducts orientation 
presentations as assigned. 

 Coordinates recruitment and hiring of temporary help through outside employment agencies. 

 Assists with benefits administration by reviewing payroll reports for errors; verifies that proper 
health and life insurance deductions have been taken; notifies employees of errors and monies 
owed; creates payroll deduction forms for payroll; collects checks and provides to Finance. 

 May perform technical duties related to other HR activities such as workers’ compensation, 
benefits, and leave administration; may assist with classification and compensation studies and 
surveys; may respond to employment verification inquiries. 

 Updates and maintains information in the computerized METRO Human Resources Information 
System (HRIS); may assist in processing personnel actions to adjust job status, hours worked, 
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performance reviews, step advancements, and other changes; conducts HRIS queries and 
prepares regular and periodic reports for management as requested; maintains various logs and 
lists. 

 Performs technical research and prepares summaries of findings; initiates, composes and/or types 
various department memos, letters, reports, statistical data, and other narrative documents; 
writes, updates and maintains department procedures and procedure manuals. 

 Coordinates and/or participates in job fairs and other recruitment outreach activities. 

 Maintains confidential materials, records, files and other privileged information. 

 May monitor departmental expenditures; may prepare payment authorizations.  

 Provides information to employees and the public.  

 Operates standard office equipment including a computer, typewriter, photocopy machine, fax, 
and photo identification equipment; utilizes METRO computer software in performing job tasks.   

 May drive a METRO vehicle to pick up or deliver materials, correspondence or documents.  

 Performs other duties as assigned. 
 

EMPLOYMENT STANDARDS: 

Knowledge of: 

 Technical principles, practices and procedures common to public employment, including 
recruitment, testing and selection. 

 Basic laws and regulations applicable to public personnel management, including equal 
employment opportunity and merit-based selection. 

 Modern office practices, procedures and equipment, including automated human resources 
information systems. 

 Technical processes pertaining to accounting, purchasing, and data maintenance. 

 Business correspondence, formatting and report writing.        

 Technical methods of researching, gathering, organizing and reporting data. 

 Methods of prioritizing, planning and organizing work. 

 Principles and practices of employee supervision, including performance evaluation and 
progressive discipline. 

 Advanced time management techniques. 

 Customer service techniques. 

 Intermediate mathematics including addition, subtraction, multiplication, division, percentages 
and basic statistics. 

 Advanced telephone techniques and etiquette. 

 Correct English usage, grammar, spelling, punctuation and vocabulary. 
 The effective use of modern office equipment, personal computers and standard business 

software.  

Ability to: 

 Evaluate, interpret and apply human resources policies, regulations and requirements as they 
apply to technical employment-related activities. 

 Coordinate and perform technical human resources activities in a manner that complies with 
applicable laws, regulations and policies. 

 Work independently using good judgment, tact and discretion. 

 Review and screen documents for minimum qualifications or other requirements. 

 Maintain confidentiality of materials, records, files and other privileged information using tact 
and discretion. 
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 Interpret, explain and apply human resources policies, procedures and regulations. 

 Gather, record and summarize data in a variety of formats. 

 Maintain records and control systems with accuracy and attention to detail. 

 Adhere to established work schedules and timelines. 

 Maintain a calm demeanor in stressful situations. 

 Balance multiple assignments simultaneously and effectively. 

 Utilize standard office equipment and computer software and learn to use specialized METRO 
software if assigned. 

 Communicate clearly and effectively, both orally and in writing. 

 Establish and maintain effective working relationships within the department and with other 
divisions, departments, agencies, suppliers, vendors, and the public. 

 
MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

Completion of 60 semester (or equivalent quarter) units at an accredited college with coursework in 
human resources management, industrial relations, public administration, business administration, or a 
related field. 
 

AND 
 
Two (2) years of progressively responsible clerical experience in a centralized human resources 
organization.   
 
Experience in a public agency is desirable.   
 
Experience performing employee recruitment activities is desirable.   
 
LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
time of appointment and throughout employment. 
 
PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear; and use a keyboard.  Work often requires 
stooping at the waist and the repetitive use of both hands to grasp and feel objects and.   Work may 
require lifting up to 20 pounds unaided.   Specific visual abilities required for this job include close vision, 
distance vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands  
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While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; uses math and mathematical 
reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with others 
encountered in the course of work. 

Work Environment:  

The employee typically works in a standard office environment where the noise level is moderate. 
 
OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 

 Must maintain strict confidentiality of work-related information. 

 May occasionally require working extended hours or hours outside of regular schedule.  
 
 
 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Administrative Technical 
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Class Code: Class Code 
       FLSA Status: Pending 

Information Technology Technician I 
Bargaining Unit: SEA 

 
DEFINITION: 

Under general supervision, an Information Technology Technician performs a limited range of technical 
computer support work while learning to perform the full scope of journey-level work; performs system 
backups; resolves user’s technical support questions; receives, tests and installs networked and personal 
computers and related equipment; performs maintenance, troubleshooting and repair on computer 
hardware and routine user issues; and performs other duties as assigned.  
 
DISTINGUISHING CHARACTERISTICS: 

Information Technology Technician I is the first working-level class in the series.  An incumbent in this 
class performs a limited range of hardware and software maintenance and user support tasks.  This class 
is distinguished from the higher-level class of Information Technology Technician II because an incumbent 
in the latter class performs the full-range of journey-level work. 
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Provides routine user support utilizing an established tracking system for help desk requests; 
responds to inquiries through the tracking system and over the phone; monitors and tracks 
problems and their resolution; identifies patterns of failure and applies knowledge of computer 
software and hardware procedures to implement solutions and diagnostic procedures.  

 Performs routine system backup operations; performs the more routine installation, repair, and 
maintenance work on computers, printers, network hardware, switches, routers, and cabling; 
troubleshoots routine hardware problems and replaces failed components; installs technology 
systems and equipment in a proper and safe manner. 

 Assists in developing and writing user procedure manuals; teaches basic system operational 
procedures such as login and e-mail access; assists in configuring basic user environments to meet 
individual needs.  

 Assists with inventory control of computer parts.  

 Participates in assembling and testing new systems; assists with unloading, asset tagging, 
documenting and installing new computer equipment and removing, storing, and disposing of 
obsolete computer equipment.  

 Assists with installing new application software as well as system hardware and software 
upgrades.  

 Learns to perform user-level administration of Windows Active Directory (AD) and Exchange. 

 Assists in monitoring Windows servers, NIX operational systems and networks; performs routine 
configuration maintenance; troubleshoots routine operation and configuration issues and tests 
system stability; performs reset, recovery and backup procedures. 

 Assists third party vendors with installations, upgrades, and application maintenance; helps with 
application troubleshooting, diagnostics, communication, and resolution. 

 Assists with maintaining, monitoring and supporting transit ticketing systems including hardware, 
installations, upgrades, equipment, and applications. 
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 May drive a METRO vehicle to perform assignments.  

 Performs other duties as assigned. 
 

EMPLOYMENT STANDARDS: 

Knowledge of: 

 Workplace safety issues related to the use of computers. 

 Basic Microsoft Windows and NT. 

 Basic NIX commands, scripting language, and protocols. 

 Basic networking protocols (TCP/IP, DNS routing, switching, subnets, firewalls). 

 Basic Microsoft Office application software including Word and Excel. 

 Basic UNIX OS. 

 Basic hardware technology. 

 Basic remote access technologies. 

 Basic anti-virus technologies. 

 Basic security protocols. 

Ability to: 

 Clearly and effectively present technical information to both technical and non-technical users. 

 Read and interpret technical manuals, procedures, and instructions. 

 Troubleshoot and diagnose system and application problems in order to maintain system 

operation. 

 Adhere to established work schedules and timelines. 

 Balance multiple assignments simultaneously and effectively. 

 Utilize standard office equipment and computer software and learn to use specialized METRO 
software if assigned. 

 Communicate clearly and effectively, both orally and in writing. 

 Establish and maintain effective working relationships within the department and with other 
divisions, departments, agencies, suppliers, vendors, and the public. 
  

MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 

abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

Completion of 60 semester (or equivalent) units from an accredited college with coursework in computer 
science. 
  

AND  
  
Two (2) years of technical computer support experience.  Experience providing customer support using a 
help desk ticket tracking system is desirable. 
 

LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
time of appointment and throughout employment. 
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PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear; and use a keyboard.  Work often requires 
stooping at the waist and the repetitive use of both hands to grasp and feel objects.   Work may require 
lifting up to 20 pounds unaided.   Specific visual abilities required for this job include close vision, distance 
vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; uses math and mathematical 
reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with others 
encountered in the course of work. 

Work Environment:  

The employee typically works in a standard office environment where the noise level is moderate. 
 
OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 

 May occasionally require working extended hours or hours outside of regular schedule.  
 
 
 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Information Technology Technical 
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Class Code: Class Code 
       FLSA Status: Pending 

Information Technology Technician II 
Bargaining Unit: SEA 

 
DEFINITION: 

Under general supervision, an Information Technology Technician performs journey-level technical 
computer support work; performs system backups; resolves user’s technical support questions; receives, 
tests and installs networked and personal computers and related equipment; performs maintenance, 
troubleshooting, and repair on computer hardware and routine user issues; and performs other duties as 
assigned.  
 
DISTINGUISHING CHARACTERISTICS: 

Information Technology Technician II is the journey-level class in the series.  An incumbent in this class 
provides user technical support as well as hardware and software maintenance of a routine nature.  This 
class is distinguished from the lower-level class of Information Technology Technician I because an 
incumbent in the latter class performs a limited range of technical support duties while learning to 
perform the full-range of journey-level work. 
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Provides user support utilizing an established tracking system for help desk requests; responds to 
inquiries through the tracking system and over the phone; monitors and tracks problems and their 
resolution; identifies patterns of failure and applies knowledge of computer software and 
hardware procedures to implement solutions and diagnostic procedures.  

 Installs, repairs, and maintains computers, printers, network hardware, switches, routers, and 
cabling; troubleshoots routine hardware problems and replaces failed components; installs 
technology systems and equipment in a proper and safe manner. 

 Assists in developing and writing user procedure manuals; teaches basic system operational 
procedures such as login and e-mail access; assists in configuring basic user environments to meet 
individual needs.  

 Coordinates inventory control of computer parts; maintains supplies inventory.  

 Participates in the assembly and testing of new systems; coordinates the unloading, asset tagging, 
documentation and installation of new computer equipment and the removal, storage, and 
disposition of obsolete computer equipment.  

 Installs new application software as well as system hardware and software upgrades.  

 Performs user-level administration of Windows Active Directory (AD) and Exchange; creates, 
maintains, monitors and troubleshoots user accounts, logins, email, and security; sets access 
security. 

 Assists in building and monitoring Windows servers, NIX operational systems, and networks; 
performs routine configuration maintenance; troubleshoots routine operation and configuration 
issues and tests system stability; performs reset, recovery and backup procedures. 

 Assists third party vendors with installations, upgrades, and application maintenance; helps with 
application troubleshooting, diagnostics, communication, and resolution. 
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 Maintains, monitors and supports transit ticketing systems including hardware, installations, 
upgrades, equipment, and applications. 

 May drive a METRO vehicle to perform assignments.  

 Performs other duties as assigned. 
 

EMPLOYMENT STANDARDS: 

Knowledge of: 

 Microsoft Windows and NT. 

 NIX commands, scripting language, and protocols. 

 Networking protocols (TCP/IP, DNS routing, switching, subnets, firewalls). 

 Microsoft Office application software including Word and Excel. 

 UNIX OS 

 Current hardware technology. 

 Workplace safety issues related to the use of computers. 

 Remote access technologies. 

 Anti-virus technologies. 

 Security protocols. 

Ability to: 

 Clearly and effectively present technical information to both technical and non-technical users. 

 Read and interpret technical manuals, procedures, and instructions. 

 Troubleshoot and diagnose system and application problems in order to maintain system 

operation. 

 Adhere to established work schedules and timelines. 

 Balance multiple assignments simultaneously and effectively. 

 Utilize standard office equipment and computer software and learn to use specialized METRO 
software if assigned. 

 Communicate clearly and effectively, both orally and in writing. 

 Establish and maintain effective working relationships within the department and with other 
divisions, departments, agencies, suppliers, vendors, and the public. 

 

MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

Completion of 60 semester (or equivalent) units from an accredited college with coursework in computer 
science. 
  

AND  
  
Three (3) years of technical computer support experience.  Experience must have included at least one (1) 
year providing customer support using a help desk ticket tracking system. 
 

LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
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time of appointment and throughout employment. 
 
PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear; and use a keyboard.  Work often requires 
stooping at the waist and the repetitive use of both hands to grasp and feel objects.   Work may require 
lifting up to 20 pounds unaided.   Specific visual abilities required for this job include close vision, distance 
vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; uses math and mathematical 
reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with others 
encountered in the course of work. 

Work Environment:  

The employee typically works in a standard office environment where the noise level is moderate. 
 
OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 

 May occasionally require working extended hours or hours outside of regular schedule.  
 
 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Information Technology Technical 
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Class Code: Class Code 
       FLSA Status: Pending 

Legal Secretary 
Bargaining Unit: SEA 

 
DEFINITION: 

Under general supervision, a Legal Secretary performs specialized clerical and secretarial work in the 
Office of the General Counsel; prepares and processes legal documents, obtains or provides and 
confidential information; and performs other duties as assigned. 
 

DISTINGUISHING CHARACTERISTICS: 

Legal Secretary is a journey-level class.  An incumbent in this class performs the full range of complex legal 
secretarial support work.  The emphasis of the work may vary, depending upon assignment, but all work 
requires knowledge of legal clerical processes and independent decision-making within established 
guidelines.  
  
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Transcribes complex legal dictation or written notes using a computer; types a wide variety of 
legal documents in the proper format including legal pleadings, briefs, correspondence, 
subpoenas, motions, ordinances, resolutions, petitions, and contracts.  

 Abstracts information from various sources and puts into proper legal form; opens, maintains, 
monitors and closes legal case files; maintains correspondence and records files.  

 Maintains attorney appointment calendars; maintains a calendar of important court dates; files 
legal documents with courts as required.  

 Tracks the receipt of and response to complaints; assists staff in ensuring timely responses.  

 Takes and transcribes minutes of meetings as assigned.  

 Screens phone calls; assists callers by providing information as authorized; exercises considerable 
judgment and discretion in dealing with sensitive and confidential matters.  

 Serves as a primary point of contact for the General Counsel’s office;  

 Maintains confidential materials, records, files, and other privileged information. 

 Operates standard office equipment including a computer, typewriter, photocopy machine, fax 
machine, and photo identification equipment; utilizes METRO computer software in performing 
job tasks.   

 May drive a METRO vehicle to pick up or deliver materials, correspondence or documents.  

 May serve as a lead worker over subordinate clerical or other support staff by prioritizing, 
assigning and monitoring their work and providing training as needed. 

 Performs other duties as assigned. 
 

EMPLOYMENT STANDARDS: 

Knowledge of: 

 Legal forms, formats, documents, and terminology.  

 Legal office procedures and practices. 

 Modern office practices, procedures, and equipment. 

Attachment C

16C.124



 Clerical processes pertaining to accounting, purchasing and data maintenance. 

 Business correspondence, formatting and report writing. 

 Methods of maintaining information in digital or hard copy files. 

 Clerical methods of researching, gathering, organizing and reporting data. 

 Methods of prioritizing, planning and organizing work. 

 Time management techniques. 

 Clerical customer service techniques. 

 Basic mathematics including addition, subtraction, multiplication, division, and percentages. 

 Telephone techniques and etiquette. 

 Correct English usage, grammar, spelling, punctuation, and vocabulary. 

 The effective use of modern office equipment, personal computers, and standard business 
software.  

Ability to: 

 Follow oral and written instructions accurately. 

 Prepare legal documents that may require abstracting pertinent information from files and 
records using accepted formats and construction.  

 Type finished copy from rough draft or machine transcription. 

 Type at a corrected rate of 50 words per minute from clear copy. 

 Maintain confidentiality of materials, records, files and other privileged information using tact, 
and discretion. 

 Gather, record and summarize data in a variety of formats. 

 Maintain records and control systems with accuracy and attention to detail. 

 Input data into a computerized database. 

 Adhere to established work schedules and timelines. 

 Maintain a calm demeanor in stressful situations. 

 Work independently using good judgment, tact and discretion. 

 Balance multiple assignments simultaneously and effectively. 

 Utilize standard office equipment and computer software and learn to use specialized METRO 
software if assigned. 

 Lead and motivate subordinate staff. 

 Communicate clearly and effectively, both orally and in writing. 

 Establish and maintain effective working relationships within the department and with other 
divisions, departments, agencies, suppliers, vendors, and the public.  

 
MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

Two (2) years of legal secretarial experience.  Formal legal secretarial training or paralegal training or 
experience may substitute for up to one (1) year of the required experience. 
 
LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
time of appointment and throughout employment. 

Attachment C

16C.125



 
PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear; and use a keyboard.  Work often requires 
stooping at the waist and the repetitive use of both hands to grasp and feel objects.   Work may require 
lifting up to 20 pounds unaided.   Specific visual abilities required for this job include close vision, distance 
vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; uses math and mathematical 
reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with others 
encountered in the course of work. 

Work Environment:  

The employee works in a standard office environment where the noise level is usually moderate.   
 

OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 

 May occasionally require working extended hours or hours outside of regular schedule. 

 Must maintain strict confidentiality of work-related information.  
 
 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Legal Clerical 
 

Attachment C

16C.126



Class Code: Class Code 
       FLSA Status: Pending 

Mechanic I 
Bargaining Unit: VMU 

 
DEFINITION: 

Under general supervision, a Mechanic I performs a limited range of semi-skilled maintenance duties 
related to the repair and maintenance of METRO buses, vehicles, and other equipment while learning to 
perform the full scope of journey-level work; provides technical direction and assistance to lower level 
staff; and performs other duties as assigned.  
 
DISTINGUISHING CHARACTERISTICS: 

Mechanic I is the first working-level class in the series.  An incumbent in this class performs routine a 
limited range of semi-skilled tasks related to the mechanical maintenance, repair, and modification of 
buses, automobiles, trucks and other equipment.   This class is distinguished from the higher-level class 
of Mechanic II because in incumbent in the latter class performs the full scope of journey-level mechanic 
work. 
 

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Performs a limited range of semi-skilled tasks in the mechanical maintenance, repair, and 
modification of buses, automobiles, trucks and other METRO vehicles and equipment and 
provides assistance to higher-level Mechanics. 

 Removes and replaces seats and glass for doors and windows.  

 Removes, installs and repairs electronic fare boxes, exterior advertising signs, and bike racks.  

 Inspects, adjusts and repairs and/or replaces brakes; removes and installs tires.  

 Performs safety and preventative maintenance inspections as required.  

 Lubricates chassis, changes transmission and engine fluids and filters; inspects, removes, and 
replaces hoses and belts, bulbs and wiper blades.   

 Learns to inspect equipment for needed repairs and to identify the parts, materials and time 
needed to conduct needed maintenance or repairs. 

 Assists higher-level mechanics with repairing and adjusting compressed natural gas (CNG), diesel 
and gasoline engines, transmissions, and other vehicle systems and components; assists with 
maintaining, diagnosing, inspecting, and repairing CNG and diesel supply tanks, fuel delivery 
systems and related components.  

 Learns to inspect, diagnose and repair vehicle electrical systems. 

 Learns to inspect, reline and adjust brakes; remove and install tires; perform wheel alignments; 
and perform other vehicle maintenance tasks. 

 May assist with emergency repair road calls.  

 Learns to recognize potential safety hazards and make appropriate recommendations to higher-
level staff. 

 Fuels METRO equipment including gasoline, diesel and CNG vehicles.  

 Maintains METRO property, tools, and equipment used in vehicle maintenance.  

 Maintains a clean work area.  
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 Maintains accurate written and electronic records, logs and work orders.  

 Performs data entry to update and maintain information in digital files; may maintain 
spreadsheets and other documents to track information. 

 Operates standard office equipment including a computer, typewriter, photocopy machine, and 
fax machine; utilizes computer software in performing job tasks.   

 May drive a METRO vehicle to perform assignments. 
 Performs other work as assigned. 

EMPLOYMENT STANDARDS: 

Knowledge of: 

 Basic principles, practices, methods, equipment, materials, tools and procedures used in the 
maintenance, service, and repair of automotive and heavy-duty engine operation.  

 Safe mechanical work practices.  

 Basic vehicle and equipment overhaul and repair procedures. 

 Engine tune-up procedures. 

 Basic electrical and hydraulic systems.  

 Proper use of hand, electric, pneumatic, and hydraulic tools and diagnostic equipment. 

 Welding and oxygen-acetylene equipment used in the routine repair, maintenance, and service 
of vehicles. 

 Standard electronic diagnostic equipment. 

 Basic air brake systems. 

 Methods of maintaining information in digital or hard copy files. 

 Methods of prioritizing, planning and organizing work. 

 Time management techniques. 

 Customer service techniques. 

 Basic mathematics including addition, subtraction, multiplication, division, and percentages. 

 Correct English usage, grammar, spelling, punctuation, and vocabulary. 

 The effective use of modern office equipment, personal computers, and applicable standard 
business software.   

Ability to: 

 Perform routine, semi-skilled duties related to the maintenance, repair, and alteration of fleet 
vehicles and equipment. 

 Understand and follow oral and written instructions.  

 Read and interpret technical manuals and schematics.  

 Learn to diagnose and troubleshoot equipment problems. 

 Operate welding equipment, brake drum lathes, drill presses, diagnostic equipment and other 
tools and equipment used in the repair, maintenance, and service of vehicles. 

 Use manual and power tools and equipment safely. 

 Learn to estimate costs and determines the materials and equipment needed to make vehicle and 
equipment repairs.  

 Handle hazardous items and materials safely. 

 Apply safe work practices and procedures around extremely high pressure and flammable CNG 
fuel.   

 Make quick decisions in an emergency. 
 Maintain records and control systems with accuracy and attention to detail. 
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 Input data into a database. 

 Adhere to established work schedules and timelines. 

 Use good judgment and discretion when performing assignments. 

 Effectively balance multiple assignments simultaneously. 

 Utilize standard office equipment and computer software and learn to use specialized METRO 

software if assigned. 

 Communicate clearly and effectively, both orally and in writing. 

 Establish and maintain effective working relationships within the department and with other 

divisions, departments, agencies, suppliers, vendors, and the public.  
  

MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

One (1) year of progressively responsible experience performing heavy-duty mechanic work. 

 

OR 

 

Two (2) years of progressively responsible experience performing light-duty automotive repair work. 
 

OR 
 

Graduation from a certified maintenance training program (or program meeting METRO standards) AND 
six (6) months of experience performing mechanic work. 
 

LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
time of appointment and throughout employment. 
 

AND 
 
Must obtain a valid California Class B driver permit within one (1) month of employment AND must obtain 
a California Class B driver’s license within three (3) months of employment.   
 
SPECIAL REQUIREMENTS: 

 Must possess tools (up to ¾ inch drive) necessary to perform the duties of the position and a 
rollaway toolbox. 

 Driving record will be reviewed as part of the application process. 
 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  
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While performing the duties of this job, the employee is regularly required to sit, walk and stand; reach, 
twist, turn, kneel, bend squat and stoop; talk and hear; use hands to grasp, manipulate, handle, feel or 
operate objects, tools or controls; reach with hands and arms; and perform repetitive movements of 
hands or wrists. The employee is regularly required to bend and twist at the neck, reach with hands and 
arms.  Occasional overhead reaching and lifting up to 80 pounds unaided is required.   Specific visual 
abilities required for this job include close vision, distance vision, and the ability to adjust focus.   

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; analyzes and solves problems; uses math and 
mathematical reasoning; performs highly detailed work; deals with multiple concurrent tasks; and 
interacts with others encountered in the course of work. 

Work Environment:  

The employee works in a shop or outdoor environment where the noise level is usually noisy.  The 
employee may be exposed to inclement weather, fumes, dust, grease, air contaminants, and hazardous 
materials and chemicals during the course of work. May work out in the field when needed.   
 
OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 

 Must be able to work a variety of shifts, which may include weekdays or weekends; and day, swing 
and/or graveyard shifts. 

 This position is considered a safety sensitive position and requires participation in METRO’s drug 
and alcohol testing program. 

 This position requires the use of personal protective equipment (PPE) based on the tasks assigned; 
safety shoes are required at all times. 

 
 
 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Maintenance 
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Class Code: Class Code 
       FLSA Status: Pending 

Mechanic II 
Bargaining Unit: VMU 

 
DEFINITION: 

Under general supervision, a Mechanic II performs skilled, journey-level maintenance work related to the 
repair and maintenance of METRO buses, vehicles, and other equipment; provides technical direction and 
assistance to lower level staff; and performs other duties as assigned.  
 
DISTINGUISHING CHARACTERISTICS: 

Mechanic II is the journey-level class in the series.  An incumbent in this class performs a wide range of 
moderately difficult tasks related to mechanical maintenance, repair, and modification of buses, 
automobiles, trucks and other equipment.   This class is distinguished from the lower-level class of 
Mechanic I because an incumbent in the latter class performs a limited range of routine tasks while 
learning to perform the full scope of journey-level work.  This class may be distinguished from the higher-
level class of Mechanic III because an incumbent in the latter class performs highly-skilled and very difficult 
mechanic work requiring more diagnostic skill and longer repair times. 
 

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Performs a variety of skilled tasks in the mechanical maintenance, repair and modification of 
buses, automobiles, trucks and other METRO vehicles and equipment. 

 Inspects equipment for needed repairs; determines parts, materials and time needed to conduct 
needed maintenance or repairs; determines whether parts are in stock or must be ordered; 
requisitions or otherwise requests needed parts and materials to perform work.  

 Performs semi-major overhauls under the direction of higher-level staff; repairs and adjusts 
compressed natural gas (CNG), diesel and gasoline engines, transmissions, and other vehicle 
systems and components; maintains, diagnoses, inspects, and repairs CNG and diesel supply 
tanks, fuel delivery systems and related components.  

 Inspects, diagnoses and repairs vehicle electrical systems. 

 Inspects, relines and adjusts brakes; removes and installs tires; performs wheel alignments; and 
performs other vehicle maintenance tasks. 

 Performs safety and preventative maintenance inspections as required.  

 May respond to and/or assist with emergency repair road calls.  

 Recognizes potential safety hazards and makes appropriate recommendations to higher-level 
staff. 

 Fuels METRO equipment including gasoline, diesel and CNG vehicles.  

 Maintains METRO property, tools, and equipment used in vehicle maintenance.  

 Maintains a clean work area.  

 Maintains accurate written and electronic records, logs and work orders.  

 Provides technical direction and assistance to lower level staff. 

 Performs data entry to update and maintain information in digital files; may maintain 
spreadsheets and other documents to track information. 
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 Operates standard office equipment including a computer, typewriter, photocopy machine, and 
fax machine; utilizes computer software in performing job tasks.   

 May drive a METRO vehicle to perform assignments. 
 Performs other work as assigned. 

EMPLOYMENT STANDARDS: 

Knowledge of: 

 Principles, practices, methods, equipment, materials, tools and procedures used in the 
maintenance, service, and repair of transit diesel, spark-ignited and CNG engine operation.  

 Vehicle and equipment overhaul and repair procedures. 

 Diesel, gasoline and CNG engine tune-up procedures. 

 Electrical and hydraulic system repairs.  

 Air brake system repairs. 

 Safe mechanical work practices.  

 Proper use of hand, electric, pneumatic, and hydraulic tools and diagnostic equipment. 

 Welding and oxygen-acetylene equipment used in the repair, maintenance, and service of 
vehicles. 

 Standard electronic diagnostic equipment. 

 Methods of maintaining information in digital or hard copy files. 

 Methods of prioritizing, planning and organizing work. 

 Time management techniques. 

 Customer service techniques. 

 Basic mathematics including addition, subtraction, multiplication, division, and percentages. 

 Correct English usage, grammar, spelling, punctuation, and vocabulary. 

 The effective use of modern office equipment, personal computers, and applicable standard 
business software.   

Ability to: 

 Perform a wide variety of duties related to the maintenance, repair, and alteration of fleet 
vehicles and equipment. 

 Understand and follow oral and written instructions.  

 Read and interpret technical manuals and schematics.  

 Diagnose and troubleshoot equipment problems. 

 Operate welding equipment, brake drum lathes, drill presses, diagnostic equipment and other 
tools and equipment used in the repair, maintenance and servicing of vehicles. 

 Use manual and power tools and equipment safely. 

 Estimate costs and determines the materials and equipment needed to make vehicle and 
equipment repairs.  

 Ensure the safe handling of hazardous items and materials. 

 Apply safe work practices and procedures around extremely high pressure and flammable CNG 
fuel.   

 Make quick decisions in an emergency. 
 Maintain records and control systems with accuracy and attention to detail. 

 Input data into a database. 

 Provide technical direction and training to less skilled staff. 
 Adhere to established work schedules and timelines. 
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 Work independently using good judgment and discretion. 

 Effectively balance multiple assignments simultaneously. 

 Utilize standard office equipment and computer software and learn to use specialized METRO 

software if assigned. 

 Communicate clearly and effectively, both orally and in writing. 

 Establish and maintain effective working relationships within the department and with other 

divisions, departments, agencies, suppliers, vendors, and the public.  
 

MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

Two (2) years of progressively responsible experience equivalent to a Mechanic I with Santa Cruz METRO. 

 

OR 

 

Three (3) years of progressively responsible experience performing heavy-equipment mechanic work. 
 
LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
time of appointment and throughout employment. 
 

AND 
 
Must obtain a valid California Class B driver permit within one (1) month of employment AND must obtain 
a California Class B driver’s license within three (3) months of employment.   
 
SPECIAL REQUIREMENTS: 

 Must possess tools (up to ¾ inch drive) necessary to perform the duties of the position and a 
rollaway toolbox. 

 Driving record will be reviewed as part of the application process. 
 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is regularly required to sit, walk and stand; reach, 
twist, turn, kneel, bend squat and stoop; talk and hear; use hands to grasp, manipulate, handle, feel or 
operate objects, tools or controls; reach with hands and arms; and perform repetitive movements of 
hands or wrists. The employee is regularly required to bend and twist at the neck, reach with hands and 
arms.  Occasional overhead reaching and lifting up to 80 pounds unaided is required.   Specific visual 
abilities required for this job include close vision, distance vision, and the ability to adjust focus.   

Mental Demands  
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While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; analyzes and solves problems; uses math and 
mathematical reasoning; performs highly detailed work; deals with multiple concurrent tasks; and 
interacts with others encountered in the course of work. 

Work Environment:  

The employee works in a shop or outdoor environment where the noise level is usually noisy.  The 
employee may be exposed to inclement weather, fumes, dust, grease, air contaminants, and hazardous 
materials and chemicals during the course of work. May work out in the field when needed.  May require 
availability to work a flexible schedule. 
 
OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 

 Must be able to respond to emergency situations seven days per week, 24 hours per day. 

 Must be able to work a variety of shifts, which may include weekdays or weekends; and day, swing 
and/or graveyard shifts. 

 This position is considered a safety sensitive position and requires participation in METRO’s drug 
and alcohol testing program. 

 This position requires the use of personal protective equipment (PPE) based on the tasks assigned; 
safety shoes are required at all times. 

 
 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Maintenance 
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Class Code: Class Code 
       FLSA Status: Pending 

Mechanic III 
Bargaining Unit: VMU 

 
DEFINITION: 

Under general supervision, a Mechanic III performs advanced and highly skilled maintenance work related 
to the repair and maintenance of METRO buses, vehicles, and other equipment; provides technical 
direction and assistance to lower level staff; and performs other duties as assigned.  
 
DISTINGUISHING CHARACTERISTICS: 

Mechanic III is the specialist-level class in the series.  An incumbent in this class performs highly skilled 
and very difficult maintenance, repair, and modification of buses, automobiles, trucks and other 
equipment.   This class is distinguished from the lower-level class of Mechanic II because an incumbent in 
the latter class performs journey-level work that requires less diagnostic skill and shorter repair times.  
This class may also be distinguished from the higher-level class of Senior Mechanic because an incumbent 
in the latter class serves as a lead worker over subordinate Mechanic staff. 
 

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Performs a variety of highly-skilled and difficult tasks in the mechanical maintenance, repair, and 
modification of buses, automobiles, trucks and other METRO vehicles and equipment. 

 Inspects equipment for needed repairs; determines parts, materials and time needed to conduct 
needed maintenance or repairs; determines whether parts are in stock or must be ordered; 
requisitions or otherwise requests needed parts and materials to perform work.  

 Performs major engine and vehicle system overhauls; repairs and adjusts compressed natural gas 
(CNG), diesel and gasoline engines, transmissions, and other vehicle systems and components; 
maintains, diagnoses, inspects, and repairs CNG and diesel supply tanks, fuel delivery systems and 
related components.  

 Inspects, diagnoses and repairs vehicle electrical systems. 

 Inspects, relines and adjusts brakes; removes and installs tires; performs wheel alignments; and 
performs other vehicle maintenance tasks. 

 Performs safety and preventative maintenance inspections as required.  

 Responds to emergency repair road calls.  

 Recognizes potential safety hazards and makes appropriate recommendations to higher-level 
staff. 

 Fuels METRO equipment including gasoline, diesel, and CNG vehicles.  

 Maintains METRO property, tools, and equipment used in vehicle maintenance.  

 Maintains a clean work area.  

 Maintains accurate written and electronic records, logs and work orders.  

 Provides technical direction and assistance to lower level staff. 

 Performs data entry to update and maintain information in digital files; may maintain 
spreadsheets and other documents to track information. 
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 Operates standard office equipment including a computer, typewriter, photocopy machine, and 
fax machine; utilizes computer software in performing job tasks.   

 May drive a METRO vehicle to perform assignments. 
 Performs other work as assigned. 

EMPLOYMENT STANDARDS: 

Knowledge of: 

 Advanced principles, practices, methods, equipment, materials, tools and procedures used in the 
maintenance, service, and repair of transit diesel, spark-ignited and CNG engine operation.  

 Advanced vehicle and equipment overhaul and repair procedures. 

 Advanced diesel, gasoline and CNG engine tune-up procedures. 

 Advanced electrical and hydraulic system repairs.  

 Advanced air brake system repairs. 

 Safe mechanical work practices.  

 Proper use of hand, electric, pneumatic, and hydraulic tools and diagnostic equipment. 

 Welding and oxygen-acetylene equipment used in the repair, maintenance, and service of 
vehicles. 

 Standard electronic diagnostic equipment. 

 Methods of maintaining information in digital or hard copy files. 

 Methods of prioritizing, planning and organizing work. 

 Time management techniques. 

 Customer service techniques. 

 Basic mathematics including addition, subtraction, multiplication, division, and percentages. 

 Correct English usage, grammar, spelling, punctuation, and vocabulary. 

 The effective use of modern office equipment, personal computers, and applicable standard 
business software.   

Ability to: 

 Perform highly-skilled and difficult duties related to the maintenance, repair, and alteration of 
fleet vehicles and equipment. 

 Read and interpret complex technical manuals and schematics.  

 Diagnose and troubleshoot complex equipment problems. 

 Operate welding equipment, brake drum lathes, drill presses, diagnostic equipment and other 
tools and equipment used in the repair, maintenance and service of vehicles. 

 Use manual and power tools and equipment safely. 

 Estimate costs and determines the materials and equipment needed to make vehicle and 
equipment repairs.  

 Ensure the safe handling of hazardous items and materials. 

 Apply safe work practices and procedures around extremely high pressure and flammable CNG 
fuel.   

 Make quick decisions in an emergency. 
 Maintain records and control systems with accuracy and attention to detail. 

 Input data into a database. 

 Provide technical direction and training to less skilled staff. 
 Adhere to established work schedules and timelines. 

 Work independently using good judgment and discretion. 
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 Effectively balance multiple assignments simultaneously. 

 Utilize standard office equipment and computer software and learn to use specialized METRO 

software if assigned. 

 Communicate clearly and effectively, both orally and in writing. 

 Establish and maintain effective working relationships within the department and with other 

divisions, departments, agencies, suppliers, vendors, and the public.  
 

MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

Two (2) years of progressively responsible experience equivalent to a Mechanic II with Santa Cruz METRO. 

 

OR 

 

Four (4) years of progressively responsible experience performing heavy-duty mechanic work.  Experience 
must have also included rebuilding and repairing CNG, and/or diesel engines and related units and 
assemblies. 
 

LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
time of appointment and throughout employment. 
 

AND 
 
Must obtain a valid California Class B driver permit within one (1) month of employment AND must obtain 
a California Class B driver’s license within three (3) months of employment.   
 
SPECIAL REQUIREMENTS: 

 Must possess tools (up to ¾ inch drive) necessary to perform the duties of the position and a 
rollaway toolbox. 

 Driving record will be reviewed as part of the application process. 
 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is regularly required to sit, walk and stand; reach, 
twist, turn, kneel, bend squat and stoop; talk and hear; use hands to grasp, manipulate, handle, feel or 
operate objects, tools or controls; reach with hands and arms; and perform repetitive movements of 
hands or wrists. The employee is regularly required to bend and twist at the neck, reach with hands and 
arms.  Occasional overhead reaching and lifting up to 80 pounds unaided is required.   Specific visual 
abilities required for this job include close vision, distance vision, and the ability to adjust focus.   
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Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; analyzes and solves problems; uses math and 
mathematical reasoning; performs highly detailed work; deals with multiple concurrent tasks; and 
interacts with others encountered in the course of work. 

Work Environment:  

The employee works in a shop or outdoor environment where the noise level is usually noisy.  The 
employee may be exposed to inclement weather, fumes, dust, grease, air contaminants, and hazardous 
materials and chemicals during the course of work. May work out in the field when needed.  May require 
availability to work a flexible schedule. 
 
OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 

 Must be able to respond to emergency situations seven days per week, 24 hours per day. 

 Must be able to work a variety of shifts, which may include weekdays or weekends; and day, swing 
and/or graveyard shifts. 

 This position is considered a safety sensitive position and requires participation in METRO’s drug 
and alcohol testing program. 

 This position requires the use of personal protective equipment (PPE) based on the tasks assigned; 
safety shoes are required at all times. 

 
 
 
 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Maintenance 
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Class Code: Class Code 
       FLSA Status: Pending 

Paralegal 
Bargaining Unit: SEA 

 
DEFINITION: 

Under general supervision, a Paralegal performs legal technical work for the General Counsel; assists 
Counsel in preparing for litigation; performs legal research; interviews witnesses; assists with the 
preparation of legal documents; and performs other duties as assigned. 
 

DISTINGUISHING CHARACTERISTICS: 

Paralegal is the journey-level class in the series.  An incumbent in this class performs a wide variety of 
technical legal activities under the supervision of an attorney, exercising considerable independent 
judgment in making decisions based on legal guidelines, processes or requirements.  This class is 
distinguished from the higher-level class of Senior Paralegal because an incumbent in the latter class 
performs advanced paralegal work requiring specialized knowledge of complex human resources-related 
functions, policies and procedures.  
  
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Assists in the preparation of legal documents such as briefs, memos, settlement documents, 
resolutions, and ordinances; and performs research and prepares draft legal opinions.  

 Researches, studies, and applies statutes, case law, legislation, and other legal authorities for use 
in the preparation of cases, opinions, pleadings, briefs, and other documents.  

 Prepares questions and interviews witnesses; prepares METRO witnesses for depositions; 
prepares deposition summaries.  

 Confers with METRO Counsel, investigators, employees, and other individuals regarding legal 
matters.  

 Attends court and other legal forums with METRO Counsel as required.  

 Files documents with courts, including reports, petitions, motions, briefs, ordinances, and other 
legal documents.  

 Ensures all required documents and notices are filed or sent out within deadlines. 

 Operates standard office equipment including a computer, typewriter, photocopy machine, fax, 
and photo identification equipment; utilizes METRO computer software in performing job tasks.   

 May drive a METRO vehicle to perform assignments.  

 Performs other duties as assigned. 
 

EMPLOYMENT STANDARDS: 

Knowledge of: 

 Principles, methods, materials, and practices of legal research.  

 Statutes and codes applicable to civil proceedings and claims.  

 Legal document formats and filing procedures.  

 Hearing procedures and rules of evidence. 

 Preparation of routine procedural and substantive civil litigation. 
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 Applicable court rules, including drafting and responding to pleadings. 

 Pleading formats, citation style, content requirements, and local filing requirements. 

 Civil litigation calendar management. 

 Modern office practices, procedures, and equipment. 

 Business correspondence, formatting and report writing. 

 Methods of maintaining information in digital or hard copy files. 

 Technical methods of researching, gathering, organizing and reporting legal information. 

 Methods of prioritizing, planning and organizing work. 

 Time management techniques. 

 Customer service techniques. 

 Basic mathematics including addition, subtraction, multiplication, division, and percentages. 

 Telephone techniques and etiquette. 

 Correct English usage, grammar, spelling, punctuation, and vocabulary. 

 The effective use of modern office equipment, personal computers, and standard business 
software.  

Ability to: 

 Draft legal documents such as briefs, memos, ordinances, and resolutions. 

 Research, analyze, and apply legal principles, facts, evidence, and precedents to legal issues. 

 Perform legal research. 

 Communicate and present statements of fact, law, and argument clearly, logically and effectively. 

 Interview and interact with the public, outside attorneys and METRO employees regarding 
discovery, case investigation, and trial preparation. 

 Interpret, explain and apply laws, regulations, policies, and procedures. 

 Maintain confidentiality of materials, records, files, and other privileged information. 

 Gather, record and summarize data in a variety of formats. 

 Maintain records and control systems with accuracy and attention to detail. 

 Input data into a database. 

 Adhere to established work schedules and timelines. 

 Maintain a calm demeanor in stressful situations. 

 Work independently using good judgment, tact, and discretion. 

 Balance multiple assignments simultaneously and effectively. 

 Utilize standard office equipment and computer software and learn to use specialized METRO 
software if assigned. 

 Communicate clearly and effectively, both orally and in writing. 

 Establish and maintain effective working relationships within the department and with other 
divisions, departments, agencies, suppliers, vendors, and the public.  
 

MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

Paralegal certificate from an accredited school.  
 

AND 
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Two (2) years of experience as a paralegal, legal assistant or legal secretary. 
 
LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
time of appointment and throughout employment. 
 
PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear; and use a keyboard.  Work often requires 
stooping at the waist and the repetitive use of both hands to grasp and feel objects.   Work may require 
lifting up to 20 pounds unaided.   Specific visual abilities required for this job include close vision, distance 
vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; uses math and mathematical 
reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with others 
encountered in the course of work. 

Work Environment:  

The employee works in a standard office environment where the noise level is moderate.  
 

OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 

 May occasionally require working extended hours or hours outside of regular schedule. 

 Must maintain strict confidentiality of work-related information.  
 
 
 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Legal Technical 
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Class Code: Class Code 
       FLSA Status: Pending 

Paratransit Eligibility Coordinator 
Bargaining Unit: SEA 

 
DEFINITION: 

Under general direction, a Paratransit Eligibility Coordinator performs professional duties related to 
Americans with Disabilities Act (ADA) paratransit eligibility functions; determines customer eligibility for 
METRO paratransit services; conducts outreach to and educates the community, potential applicants and 
their families regarding available METRO paratransit and accessible services, consistent with the 
transportation provisions of the ADA; coordinates the ADA Paratransit Certification program; and 
performs other duties as assigned.  
 
DISTINGUISHING CHARACTERISTICS: 

Paratransit Eligibility Coordinator is a journey-level professional class.  An incumbent in this class performs 
tasks related to METRO’s paratransit eligibility functions, ensuring compliance with applicable laws and 
policies.  
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Coordinates and performs eligibility determination for METRO paratransit services including 
passenger certification, appeals, and recertification services in compliance with legal 
requirements and METRO policies; maintains up-to-date knowledge of applicable laws and 
policies.  

 Monitors performance of contractor(s), ensuring full compliance with Federal ADA standards, 
established policies and procedures, and specific contractual terms; completes performance 
reviews and recommends appropriate action as needed.  

 Performs data collection for performance measurements; reviews adequacy of service policies 
and procedures; and assists in the review of the impacts of potential service changes.  

 Maintains detailed and accurate records of all eligibility determination activities; processes and 
maintains records for all passenger requests for ADA right to accessible transit and ADA 
paratransit eligibility, ensuring compliance with Federal mandates and METRO guidelines.  

 Produces periodic statistical summaries and analytical reports for METRO management, the Board 
of Directors and others as required; provides department management with complete passenger 
data for all eligible riders in a timely manner. 

 Serves as the METRO liaison for matters relating to paratransit eligibility; develops and maintains 
effective and cooperative relationships within the community and with other transit agencies; 
assists in the organization and preparation for events; hosts and attends public meetings; 
produces correspondence with all stakeholders, including, but not limited to, eligible passengers, 
applicants, disability services agencies, Federal and local officials, professional associations and 
others as needed.   

 Reviews and makes appropriate determinations on immediate needs certification and other 
special requests as needed.  
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 Performs a variety of customer service duties; provides information to passengers both in-person 
and over the telephone; processes identification cards for ParaCruz passengers, including taking 
required photos; conducts mobility and travel training for fixed route passengers; responds to 
customer service issues in the paratransit program; receives complaints and feedback from 
customers by phone or in person; forwards completed documents to the appropriate person. 

 Assists in the preparation of the program budget and monitors costs throughout the year; 
provides updates to management as needed.  

 Conducts orientations and training for new employees and temporary staff; may provide training 
to current staff, as assigned.  

 Makes mathematical and statistical calculations. 

 Provides information to employees and the public. 

 Operates standard office equipment including a computer, typewriter, photocopy machine, and 
fax machine; utilizes computer software in performing job tasks.   

 May drive a METRO vehicle to perform work assignments.  

 Performs other duties as assigned. 
 
EMPLOYMENT STANDARDS: 

Knowledge of: 

 Applicable Federal, State, and local laws and regulations pertaining to Department of 
Transportation regulations and policies governing Americans with Disabilities Act (ADA) Fixed 
Route and Paratransit service, including processing appeals and hearings.  

 Local and regional transportation services with an emphasis on paratransit services. 

 Analytical methods of researching, gathering, organizing and reporting data, including basic 
statistical analysis.   

 Modern office practices, procedures, and equipment, including specialized software applicable to 
transit services.  

 Business correspondence, formatting and report writing. 

 Methods of maintaining information in computerized or hard copy files. 

 Methods of prioritizing, planning and organizing complex projects and analytical work.  

 Public speaking techniques. 

 Advanced time management techniques.  

 Advanced customer service techniques.  

 Intermediate mathematics including addition, subtraction, multiplication, division, percentages, 
and basic statistics.  

 Principles and practices of effective training. 

 Telephone techniques and etiquette.   

 Correct English usage, grammar, spelling, punctuation, and vocabulary.  

 The effective use of modern office equipment, personal computers, and standard business 
software.  

Ability to: 

 Communicate detailed information about local and regional transit systems, including routes and 
scheduling. 

 Analyze, interpret, explain, and apply relevant laws, policies, regulations, and requirements 
related to paratransit and accessible transit services. 

 Provide information to the public in a clear, accurate, and effective manner. 
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 Work effectively with diverse individuals, including members of the disabled and older adult 
communities.  

 Provide effective and responsive customer service, including in stressful situations.  

 Address customer complaints in a sensitive and tactful manner. 

 Negotiate solutions to difficult issues.  

 Maintain a calm demeanor in stressful situations.  

 Define complex problems and develop solutions using analytical techniques.  

 Work independently using good judgment, tact, and discretion.  

 Perform research and plan, organize and conduct analytical studies.  

 Collect, analyze and interpret data, and prepare comprehensive reports of findings and 
recommendations.   

 Maintain confidentiality of materials, records, files, and other privileged information.   

 Adhere to established work schedules and timelines.  

 Balance multiple assignments simultaneously and effectively.  

 Utilize standard office equipment and computer software and learn to use specialized METRO 
software if assigned.  

 Communicate clearly and effectively, both orally and in writing.  

 Establish and maintain effective working relationships within the department and with other 
divisions, departments, agencies, suppliers, vendors, and the public.   

 
MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

Bachelor’s degree from an accredited college or university with major coursework in social science, 

human science, or a related field. 

 

AND 

 

Two (2) years of progressively responsible professional experience in program administration and 
monitoring.   
 
Previous experience working in programs to serve the older adult and/or disabled communities is 
desirable. 
 
LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
time of appointment and throughout employment. 
 
PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  
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While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear; and use a keyboard.  Work often requires 
stooping at the waist and the repetitive use of both hands to grasp and feel objects.   Work may require 
lifting up to 20 pounds unaided.   Specific visual abilities required for this job include close vision, distance 
vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; uses math and mathematical 
reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with others 
encountered in the course of work. 

Work Environment:  

The employee typically works in a standard office environment where the noise level is moderate.  
 
OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 

 Must participate in professional development activities.  

 May occasionally require working extended hours or hours outside of regular schedule. 

 May require occasional travel.  
 
 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Transit Operations Professional 
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Class Code: Class Code 
       FLSA Status: Pending 

Parts and Materials Supervisor 
Bargaining Unit: PSA 

 
DEFINITION: 

Under direction, a Parts and Materials Supervisor performs supervisory and skilled maintenance and 
administrative work related to requisitioning, receiving, inspecting, stocking and issuing of a variety of 
parts, equipment, tools, materials and supplies, including highly specialized items for facilities 
maintenance, custodial services, and vehicle maintenance activities; directs and ensures inventory 
control; prepares specifications for the ordering of requested items; assists management in overseeing 
the daily operating activities of assigned functions, including required record-keeping and other 
administrative support work; and performs other duties as assigned.  
 
DISTINGUISHING CHARACTERISTICS: 

Parts and Materials Supervisor is the supervisory-level class in the series.  An incumbent in this class is 
responsible for supervising subordinate staff that requisition, receive, inspect, stock and issue a variety of 
parts, equipment, tools, materials, and supplies for multiple METRO departments.  Work requires 
advanced knowledge of storekeeping and purchasing methods as well as related departmental policies, 
practices, and procedures.  This class is distinguished from the lower-level class of Senior Stock Clerk 
because an incumbent in the latter class serves as a lead worker over subordinate Stock Clerks. 
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Supervises the work of subordinate staff; schedules, assigns, directs, and monitors work; provides 
staff training; evaluates employee performance; may participate in staff selection; may initiate or 
have significant input into disciplinary actions.   

 Reviews all invoices and shipping documents to ensure items received are correctly entered into 
inventory via computer and/or charged on a work order to the correct asset(s). 

 Monitors the “out of service” list for buses that are out of service and waiting on parts; ensures 
that orders have been placed and timely delivery is made. 

 Directs the weekly inventory of parts by groups (Perpetual Inventory); gathers data, prints out 
counting sheets, directs the inventory process, reconciles results of inventory physical count, and 
makes adjustments as required. 

 Recommends the addition of new inventory items; adds new item numbers into the computerized 
inventory system; updates part numbers as required; prints item labels for shelving.  

 Assists staff in identifying the more difficult items to be purchased; researches catalogs, parts 
manuals, the Internet, and other sources; orders parts with vendors online, over the phone, or by 
submitting purchase requisitions according to METRO policies. 

 Researches, schedules, and assembles training materials and conducts weekly safety training for 
assigned staff. 

 Gathers, tracks, tabulates and analyzes data pertaining to assigned functions; creates reports for 
management. 
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 Monitors the accumulation of generated hazardous waste, such as used engine oil filters, waste 
oils, and coolant, used fluorescent lamp bulbs and waste absorbent products, etc., and arranges 
for pickup and disposal of items. 

 Monitors the battery core program; arranges shipment back to vendors and follows up with 
vendors to get core credits. 

 Administers and oversees METRO’s MSDS program; ensures that all chemicals received and 
purchased are entered into the system. 

 Participates in the daily work of requisitioning, receiving, inspecting, stocking and issuing 
materials and supplies and performing other Stock Clerk/Senior Stock Clerk duties. 

 Performs data entry to update and maintain information in digital files; compiles and prepares 
data for statistical and accounting reports; may create spreadsheets and other tools to track 
information. 

 May type correspondence and other documents; answers telephones, greet visitors, and provides 
information to employees and the public.  

 Operates standard office equipment including a computer, typewriter, photocopy machine, and 
fax; utilizes computer software in performing job tasks.   

 May drive a METRO vehicle to pick up or deliver materials, correspondence or documents.  

 Performs other duties as assigned. 
 

EMPLOYMENT STANDARDS: 

Knowledge of: 

 Principles and practices of employee supervision, including performance evaluation and 
progressive discipline. 

 Standard and specialized equipment, parts, tools and supplies required for maintaining light and 
heavy-duty vehicle systems, and their appropriate storage. 

 Standard and specialized equipment, parts and supplies required to maintain a wide variety of 
non-vehicular equipment and facilities, and their appropriate storage. 

 Standard and specialized equipment, parts and supplies required for custodial work as well other 
general operational needs of a transit agency, and their appropriate storage. 

 Laws governing assigned functions and responsibilities. 

 Advanced principles and methods of maintaining a standard inventory of high demand items. 

 Advanced methods of determining the availability and best price for equipment, parts, tools, and 
supplies.  

 Standard processes pertaining to purchasing and related data maintenance. 

 Modern office practices, procedures, and equipment. 

 Methods of maintaining information in digital or hard copy files. 

 Methods of researching, gathering, organizing and reporting data. 

 Methods of prioritizing, planning and organizing work. 

 Time management techniques. 

 Clerical customer service techniques. 

 Basic mathematics including addition, subtraction, multiplication, division, and percentages. 

 Telephone techniques and etiquette. 

 Correct English usage, grammar, spelling, punctuation, and vocabulary. 
 The effective use of modern office equipment, personal computers, and standard business 

software.  

Ability to: 
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 Supervise and motivate subordinate staff effectively. 

 Provide safety-related and other training to staff and ensure a safe work environment. 

 Supervise and participate in the identification and procurement of a wide variety of tools, 
equipment, parts, supplies and other items requested by customers. 

 Research the availability and price of requested items. 

 Maintain and reconcile a large and complex inventory of items. 

 Read and comprehend a variety of technical parts manuals, schematics, and safety-related 
documentation. 

 Supervise the maintenance of an adequate inventory of high-demand items and ensure their 
appropriate storage.  

 Ensure a safe and organized work area. 

 Ensure the safe handling of items hazardous in nature. 

 Maintain records and control systems with accuracy and attention to detail. 

 Input data into a database. 

 Adhere to established work schedules and timelines. 

 Work independently using good judgment, tact, and discretion. 

 Balance multiple assignments simultaneously and effectively. 

 Utilize standard office equipment and computer software and learn to use specialized METRO 
software if assigned. 

 Drive a forklift after receiving appropriate training. 

 Communicate clearly and effectively, both orally and in writing. 

 Establish and maintain effective working relationships within the department and with other 
divisions, departments, agencies, suppliers, vendors, and the public.  

 
MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

Completion of 60 semester (or equivalent quarter) units from an accredited college, including coursework 
in automotive or heavy equipment mechanics, business administration, or a related field. 
 

AND 
 
Four (4) years of progressively responsible experience receiving, stocking, issuing and maintaining 
inventory of automotive and heavy-duty transit parts and supplies.  Experience must have also included 
at least two (2) years of inventory control responsibility AND one (1) year in a lead worker capacity. 
 
LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
time of appointment and throughout employment. 
 
PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  
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While performing the duties of this job, the employee is regularly required to sit, walk, climb and stand; 
talk and hear; use hands to manipulate, handle, feel or operate objects, tools or controls; reach with hands 
and arms; and perform repetitive movements of hands or wrists. The employee is regularly required to 
bend and twist at the neck and occasionally reach overhead.  Work may require lifting up to 50 pounds 
unaided.   Specific visual abilities required for this job include close vision, distance vision, the ability to 
see colors and shades, and the ability to perceive depth. 

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; performs detailed work; deals with 
multiple concurrent tasks; and interacts with others encountered in the course of work. 

Work Environment:  

The employee works in a shop environment where the noise level may be loud and there is potential 
exposure to fumes, dust, grease, air contaminants, hazardous materials and chemicals. 
 
OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 

 May occasionally require working extended hours or hours outside of regular schedule. 
 

 
 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Maintenance 
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Class Code: Class Code 
       FLSA Status: Pending 

Payroll Technician 
Bargaining Unit: SEA 

 
DEFINITION: 

Under general supervision, a Payroll Technician performs technical administrative work related to 
timekeeping and payroll functions for a single METRO bargaining unit or department; maintains payroll 
records and files; processes and audits electronic timekeeping records using an electronic timekeeping 
system; prepares and maintains payroll-related statistical records and reports; and performs other duties 
as assigned. 
 
DISTINGUISHING CHARACTERISTICS: 

Payroll Technician is the journey-level class in the series.  An incumbent in this class performs technical 
duties related to the preparation, administration, and maintenance of payroll for a single department or 
bargaining unit, in accordance with Federal and State laws, rules, and regulations. This class is 
distinguished from the higher-level class of Senior Payroll Technician because an incumbent in the latter 
class has overall responsibility for organization-wide payroll processing and administers payroll activities 
impacting all METRO employees.   
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Administers payroll for a single METRO department or bargaining unit; audits timekeeping records 
for accuracy and makes correcting entries; inputs payroll information using an electronic 
timekeeping system; codes information for entry into computer records; applies labor contract 
provisions related to overtime rules and other special pay categories. 

 Maintains, monitors and updates spreadsheets and other electronic tools for tracking and 
reporting absences, vacation use, over time, leave balances, and a variety of other payroll 
categories; compiles timekeeping and payroll data and develops, prepares, distributes, maintains, 
and files a variety of statistical and informational reports for management; verifies accuracy of 
payroll systems and reports and ensures that payroll activities comply with internal control 
procedures. 

 Receives and reviews personnel actions; reviews pay or status changes such as appointments, 
changes in status, leaves and separations, and enters into payroll system.  

 Identifies, develops, recommends and implements procedural and payroll system improvements.  

 Prepares requested documents for internal, external and governmental auditors as required. 

 Responds to questions and researches payroll related problems; provides information to 
management and departmental personnel regarding payroll and labor contract application.   

 Assists with other technical administrative activities; may process workers’ compensation forms; 
may track occupational illnesses and injuries; may assist with compiling data for budgetary 
purposes.  

 Maintains confidential materials, records, files and other privileged information. 

 Initiates, composes and/or types various department memos, letters, reports, statistical data, and 
other narrative documents.  
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 Answers telephones, greet visitors, and provides information to employees and the public.  

 Operates standard office equipment including a computer, typewriter, photocopy machine, and 
fax; utilizes standard business and specialized METRO computer software in performing job tasks.   

 May drive a METRO vehicle to pick up or deliver materials, correspondence or documents.  

 Performs other duties as assigned. 
 

EMPLOYMENT STANDARDS: 

Knowledge of: 

 Principles and practices of technical payroll administration. 

 Principles, practices, and terminology of accounting and financial record-keeping procedures.   

 Principles and practices of the Fair Labor Standards Act (FLSA) and other related payroll laws and 
regulations.   

 State laws for record-keeping related to payroll processing.  

 Taxable and non-taxable compensation principles.  

 Methods of researching and resolving payroll issues. 

 Modern office practices, procedures, and equipment. 

 Business correspondence, formatting and report writing. 

 Methods of maintaining information in digital or hard copy files. 

 Technical methods of researching, gathering, organizing and reporting data. 

 Methods of prioritizing, planning and organizing work. 

 Time management techniques. 

 Customer service techniques. 

 Basic mathematics including addition, subtraction, multiplication, division, and percentages. 

 Telephone techniques and etiquette. 

 Correct English usage, grammar, spelling, punctuation, and vocabulary. 

 The effective use of modern office equipment, personal computers, and standard business 
software.  

Ability to: 

 Interpret, explain and apply payroll-related policies, procedures, and regulations. 

 Interpret and apply labor contract provisions relating to payroll and benefits.  

 Perform automated payroll data entry.  

 Maintain confidentiality of materials, records, files, and other privileged information. 

 Gather, record and summarize data in a variety of formats. 

 Maintain records and control systems with accuracy and attention to detail. 

 Input timekeeping data into a payroll system. 

 Design, prepare, and compile reports and information.  

 Adhere to established work schedules and timelines. 

 Maintain a calm demeanor in stressful situations. 

 Work independently using good judgment, tact, and discretion. 

 Balance multiple assignments simultaneously and effectively. 

 Perform mathematical calculations quickly and accurately.  

 Utilize standard office equipment and computer software and learn to use specialized METRO 
software if assigned. 

 Communicate clearly and effectively, both orally and in writing. 
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 Establish and maintain effective working relationships within the department and with other 
divisions, departments, agencies, suppliers, vendors, and the public.  

 

MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

Completion of 30 semester (or equivalent) units from an accredited college, including 12 units in 
accounting, business administration or a related field.  
  

AND 
 

Two (2) years of experience requiring technical bookkeeping, payroll accounting, financial clerical or 
related work, preferably in a public agency. 
 

LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
time of appointment and throughout employment. 
 
PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear; and use a keyboard.  Work often requires 
stooping at the waist and the repetitive use of both hands to grasp and feel objects.   Work may require 
lifting up to 20 pounds unaided.   Specific visual abilities required for this job include close vision, distance 
vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; uses math and mathematical 
reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with others 
encountered in the course of work. 

Work Environment:  

The employee typically works in a standard office environment where the noise level is moderate. 
 
OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 

 Must maintain strict confidentiality of work-related information.  

 May occasionally require working extended hours or hours outside of regular schedule. 
 
 
*Adopted: 00-00-00  

Attachment C

16C.152



*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Administrative Technical 
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Class Code: Class Code 
       FLSA Status: Pending 

Planning Data Analyst 
Bargaining Unit: SEA 

 
DEFINITION: 

Under direction, a Planning Data Analyst performs professional analytical duties related to transportation 
planning functions and processes; collects, prepares and analyzes service data for the advancement of 
planning and scheduling projects, Federal and State reporting requirements, and grant applications; 
communicates and coordinates with the farebox provider to monitor software data collection methods 
and equipment, new fare media, and new fare tracking methods; tracks the department budget, 
processes invoices, and handles other administrative duties as needed; and performs other duties as 
assigned.  
 
DISTINGUISHING CHARACTERISTICS: 

Planning Data Analyst is a journey-level professional class.  An incumbent in this class performs a wide 
range of tasks requiring knowledge, interpretation and application of specialized transportation planning 
administrative requirements, analysis and preparation of data and reports to meet various regulatory 
requirements, and other analytical duties to support departmental administrative functions.  
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Gathers ridership and other data relative to service performance using systems feedback data and 
field survey data collection; runs data queries of primary research from field surveys, GPS-based 
vehicle location systems, and fare media; monitors service statistic sources and data integrity. 

 Analyzes, validates, evaluates and summarizes service data; forecasts potential federal funding 
sources. 

 Utilizes service data to fulfill State, Federal and local reporting requirements; prepares narrative 
and statistical reports, maps, graphics and charts, including recommendations based on data 
analysis; coordinates the interdepartmental submission of the monthly and annual reporting to 
the National Transit Database. 

 Validates and collects farebox and other system operational data to identify trends, deficiencies 
and forecasts, and to produce inputs for various documents such as short-range transportation 
plans. 

 Coordinates and communicates with the farebox provider to maintain current service and/or 
modify service as needed. 

 Administers departmental budgets; participates in and coordinates the annual budget 
development process; develops revenue and expenditure forecasts; processes invoices to track 
departmental spending against the established budget. 

 Makes mathematical and statistical calculations; updates and maintains planning databases and 
directories.    

 Provides information to employees and the public; responds to comments, complaints and 
requests from METRO staff, Board members, the public, and other agencies.  

 Operates standard office equipment including a computer, typewriter, photocopy machine, fax, 
and photo identification equipment; utilizes METRO computer software in performing job tasks.   
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 May drive a METRO vehicle to perform work assignments.  

 Performs other duties as assigned. 
 

EMPLOYMENT STANDARDS: 

Knowledge of: 

 Applicable Federal, State and local laws governing transit operations, including funding programs 
and data reporting requirements. 

 Budget methods for operating and short- and long-term transportation capital funding. 

 Principles of transit operations and route development. 

 The development of key performance indicators pertinent to transportation programs. 

 Professional methods of researching, gathering, organizing and reporting data. 

 Techniques for surveying and transmitting information. 

 Financial and statistical analysis methods. 

 Budgeting and financial analysis concepts and practices, including cost analysis and modeling. 

 Community interrelationships. 

 Computer software common to the planning function (i.e., word processing, spreadsheet, 
modeling, mapping) at the intermediate level. 

 Project management methods and techniques.  

 Modern office practices, procedures and equipment. 

 Business correspondence, formatting and report writing.        

 Manual and automated record-keeping and filing systems. 

 Advanced methods of maintaining information in computerized or hard copy files. 

 Methods of prioritizing, planning and organizing work. 

 Advanced time management techniques. 

 Customer service techniques. 

 Intermediate mathematics including addition, subtraction, multiplication, division, ratios and 
percentages. 

 Correct English usage, grammar, spelling, punctuation and vocabulary. 
 The effective use of modern office equipment, personal computers and standard business 

software.  

Ability to: 

 Analyze transit data derived from computer models, cost/benefit analyses and public input. 

 Read, analyze, understand and interpret complex planning-related reports and documents. 

 Conduct cost/benefit, impact and other related technical analyses. 

 Formulate a response to inquiries or complaints from customers, regulatory agencies, local 
government representatives, citizen groups or members of the business community. 

 Keep abreast of current trends in the transit field. 

 Write letters, memorandums, board, planning and technical reports and fact sheets designed to 
be understood by all audiences, including the public. 

 Design graphics/maps using computer/drawing software for publication studies. 

 Prioritize projects based on established criteria. 

 Adhere to established work schedules and timelines. 

 Work independently using good judgment, tact and discretion. 

 Balance multiple assignments simultaneously and effectively. 
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 Utilize standard office equipment and computer software and learn to use specialized METRO 
software if assigned. 

 Maintain confidentiality of materials, records, files and other privileged information. 

 Communicate clearly and effectively, both orally and in writing. 

 Establish and maintain effective working relationships within the department and with other 
divisions, departments, agencies, suppliers, vendors and the public.  

 
MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

Bachelor’s degree from an accredited college or university with major coursework in public 
administration, business administration, transportation planning or a related field. 
 

AND 
 
Two (2) years of recent professional experience performing transportation planning or administrative 
analysis for a public transportation system.   
 
Proficiency with Geographic Information Systems (GIS) and HASTUS software, as well as advanced 
proficiency with Microsoft Excel, are desirable. 
 
LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
time of appointment and throughout employment. 
 
PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear; and use a keyboard.  Work often requires 
stooping at the waist and the repetitive use of both hands to grasp and feel objects.   Work may require 
lifting up to 20 pounds unaided.   Specific visual abilities required for this job include close vision, distance 
vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; uses math and mathematical 
reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with others 
encountered in the course of work. 

Work Environment:  

The employee typically works in a standard office environment where the noise level is moderate.  
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OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 

 May occasionally require working extended hours or hours outside of regular schedule. 

 Must participate in professional development activities.   
 
 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Professional Administrative 
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Class Code: Class Code 
       FLSA Status: Pending 

Planning Program Aide 
Bargaining Unit: SEA 

 
DEFINITION: 

Under general supervision, a Planning Program Aide performs routine duties to assist with transit planning 
activities; collects a variety of transit data while on METRO buses, in the field and on the telephone; 
tabulates and summarizes data; prepares data for computer input; conducts other routine clerical duties; 
and performs related duties as assigned. 
 
DISTINGUISHING CHARACTERISTICS: 

Planning Program Aide is a journey-level planning support class.  An incumbent in this class performs 
routine clerical and other support tasks that require basic knowledge and application of departmental 
policies, practices and procedures.  
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Counts passengers as they board and deboard buses; records schedule adherence to gather 
required service planning data; compiles data for various transit-related studies and surveys and 
assists in the compilation and summarization of service planning data. 

 Surveys or interviews METRO passengers and the public on buses, in the field or on the telephone. 

 Tabulates passenger counts; compiles totals, computes percentages and summarizes survey 
results. 

 Calculates route distances and travel times for METRO routes. 

 Prepares field sheets, line summaries and related forms using computer hardware and software. 

 May assist with special projects and presentations to the public to support METRO public 
information and marketing. 

 Performs routine general clerical work as assigned; may prepare documents, answer telephones, 
maintain files and provide information to the public. 

 Operates standard office equipment including a computer, typewriter, photocopy machine, fax, 
and photo identification equipment; utilizes METRO computer software in performing job tasks.   

 May drive a METRO vehicle to pick up or deliver materials, correspondence or documents.  

 Performs other duties as assigned. 
 

EMPLOYMENT STANDARDS: 

Knowledge of: 

 Modern office practices, procedures and equipment. 

 Basic clerical methods of researching, gathering, organizing and reporting data. 

 Basic methods of maintaining information in computerized or hard copy files. 

 Basic methods of prioritizing, planning and organizing work. 

 Basic time management techniques. 

 Basic clerical customer service techniques. 

 Basic mathematics including addition, subtraction, multiplication, division and percentages. 
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 Telephone techniques and etiquette. 

 Correct English usage, grammar, spelling, punctuation and vocabulary. 
 The effective use of modern office equipment, personal computers and standard business 

software.  

Ability to: 

 Follow oral and written instructions accurately. 

 Maintain basic records and control systems with accuracy and attention to detail. 

 Input data into a computerized database. 

 Adhere to established work schedules and timelines. 

 Balance multiple assignments simultaneously and effectively. 

 Utilize standard office equipment and computer software and learn to use specialized METRO 
software if assigned. 

 Communicate clearly and effectively, both orally and in writing. 

 Establish and maintain effective working relationships within the department and with other 
divisions, departments, agencies, suppliers, vendors, and the public. 

 
MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

One (1) year of clerical experience requiring numerical recordkeeping, routine numerical research or 
statistical reporting using personal computers.   
 
LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
time of appointment and throughout employment. 
 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear; and use a keyboard.  Work often requires 
stooping at the waist and the repetitive use of both hands to grasp and feel objects.   Work may require 
lifting up to 20 pounds unaided.   Specific visual abilities required for this job include close vision, distance 
vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; uses math and mathematical 
reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with others 
encountered in the course of work. 

Work Environment:  

The employee typically works in a standard office environment where the noise level is moderate.  May 
occasional do field work. 
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OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 

 May occasionally require working extended hours or hours outside of regular schedule. 
 
 
 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Planning Clerical 
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Class Code: Class Code 
       FLSA Status: Pending 

Purchasing Agent 
Bargaining Unit: SEA 

 
DEFINITION: 

Under direction, a Purchasing Agent performs journey-level professional duties related to the acquisition, 
approval, receipt, and record-keeping for purchased equipment, materials, services and supplies; receives 
and processes purchase requisitions and purchase orders; sources vendors; negotiates pricing as well as 
other terms and conditions; generates purchase orders, service agreements and contracts; prepares and 
issues requests for proposals and invitations for bids and coordinates vendor selection processes; and 
performs other duties as assigned.  
 
DISTINGUISHING CHARACTERISTICS: 

Purchasing Agent is a journey-level professional administrative class.  An incumbent in this class performs 
tasks requiring advanced knowledge, interpretation, and application of specialized purchasing policies and 
procedures to ensure that assigned activities comply with various legal, regulatory, policy and other 
requirements. 
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Reviews purchase requisitions for completeness and conformance with METRO policies as well as 
State and/or Federal laws; issues purchase orders for services, materials, supplies, and 
equipment; negotiates term with vendors and performs vendor reviews to ensure receipt of 
proper quality and quantity of materials.  

 Prepares contracts and other documents for the purchase of supplies, services, and equipment; 
submits documents for review by METRO counsel and execution by the General Manager; 
prepares notifications of awards and distributes contracts. 

 Consults with departments regarding bid and proposal specifications; prepares and issues 
requests for proposals and invitations for bids for procurements of equipment, service, and 
construction projects; writes advertisements to invite bids and proposals; prepares vendor lists 
and distributes bid/proposal packages; coordinates and schedules pre-bid and pre-proposal 
packages and conferences; conducts bid openings; participates in bid evaluation; writes 
recommendations to the Board for vendor selection.  

 Ensures purchasing activities conform to applicable laws, regulations (including U.S. Department 
of Transportation regulations), and METRO policies; assists in the development of METRO policies 
and procedures for requisitioning, bidding, warehousing and distributing supplies, materials, and 
equipment. 

 Meets and corresponds with prospective vendors, manufacturers, service suppliers, and sales 
representatives for product information; may investigate and resolve problems involving 
damaged goods, incorrect merchandise or invoicing errors, and unsatisfactory service 
performance.  

 Meets and corresponds with other transit agency procurement officers to develop cooperative 
procurement contracts for equipment, materials, and supplies used by transit agencies. 
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 Evaluates vendor performance and maintains vendor history records; conducts price and cost 
analysis, prepares, processes and maintains records correspondence, documents, and reports 
related to the purchasing function; assists in the development and maintenance of a 
computerized purchasing system.  

 Drafts reports for the Board of Directors relating to the procurement of professional services, 
construction, vehicles and equipment as required by the District. 

 Coordinates the notice, sale, and disposal of surplus vehicles and equipment.  

 Maintains record-keeping for purchasing statistics related to DBE vendors and contractors; 
gathers data; assists in the preparation of DBE periodic reports.  

 May supervise or lead the work of subordinate technical or clerical staff as an ancillary duty. 

 Provides information to employees and the public.  

 Operates standard office equipment including a computer, typewriter, photocopy machine, and 
fax machine; utilizes computer software in performing job tasks.   

 May drive a METRO vehicle to perform assignments.  

 Performs other duties as assigned. 
 

EMPLOYMENT STANDARDS: 

Knowledge of: 

 Principles and practices of public agency purchasing. 

 State and Federal laws and regulations applicable to public sector purchasing, including third party 

contracting. 

 Contract development, negotiations, and competitive bidding processes. 

 Pricing, products, and services related to the transportation industry and sources of supply. 

 Methods of conducting product and vendor research.  

 The creation and use of spreadsheets, databases, and software to track information and automate 

calculations. 

 Modern office practices, procedures, and equipment. 

 Business correspondence, formatting and report writing.        

 Manual and automated record-keeping and filing systems. 

 Methods of maintaining information in digital or hard copy files. 

 Methods of researching, gathering, organizing and reporting data. 

 Methods of prioritizing, planning and organizing work. 

 Time management techniques. 

 Customer service techniques. 

 Principles and practices of supervision and leadership. 

 Intermediate mathematics including addition, subtraction, multiplication, division, percentages, 
and basic statistics.  

 Correct English usage, grammar, spelling, punctuation, and vocabulary. 

 The effective use of modern office equipment, personal computers, and standard business 
software.  

Ability to: 

 Evaluate, interpret and apply policies, procedures, and requirements as they apply to professional 

purchasing activities. 

 Perform professional purchasing activities in a manner that complies with applicable laws, 

regulations, and policies. 
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 Review requisitions and prepare product specifications, bids, and agreements. 

 Evaluate quotations and bids and make awards consistent with METRO purchasing policies and 

requirements.   

 Research and identify the price and availability of items to be purchased. 

 Maintain complex and detailed records and control systems with accuracy and attention to detail. 

 Create and use spreadsheets, databases, and software to track information. 

 Perform financial calculations quickly and accurately. 

 Adhere to established work schedules and timelines. 

 Work independently using good judgment, tact, and discretion. 

 Balance multiple assignments simultaneously and effectively. 

 Lead or supervise the work of subordinate technical or clerical staff. 

 Utilize standard office equipment and computer software and learn to use specialized METRO 

software if assigned. 

 Maintain confidentiality of materials, records, files, and other privileged information. 

 Communicate clearly and effectively, both orally and in writing. 

 Establish and maintain effective working relationships within the department and with other 

divisions, departments, agencies, suppliers, vendors, and the public.  

 
MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

Bachelor’s degree from an accredited college or university with major coursework in public 
administration, business administration, accounting or a related field. 
 

AND 
 
Two (2) years of experience performing professional purchasing work, preferably in a public agency. 
 
LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
time of appointment and throughout employment. 
 
PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear; and use a keyboard.  Work often requires 
the repetitive use of both hands to grasp and feel objects; stooping at the waist; and standing.   Work may 
require lifting up to 20 pounds unaided.   Specific visual abilities required for this job include close vision, 
distance vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands  
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While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; analyzes and solves problems; uses math and 
mathematical reasoning; performs highly detailed work; deals with multiple concurrent tasks; and 
interacts with others encountered in the course of work. 

Work Environment:  

The employee typically works in a standard office environment where the noise level is usually moderate. 
 
OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 

 May occasionally require working extended hours or hours outside of regular schedule. 

 Must participate in professional development activities.   
 

 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Administrative Professional 
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Class Code: Class Code 
       FLSA Status: Pending 

Purchasing Technician 
Bargaining Unit: SEA 

 
DEFINITION: 

Under general supervision, a Purchasing Technician performs technical duties to support the acquisition, 
approval, receipt, and record-keeping for purchased equipment, materials, services and supplies; receives 
and processes purchase requisitions and purchase orders; communicates with vendors to research, 
resolve and maintain product, price and delivery discrepancies; maintains purchasing records and files; 
and performs other duties as assigned.  
 
DISTINGUISHING CHARACTERISTICS: 

Purchasing Technician is a journey-level technical administrative class.  An incumbent in this class 
performs tasks requiring interpretation and application of specialized purchasing policies and procedures 
to ensure that assigned activities comply with various legal, regulatory, policy and other requirements.  
This class may be distinguished from the higher-level class of Purchasing Agent because an incumbent in 
the latter class performs professional purchasing work.   
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Receives and processes routine purchasing requisitions; analyzes requisitions for compliance with 
METRO standards and ensures information is complete and accurate; identifies possible suppliers; 
assists customers with determining specification requirements on requested items. 

 Performs routine purchasing assignments; obtains price quotes and places orders. 

 Investigates, assesses, and resolves straightforward products such as damaged goods and 
incorrect merchandise, failure to deliver on time, vendor billing problems, or other problems, 
complaints or discrepancies; contacts vendors and suppliers and appropriate internal 
departments to resolve issues. 

 Files and maintains purchase orders and purchasing-related documentation. 

 Uses a company credit card (Cal-Card) on selected small purchases within established 
authorization limits; maintains related records; reconciles Cal-Card statements and follows up 
with departments regarding discrepancies. 

 Communicates with departments regularly regarding placed orders and answers questions on the 
status of orders; assists with the coordination of deliveries, services, and related matters. 

 Serves as a liaison with vendors and suppliers; explains METRO purchasing policies and 
procedures. 

 Reads the terms and conditions applicable to new vendors and flags discrepancies with METRO 
purchasing policies. 

 Provides training and re-training to various METRO staff regarding purchasing procedures and the 
use of automated purchasing software. 

 Responds to Public Records Requests as assigned. 

 Provides information to employees and the public.  

 Operates standard office equipment including a computer, typewriter, photocopy machine, and 
fax machine; utilizes computer software in performing job tasks.   
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 May drive a METRO vehicle to perform assignments.  

 Performs other duties as assigned. 
 

EMPLOYMENT STANDARDS: 

Knowledge of: 

 Basic principles and practices of public agency purchasing. 

 Basic State and Federal laws and regulations applicable to public sector purchasing. 

 Basic purchasing terminology and methods. 

 General types and sources of equipment, materials, and supplies used by a transportation 
authority. 

 The creation and use of computerized spreadsheets, databases, and software to track information 
and automate calculations. 

 Modern office practices, procedures, and equipment. 

 Business correspondence, formatting and report writing.        

 Manual and automated record-keeping and filing systems. 

 Methods of maintaining information in digital or hard copy files. 

 Technical methods of researching, gathering, organizing and reporting data. 

 Methods of prioritizing, planning and organizing work. 

 Time management techniques. 

 Customer service techniques. 

 Intermediate mathematics including addition, subtraction, multiplication, division, ratios, and 
percentages. 

 Correct English usage, grammar, spelling, punctuation, and vocabulary. 
 The effective use of modern office equipment, personal computers, and standard business 

software.  

Ability to: 

 Evaluate, interpret and apply policies, procedures, and requirements as they apply to technical 
purchasing activities. 

 Perform technical purchasing activities in a manner that complies with applicable laws, 
regulations, and policies. 

 Research and identify the price and availability of items to be purchased. 

 Maintain complex and detailed records and control systems with accuracy and attention to detail. 

 Create and use spreadsheets, databases, and software to track information. 

 Perform financial calculations quickly and accurately. 

 Adhere to established work schedules and timelines. 

 Work independently using good judgment, tact, and discretion. 

 Balance multiple assignments simultaneously and effectively. 

 Utilize standard office equipment and computer software and learn to use specialized METRO 
software if assigned. 

 Communicate clearly and effectively, both orally and in writing. 

 Establish and maintain effective working relationships within the department and with other 
divisions, departments, agencies, suppliers, vendors, and the public.  
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MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

Completion of 30 semester (or equivalent) units from an accredited college, including coursework in public 
administration, business administration or a comparable field of coursework. 
 

AND 
 
Two (2) years of experience performing technical purchasing work, preferably in a public agency. 
 
LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
time of appointment and throughout employment. 
 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is often required to reach with hands and arms; 
walk and sit; use finger dexterity; and talk and hear.  Work often requires the repetitive use of both hands 
to grasp and feel objects and use a keyboard.  The employee is regularly required to stoop at the waist, 
kneel, crouch, and stand.   Occasional lifting up to 20 pounds unaided may be required.   Specific visual 
abilities required for this job include close vision, distance vision, the ability to see colors and shades, and 
the ability to perceive depth.  

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; uses math and mathematical reasoning; performs 
detailed work; deals with multiple concurrent tasks; and interacts with others encountered in the course 
of work. 

Work Environment:  

The employee works in a standard office environment where the noise level is usually moderate.  May 
require availability to work a flexible schedule. 
 
OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 

 May occasionally require working extended hours or hours outside of regular schedule. 
 
 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Administrative Technical 
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Class Code: Class Code 
       FLSA Status: Pending 

Revenue Collection Clerk 
Bargaining Unit: SEA 

 
DEFINITION: 

Under general supervision, a Revenue Collection Clerk performs clerical duties related to the collection 
and processing of transit vehicle revenues; collects fares from revenue vehicles; processes and prepares 
revenue for transfer and deposit; collects passenger counts and prepares ridership reports; may perform 
general office or support work; and performs other duties as assigned.  
 
DISTINGUISHING CHARACTERISTICS: 

Revenue Collection Clerk is a journey-level clerical class.  An incumbent in this class performs routine 
clerical and field tasks that require a basic knowledge and application of departmental policies, practices 
and procedures.   This class is distinguished from the higher-level class of Revenue Collection Supervisor 
because an incumbent in the latter class performs supervisory and advanced revenue collection work. 
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Pulls and replaces farebox vaults from revenue vehicles; opens farebox vaults under a secure and 
prescribed procedure; coordinates with supervisors to determine which fare boxes need to be 
pulled. 

 Collects and counts money using currency and other counting equipment; totals and records cash 
revenue; prepares transfer and bank deposit documents. 

 Collects, counts and totals fares received in the form of tokens, passes and other receipts; 
separates, sorts and records passes, count cards and other passenger recordings. 

 Supplies and maintains currency machines at transit centers; delivers equipment and supplies to 
METRO facilities as assigned. 

 Prepares periodic reports including ridership counts, equipment use and maintenance records. 

 May train others in revenue collection procedures; may review work for errors. 

 May perform other routine clerical duties as needed such as preparing timekeeping and 
attendance records, typing documents, completing forms, entering data into computerized 
systems, maintaining files and records, answering phones, ordering supplies, and compiling data 
for reports. 

 May assist in monitoring security contractors. 

 May perform basic housekeeping duties in the counting room such as sweeping and dusting; may 
perform minor servicing and orderly arranging of equipment.  

 Operates standard office equipment including a computer, typewriter, photocopy machine, and 
fax; operates specialized revenue and fare counting equipment. 

 May drive a METRO vehicle to pick up or deliver materials, correspondence or documents.  

 Performs other duties as assigned. 
 

EMPLOYMENT STANDARDS: 

Knowledge of: 

 Modern office practices, procedures and equipment. 
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 Principles and methods of currency counting and cash recordkeeping. 

 Security measures to safeguard large sums of cash. 

 Basic clerical processes pertaining to data entry and recordkeeping. 

 Basic methods of maintaining information in computerized or hard copy files. 

 Basic clerical methods of researching, gathering, organizing and reporting data. 

 Basic methods of prioritizing, planning and organizing work. 

 Basic time management techniques. 

 Basic clerical customer service techniques. 

 Basic mathematics including addition, subtraction, multiplication, division, and percentages. 

 Basic money handling procedures including counting large sums of money. 

 Telephone techniques and etiquette. 

 Correct English usage, grammar, spelling, punctuation and vocabulary. 
 The effective use of modern office equipment, personal computers and standard business 

software.  

Ability to: 

 Follow oral and written instructions accurately. 

 Count and record currency and passenger fare receipts accurately and safely, in accordance with 
established procedures. 

 Maintain records and control systems with accuracy and attention to detail. 

 Adhere to established work schedules and timelines. 

 Input data into a computerized database. 

 Maintain a calm demeanor in stressful situations. 

 Perform work using good judgment and discretion. 

 Type routine documents and forms. 

 Balance multiple assignments simultaneously and effectively. 

 Maintain confidentiality of materials, records, files and other privileged information. 

 Utilize standard office equipment and computer software and learn to use specialized METRO 
software if assigned. 

 Drive a METRO vehicle to various work locations as required. 

 Communicate clearly and effectively, both orally and in writing. 

 Establish and maintain effective working relationships within the department and with other 
divisions, departments, agencies, suppliers, vendors and the public. 

 
MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

One (1) year of clerical experience requiring revenue collection, cashiering and/or handling and counting 
large sums of money.   
 
LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
time of appointment and throughout employment. 
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PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is often required to reach with hands and arms; 
walk and sit; use finger dexterity; and talk and hear.  Work often requires the repetitive use of both hands 
to grasp and feel objects and use a keyboard.  The employee is regularly required to stoop at the waist, 
kneel, crouch, and stand.   Occasional lifting up to 20 pounds unaided may be required.   Specific visual 
abilities required for this job include close vision, distance vision, the ability to see colors and shades, and 
the ability to perceive depth.  

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; uses basic math and mathematical reasoning; performs 
detailed work; deals with multiple concurrent tasks; and interacts with others encountered in the course 
of work. 

Work Environment:  

The employee primarily works in a standard office environment where the noise level is moderate.  May 
perform field work as needed.  
 
OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 

 May occasionally require working extended hours or hours outside of regular schedule. 
 
 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Administrative Clerical 
 

Attachment C

16C.170



Class Code: Class Code 
       FLSA Status: Pending 

Revenue Collection Supervisor 
Bargaining Unit: PSA 

 
DEFINITION: 

Under direction, a Revenue Collection Supervisor performs supervisory and clerical work related to the 
collection of fares from revenue vehicles; processes and prepares revenue transfers and deposits; collects 
passenger counts and prepares ridership reports; performs various administrative support duties 
associated with departmental activities; and performs other duties as assigned.  
 
DISTINGUISHING CHARACTERISTICS: 

Revenue Collection Supervisor is the supervisory-level class in the series. An incumbent in this class 
performs work that requires a basic knowledge and application of supervisory principles, clerical 
procedures and departmental policies.  This class is distinguished from the lower-level class of Revenue 
Collection Clerk because an incumbent in the latter class performs journey-level clerical duties primarily 
emphasizing the collection and recording of farebox revenues.   
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Supervises subordinate staff; schedules, assigns, directs, and monitors work; provides staff 
training; evaluates employee performance; may participate in staff selection; may initiate or have 
significant input into disciplinary actions.   

 Develops and implements revenue collection procedures and ridership surveys and counts. 

 Oversees and coordinates with contractors that participate in revenue collection activities, 
including the secure transportation of revenues. 

 Communicates and coordinates with other METRO staff, outside agencies and the public as 
needed to implement assigned responsibilities. 

 Works with outside auditors to verify cash balances and departmental financial records. 

 Participates in revenue collections work by retrieving revenues from vehicles, collecting and 
counting currency and other fare revenues, preparing records of revenues received, and 
preparing deposits. 

 Researches and gathers information to prepare periodic reports including ridership counts, 
equipment use and maintenance records; identifies data trends and prepares summaries for 
management. 

 Performs other clerical duties as required. 

 Operates standard office equipment including a computer, typewriter, photocopy machine, and 
fax; operates specialized revenue and fare counting equipment. 

 May drive a METRO vehicle to perform assignments.  

 Performs other duties as assigned. 
 

EMPLOYMENT STANDARDS: 

Knowledge of: 

 Principles and practices of employee supervision, including performance evaluation and 
progressive discipline. 
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 Principles and practices of transit revenue collection operations, currency counting and cash 
record-keeping. 

 Security measures to safeguard large sums of money. 

 Modern office practices, procedures and equipment. 

 Clerical processes pertaining to data entry, purchasing, and recordkeeping. 

 Methods of maintaining information in computerized or hard copy files. 

 Clerical methods of researching, gathering, organizing and reporting data. 

 Methods of prioritizing, planning and organizing work. 

 Time management techniques. 

 Clerical customer service techniques. 

 Basic mathematics including addition, subtraction, multiplication, division, and percentages. 

 Telephone techniques and etiquette. 

 Correct English usage, grammar, spelling, punctuation and vocabulary. 
 The effective use of modern office equipment, personal computers and standard business 

software.  

Ability to: 

 Supervise and motivate subordinate staff effectively. 

 Count and record currency and passenger fare receipts in accordance with established 
procedures. 

 Maintain records and control systems with accuracy and attention to detail. 

 Adhere to established work schedules and timelines. 

 Perform mathematical computations accurately.  

 Work independently using good judgment, tact and discretion. 

 Balance multiple assignments simultaneously and effectively. 

 Input data into a computerized database. 

 Utilize standard office equipment and computer software and learn to use specialized METRO 
software if assigned. 

 Drive a METRO vehicle to perform assignments as required. 

 Communicate clearly and effectively, both orally and in writing. 

 Establish and maintain effective working relationships within the department and with other 
divisions, departments, agencies, suppliers, vendors and the public. 

 
MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

Completion of 60 semester (or equivalent quarter) units from an accredited college, including coursework 
in business administration, accounting, or a related field. 
 

AND 
 
Two (2) years of clerical experience requiring revenue collection, cashiering and/or handling and counting 
large sums of money.   
 
Previous supervisory experience is desirable. 
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LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
time of appointment and throughout employment. 
 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is often required to reach with hands and arms; 
walk and sit; use finger dexterity; and talk and hear.  Work often requires the repetitive use of both hands 
to grasp and feel objects and use a keyboard.  The employee is regularly required to stoop at the waist, 
kneel, crouch, and stand.   Occasional lifting up to 20 pounds unaided may be required.   Specific visual 
abilities required for this job include close vision, distance vision, the ability to see colors and shades, and 
the ability to perceive depth.  

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; uses basic math and mathematical reasoning; performs 
detailed work; deals with multiple concurrent tasks; and interacts with others encountered in the course 
of work. 

Work Environment:  

The employee primarily works in a standard office environment where the noise level is usually moderate.  
May work out in the field when needed.   
 
OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 

 May occasionally require working extended hours or hours outside of regular schedule. 
 
 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Administrative Clerical 
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Class Code: Class Code 
       FLSA Status: Pending 

Safety and Training Coordinator 
Bargaining Unit: PSA 

 
DEFINITION: 

Under direction, a Safety and Training Coordinator performs specialized professional administrative work 
related to planning, developing, updating, coordinating and conducting bus operator training and 
retraining programs and ensuring compliance with State and federally-mandated bus operator programs 
as well as METRO policies and procedures; develops and updates curriculum, lesson plans, and 
training/reference materials; participates in the development and updating of accident investigation 
procedures and processes as well as departmental safety procedures; and performs other duties as 
assigned.  
 
DISTINGUISHING CHARACTERISTICS: 

Safety and Training Coordinator is a professional program coordinator class.  An incumbent in this class is 
responsible for planning, developing and coordinating the delivery of required training programs for bus 
operators. 
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Plans, develops, updates, coordinates and conducts bus operator training and retraining 
programs, ensuring compliance with State and federally-mandated bus operator programs as well 
as METRO policies, procedures and labor agreements. 

 Develops and updates curriculum, lesson plans, training and reference materials for Bus Operators, 
Transit Supervisors and other METRO employees; develops a training procedures manual as well 
as other documentation, materials, and processes; revises and updates documentation as needed. 

 Plans and develops training schedules; coordinates schedules with Transit Supervisors that assist 
with training and retraining of Bus Operators and other METRO employees. 

 Assists the Base Superintendent with administering the DMV Employer Testing Program, including 
maintenance of examiner credentials; coordinates the DMV “pull program” and ensures that all 
employees meet licensing requirements; participates in CHP/DMV and other audits. 

 Develops and coordinates ongoing line instruction programs, including the training of line 
instructors on monitoring, grading, reporting and program compliance criteria. 

 Coordinates the accident review process; reviews completed accident reports and identifies 
patterns; documents and reports on recommendations for improvements; maintains records of 
accidents; prepares summary reports. 

 Coordinates and oversees the maintenance of accurate training records and documentation, 
including records of driver training hours, VTT certification, and bus operator training certification. 

 Oversees and participates in the evaluation of new Operators during training; provides 
recommendations regarding Operator retention based on training information; may participate 
in direct observations of Operator skills as required; recommends corrective action or re-training 
as appropriate; provides input on the selection of new Bus Operators as requested. 

 Participates in the delivery of training instruction as required, including basic VTT classes; 
develops and may provide customized or specialized trainings as requested. 
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 May represent METRO at disciplinary hearings, legal proceedings and other meetings. 

 Supervises subordinate Safety and Training Instructors and may supervise technical, clerical or 
support staff; assigns, directs, and monitors work; provides staff training; evaluates employee 
performance; may participate in staff selection; may initiate or have significant input into 
disciplinary actions.  

 Coordinates and performs special projects. 

 Provides information to employees and the public.  

 Operates standard office equipment including a computer, typewriter, photocopy machine, fax, 
and photo identification equipment; utilizes METRO computer software in performing job tasks.   

 May drive a METRO vehicle to perform assignments.  

 Performs other duties as assigned. 
 

EMPLOYMENT STANDARDS: 

Knowledge of: 

 Federal, State, and local laws and regulations regarding transit buses, Department of Motor 
Vehicle and Federal Highway Administration laws, and bus operator training and retraining.   

 Current teaching theory, methods, and practices, as well as effective curriculum development.  

 Principles of program organization, administration and coordination.   

 Common transit agency policies, procedures and bus operator labor contract parameters 
language associated with bus operations. 

 Defensive driving techniques.   

 Safety and health-related regulations applicable to transit operations.  

 Principles and practices of employee supervision, including employee development, performance 
evaluation and progressive discipline. 

 Modern office practices, procedures and equipment. 

 Business correspondence, formatting and report writing.        

 Manual and automated record-keeping and filing systems. 

 Methods of maintaining information in computerized or hard copy files. 

 Professional methods of researching, gathering, organizing and reporting data. 

 Methods of prioritizing, planning and organizing work. 

 Advanced time management techniques. 

 Customer service techniques. 

 Intermediate mathematics including addition, subtraction, multiplication, division, percentages 
and basic statistics.  

 Correct English usage, grammar, spelling, punctuation and vocabulary. 
 The effective use of modern office equipment, personal computers and standard business 

software, including audio/visual equipment.  

Ability to: 

 Develop, organize, and coordinate an effective bus operator training program.  

 Formulate specific objectives to compare and evaluate training results.  

 Research, analyze and evaluate new training methods and techniques.  

 Read, review and apply laws, regulations and labor contract provisions.  

 Define problem areas and evaluate, recommend and implement alternative solutions to complex 
issues and problems.  
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 Instruct others in the safe operation of METRO vehicles and adapt training procedures to the 
needs of the individual.  

 Act as liaison with community groups, transit districts and regulatory agencies.  

 Develop and write plans, procedures, reports, forms and tests.  

 Conduct field investigations to identify patterns and problem areas and make recommendations.    

 Adhere to established work schedules and timelines. 

 Work independently using good judgment, tact and discretion. 

 Balance multiple assignments simultaneously and effectively. 

 Utilize standard office equipment and computer software and learn to use specialized METRO 
software if assigned. 

 Maintain confidentiality of materials, records, files and other privileged information. 

 Communicate clearly and effectively, both orally and in writing. 

 Establish and maintain effective working relationships within the department and with other 
divisions, departments, agencies, suppliers, vendors and the public.  

 
MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

Bachelor’s degree from an accredited college or university; and two (2) years of experience developing 
and presenting driver safety and training programs, preferably for a public bus transportation system. 
 

OR 
 
Five (5) years of experience as a transit supervisor for a medium to large agency providing bus 
transportation, including responsibility for driver training and VTT training.  
 
LICENSES AND CERTIFICATES: 

Possession of a valid Class B commercial driver license with passenger endorsement, verification of transit 
training (VTT), and an acceptable safe driving record/history is required at the time of appointment. 
 

AND 
 
Possession of a California State Bus Driver Training Instructor Certificate from the Department of 
Education at time of appointment. 
OR  
Possession of a Department of Transportation Instructor Credential to teach VTT classes at time of 
appointment. 
 
SPECIAL REQUIREMENTS: 

 Driving record will be reviewed as part of the application process. 

 May occasionally require working extended hours or hours outside of regular schedule. 
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PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is regularly required to sit, walk, climb and stand; 
talk and hear; use hands to manipulate, handle, feel or operate objects, tools or controls; reach with hands 
and arms; and perform repetitive movements of hands or wrists. The employee is regularly required to 
bend and twist at the neck and occasionally reach overhead.  Work may require lifting up to 50 pounds 
unaided.   Specific visual abilities required for this job include close vision, distance vision, the ability to 
see colors and shades, and the ability to perceive depth. 

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; analyzes and solves problems; uses math and 
mathematical reasoning; performs highly detailed work; deals with multiple concurrent tasks; and 
interacts with others encountered in the course of work. 

Work Environment:  

The employee typically works in an office environment where the noise level is quiet.  The employee 
occasionally works in a field environment with potential exposure to varied weather conditions, dust, 
fumes, and hazardous materials and where the noise level is loud.   
 
OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 
 
 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Administrative Professional 
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Class Code: Class Code 
       FLSA Status: Pending 

Safety and Training Instructor 
Bargaining Unit: PSA 

 
DEFINITION: 

Under general supervision, a Safety and Training Instructor performs technical and instructional duties 
related to training and re-training Bus Operators and other METRO staff in the proper and safe operation 
of transit buses and other METRO vehicles in accordance with Federal, State and local laws as well METRO 
policies, procedures and labor agreements; assists in the development of curriculum, lesson plans, and 
training/reference materials; and performs other duties as assigned.  
 
DISTINGUISHING CHARACTERISTICS: 

Safety and Training Instructor is a journey-level technical class.  An incumbent in this class is primarily 
responsible for delivering required training programs for bus operators and other METRO staff while also 
performing other technical administrative duties.  
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Conducts training and re-training for Bus Operators and other METRO staff in the proper and safe 
operation of transit buses and other METRO vehicles in accordance with Federal, State, and local 
law as well METRO policies, procedures, and labor agreements. 

 Assists with developing and updating curriculum, lesson plans, training schedules and reference 
materials for Bus Operators, Transit Supervisors, and other METRO employees; provides support 
to Transit Supervisors who assist with training and retraining of Bus Operators and other METRO 
employees. 

 Performs ride checks during new Operator probation periods and in-service checks for veteran 
Operators; provides retraining of qualified line instructors as needed; acts as the designated 
examiner in the testing and certification of Operators. 

 Assists the Base Superintendent with implementing the Department of Motor Vehicles (DMV) 
Employer Testing Program, including maintenance of examiner credentials; assists with 
administering the DMV “pull program” by ensuring that all employees meet licensing 
requirements. 

 Maintains accurate training records and documentation, including records of driver training 
hours, Verification of Transit Training (VTT) certification, and bus operator training certification. 

 Provides input to the evaluation of new Operators during training; provides recommendations 
regarding Operator retention based on training information; may participate in direct 
observations of Operator skills as required; recommends corrective action or re-training as 
appropriate; provides input on the selection of new Bus Operators as requested. 

 Participates in special projects. 

 Provides information to employees and the public.  

 Operates standard office equipment including a computer, typewriter, photocopy machine, fax, 
and photo identification equipment; utilizes METRO computer software in performing job tasks.   

 May drive a METRO vehicle to perform assignments.  

 Performs other duties as assigned. 
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EMPLOYMENT STANDARDS: 

Knowledge of: 

 Federal, State, and local laws and regulations regarding transit buses, including DMV and Federal 
Highway Administration laws pertaining to bus operator training and retraining.   

 Current teaching theory, methods, and practices, as well as effective curriculum development.  

 Defensive driving techniques.   

 Safety and health-related regulations applicable to transit operations.  

 Modern office practices, procedures, and equipment. 

 Business correspondence, formatting and report writing.        

 Manual and automated record-keeping and filing systems. 

 Methods of maintaining information in digital or hard copy files. 

 Professional methods of researching, gathering, organizing and reporting data. 

 Methods of prioritizing, planning and organizing work. 

 Advanced time management techniques. 

 Customer service techniques. 

 Intermediate mathematics including addition, subtraction, multiplication, division, percentages, 
and basic statistics.  

 Correct English usage, grammar, spelling, punctuation, and vocabulary. 
 The effective use of modern office equipment, personal computers, and standard business 

software, including audio/visual equipment.  

Ability to: 

 Provide transit bus operator training in accordance with Federal, State, and local laws as well as 
METRO policies, procedures, and labor agreements.  

 Read, review and apply laws, regulations and labor contract provisions.  

 Instruct others in the safe operation of METRO vehicles and adapt training procedures to the 
needs of the individual.  

 Develop and write plans, procedures, reports, forms, and tests.  

 Adhere to established work schedules and timelines. 

 Work independently using good judgment, tact, and discretion. 

 Balance multiple assignments simultaneously and effectively. 

 Utilize standard office equipment and computer software and learn to use specialized METRO 
software if assigned. 

 Maintain confidentiality of materials, records, files, and other privileged information. 

 Communicate clearly and effectively, both orally and in writing. 

 Establish and maintain effective working relationships within the department and with other 
divisions, departments, agencies, suppliers, vendors, and the public.  

 

MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

Completion of 60 semester (or equivalent) units from an accredited college  
AND 
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One (1) year of experience developing and presenting driver safety and training programs, preferably with 
a public bus transportation system. 
 

OR 
 
Three (3) years of experience as a transit supervisor for a medium to a large agency providing bus 
transportation, including responsibility for driver training and VTT training.  
 
LICENSES AND CERTIFICATES: 

Possession of a valid Class B commercial driver license with passenger endorsement, Verification of Transit 
Training (VTT), and an acceptable safe driving record/history is required at the time of appointment. 
 

AND 
 
Possession of a California State Bus Driver Training Instructor Certificate from the Department of 
Education at time of appointment. 

OR 
Possession of a Department of Transportation Instructor Credential to teach VTT classes at the time of 
appointment. 
 
SPECIAL REQUIREMENTS: 

 Driving record will be reviewed as part of the application process. 
 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is regularly required to sit, walk, climb and stand; 
talk and hear; use hands to manipulate, handle, feel or operate objects, tools or controls; reach with hands 
and arms; and perform repetitive movements of hands or wrists. The employee is regularly required to 
bend and twist at the neck and occasionally reach overhead.  Work may require lifting up to 50 pounds 
unaided.   Specific visual abilities required for this job include close vision, distance vision, the ability to 
see colors and shades, and the ability to perceive depth. 

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; uses math and mathematical 
reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with others 
encountered in the course of work. 

Work Environment:  

The employee typically works in an office environment where the noise level is quiet.  The employee 
frequently works in a field environment with potential exposure to varied weather conditions, dust, 
fumes, and hazardous materials and where the noise level is loud.   
 
OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 
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 May occasionally require working extended hours or hours outside of regular schedule. 
 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Administrative Technical 
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Class Code: Class Code 
       FLSA Status: Pending 

Safety Program Specialist I 
Bargaining Unit: SEA 

 
DEFINITION: 

Under general supervision, a Safety Program Specialist I performs a limited range of professional 
administrative duties related to implementing and maintaining workplace safety programs in compliance 
with Cal-OSHA requirements as well as METRO policies and procedures; collects and analyzes data and 
produces reports; investigates workplace accidents/incidents and claims filed against METRO; and 
performs other duties as assigned.  
 
DISTINGUISHING CHARACTERISTICS: 

Safety Program Specialist I is the first working-level class in the series.  An incumbent in this class performs 
a limited range of professional program administrative duties while learning to perform the full scope of 
journey level work.  This class may be distinguished from the higher-level class of Safety Program Specialist 
II because an incumbent in the latter class performs the full scope of journey-level professional 
administrative work. 
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Implements workplace safety programs in compliance with Cal-OSHA requirements as well as 
METRO policies and procedures.   

 Implements the System Safety Program Plan and other METRO safety programs; reviews and 
conducts inspections of facilities and hazardous materials; evaluates workplace chemical usage; 
maintains compliance data; conducts hazard assessments and compliance audits; discusses 
procedural changes and requirements with departments; and addresses recurring issues.   

 Provides information to the Safety, Security and Risk Manager regarding injury and property 
damage claims to assist in the determination of METRO liability; collects accident/incident 
information; verifies medical treatment expenses and lost wages; compiles value of property 
damage.  

 Investigates accidents/incidents for both internal METRO incidents and external incidents; 
interviews and takes statements of claimants, employees, and witnesses; visits accident/incident 
scenes and takes pictures and measurements; analyzes events; examines property damage; 
obtains injury information; interprets management practices; assesses findings in order to make 
recommendations regarding cause, severity and action; and generates a final written report.  

 Maintains and tracks records; prepares reports on status of claims; organizes materials and 
documents claim files; maintains accurate records and files.  

 Researches changes in Federal and State health and safety laws and codes, including occupational 
safety and health regulations at both the State and Federal levels.  

 Makes recommendations to the Safety, Security and Risk Manager of policy changes needed to 
maintain compliance. 

 Assists METRO departments with the implementation of emergency response planning; 
coordinates drills implementing emergency plans; makes recommendations on areas of 
improvement and efficiency; responds to various emergencies.   
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 Identifies and processes recovery actions for damages METRO sustained from vehicle accidents, 
tenant lease agreements, and other related expenses.  

 Implements and facilitates workplace safety and environmental training programs; produces and 
schedules monthly safety awareness topics; assists team members in other safety areas; 
maintains training records.   

 Determines workplace safety training needs; recommends, develops and conducts training of 
employees regarding safety related issues such as safety awareness, ergonomics, Cal-OSHA 
requirements, and proper use of safety equipment.  

 Assists with workplace safety regulatory compliance; submits compliance related reports, 
inspection forms, and other records; evaluates corrective action issues and regulatory 
changes/interpretations; obtains samples for analytical analysis.  

 Develops various workplace safety analysis tools such as key performance indicators, dashboards 
and scorecards to track and analyze trends and monthly outcomes; reviews all workplace injuries 
and performs focused training to help other employees avoid such injuries; performs field safety 
observations to assess safely on buses and at METRO facilities.   

 Prepares and provides appropriate information and required documentation as needed for small 
claims court hearings.  

 Provides information to employees and the public.  

 Operates standard office equipment including a computer, typewriter, photocopy machine, and 
fax; operates photography equipment; utilizes computer software in performing job tasks.   

 May drive a METRO vehicle to perform assignments.  

 Performs other duties as assigned. 
 

EMPLOYMENT STANDARDS: 

Knowledge of: 

 Cal-OSHA regulations. 

 Applicable Federal, State and local safety regulations, laws and standards. 

 Proper presentation of safety regulatory compliance regulations such as legal placement of 
warning signs. 

 Industry workplace safety standards and best management practices. 

 Effective presentation methods. 

 Hazard analysis and implications throughout the system life cycle. 

 Tools and techniques of data collection, on scene evidence collection and interviewing witnesses.    

 Applied preventative/predictive failure analysis, risk assessment and deductive reasoning. 

 Accident investigation and hazard analysis. 

 Claims investigation methods, techniques and settlement negotiations. 

 Methods of legal and factual research. 

 Basic discovery requirements. 

 Modern office practices, procedures and equipment. 

 Business correspondence, formatting and report writing.        

 Manual and automated record-keeping and filing systems. 

 Methods of maintaining information in computerized or hard copy files. 

 Professional methods of researching, gathering, organizing and reporting data. 

 Methods of prioritizing, planning and organizing work. 

 Advanced time management techniques. 

 Customer service techniques. 
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 Intermediate mathematics including addition, subtraction, multiplication, division, percentages 
and basic statistics.  

 Correct English usage, grammar, spelling, punctuation and vocabulary. 
 The effective use of modern office equipment, personal computers and standard business 

software, including audio/visual equipment.  

Ability to: 

 Interpret safety laws and regulations and resolve conflicting regulations. 

 Ensure compliance from employees and supervisors regarding issues with METRO’s safety 
programs. 

 Procure required documentation from vendors to ensure compliance. 

 Perform timely notification of incidents in accordance with safety and risk management program 
requirements. 

 Use tools and equipment for incident/accident investigations and hazard assessments. 

 Understand and apply laws and administrative policies and procedures in the evaluation of 
routine property and liability insurance claims. 

 Investigate accident scenes, analyze events, and draw sound conclusions. 

 Develop and write correspondence, plans, procedures, reports, and forms.  

 Conduct field investigations to identify patterns and problem areas and make recommendations.    

 Adhere to established work schedules and timelines. 

 Work independently using good judgment, tact and discretion. 

 Balance multiple assignments simultaneously and effectively. 

 Utilize standard office equipment and computer software and learn to use specialized METRO 
software if assigned. 

 Maintain confidentiality of materials, records, files and other privileged information. 

 Communicate clearly and effectively, both orally and in writing. 

 Establish and maintain effective working relationships within the department and with other 
divisions, departments, agencies, suppliers, vendors and the public.  

 
MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

Bachelor’s degree from an accredited college or university with major coursework in environmental 
health/safety, occupational health/safety or a related field. 
 

AND 
 
One (1) year of professional experience in system safety program planning, industrial hygiene, 
environmental health/safety or occupational health/safety. 
 
LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
time of appointment and throughout employment. 
 

AND 
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Possession of a Cal-OSHA Safety and Health certificate is required at the time of appointment.   
 
Possession of a Cal-OSHA Advanced Safety and Health certificate is desirable.   
 
Additional OSHA coursework related to risk management and claims resolution is desirable. 
  
SPECIAL REQUIREMENTS: 

 Must participate in professional development activities.  

 Fluency in both English and Spanish is required. 

 May occasionally require working extended hours or hours outside of regular schedule. 
 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear; and use a keyboard.  Work often requires 
the repetitive use of both hands to grasp and feel objects; stooping at the waist; and standing.   Work may 
require lifting up to 20 pounds unaided.   Specific visual abilities required for this job include close vision, 
distance vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; analyzes and solves problems; uses math and 
mathematical reasoning; performs highly detailed work; deals with multiple concurrent tasks; and 
interacts with others encountered in the course of work. 

Work Environment:  

The employee typically works in a standard office environment where the noise level is usually moderate.   
 
OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 
 
 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Administrative Professional 
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Class Code: Class Code 
       FLSA Status: Pending 

Safety Program Specialist II 
Bargaining Unit: SEA 

 
DEFINITION: 

Under direction, a Safety Program Specialist II performs professional administrative duties related to 
designing, developing, implementing and maintaining workplace safety programs in compliance with Cal-
OSHA requirements as well as METRO policies and procedures; collects and analyzes data and produces 
reports; investigates workplace accidents/incidents and claims filed against METRO; and performs other 
duties as assigned.  
 
DISTINGUISHING CHARACTERISTICS: 

Safety Program Specialist II is the journey-level class in the series.  An incumbent in this class performs the 
full-scope of journey-level professional administrative work related to implementing mandatory 
workplace safety programs and training.  This class may be distinguished from the lower-level class of 
Safety Program Specialist I because an incumbent in the latter class performs a limited range of duties 
while learning to perform the full scope of journey-level work. 
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Designs, develops and maintains workplace safety programs in compliance with Cal-OSHA 
requirements as well as METRO policies and procedures.   

 Implements the System Safety Program Plan and other METRO safety programs; reviews and 
conducts inspections of facilities and hazardous materials; evaluates workplace chemical usage; 
maintains compliance data; conducts hazard assessments and compliance audits; discusses 
procedural changes and requirements with departments; and addresses recurring issues.   

 Provides information to the Safety, Security and Risk Manager regarding injury and property 
damage claims to assist in the determination of METRO liability; collects accident/incident 
information; verifies medical treatment expenses and lost wages; compiles value of property 
damage.  

 Investigates accidents/incidents for both internal METRO incidents and external incidents; 
interviews and takes statements of claimants, employees, and witnesses; visits accident/incident 
scenes and takes pictures and measurements; analyzes events; examines property damage; 
obtains injury information; interprets management practices; assesses findings in order to make 
recommendations regarding cause, severity and action; and generates a final written report.  

 Maintains and tracks records; prepares reports on status of claims; organizes materials and 
documents claim files; maintains accurate records and files.  

 Researches changes in Federal and State health and safety laws and codes, including occupational 
safety and health regulations at both the Federal and State levels.  

 Makes recommendations to management regarding policy changes needed to maintain 
compliance.  

 Assists METRO departments with the implementation of emergency response planning; 
coordinates drills implementing emergency plans; makes recommendations on areas of 
improvement and efficiency; responds to various emergencies.   
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 Identifies and processes recovery actions for damages METRO sustained from vehicle accidents, 
tenant lease agreements, and other related expenses.  

 Implements, assists and facilitates workplace safety and environmental training programs; 
produces and schedules monthly safety awareness topics; assists team members in other safety 
areas; maintains training records.   

 Determines workplace safety training needs; recommends, develops and conducts training of 
employees regarding safety related issues such as safety awareness, ergonomics, Cal-OSHA 
requirements, and proper use of safety equipment.  

 Assists with workplace safety regulatory compliance; submits compliance related reports, 
inspection forms, and other records; evaluates corrective action issues and regulatory 
changes/interpretations; obtains samples for analytical analysis.  

 Develops various workplace safety analysis tools such as key performance indicators, dashboards 
and scorecards to track and analyze trends and monthly outcomes; reviews all workplace injuries 
thoroughly and performs focused training to help other employees avoid such injuries; performs 
field safety observations to assess safely on buses and at METRO facilities.   

 Prepares and provides appropriate information and required documentation as needed for small 
claims court hearings.  

 Provides information to employees and the public.  

 Operates standard office equipment including a computer, typewriter, photocopy machine, and 
fax machine; operates photography equipment; utilizes computer software in performing job 
tasks.   

 May drive a METRO vehicle to perform assignments.  

 Performs other duties as assigned. 
 

EMPLOYMENT STANDARDS: 

Knowledge of: 

 Cal-OSHA regulations. 

 Applicable Federal, State and local safety regulations, laws and standards. 

 Proper presentation of safety regulatory compliance regulations such as legal placement of 
warning signs. 

 Industry workplace safety standards and best management practices. 

 Effective presentation methods. 

 Hazard analysis and implications throughout the system life cycle. 

 Tools and techniques of data collection, on scene evidence collection and interviewing witnesses.    

 Applied preventative/predictive failure analysis, risk assessment and deductive reasoning. 

 Accident investigation and hazard analysis. 

 Claims investigation methods, techniques and settlement negotiations. 

 Methods of legal and factual research. 

 Basic discovery requirements. 

 Modern office practices, procedures and equipment. 

 Business correspondence, formatting and report writing.        

 Manual and automated record-keeping and filing systems. 

 Methods of maintaining information in computerized or hard copy files. 

 Analytical methods of researching, gathering, organizing and reporting data. 

 Methods of prioritizing, planning and organizing complex projects and analytical work. 

 Advanced time management techniques. 

Attachment C

16C.187



 Advanced customer service techniques. 

 Intermediate mathematics including addition, subtraction, multiplication, division, percentages 
and basic statistics. 

 Correct English usage, grammar, spelling, punctuation and vocabulary. 
 The effective use of modern office equipment, personal computers and standard business 

software, including audio/visual equipment.  

Ability to: 

 Interpret safety laws and regulations and resolve conflicting regulations. 

 Ensure compliance from employees and supervisors regarding issues with METRO’s safety 
programs. 

 Procure required documentation from vendors to ensure safety compliance. 

 Perform timely notification of incidents in accordance with safety and risk management program 
requirements. 

 Use tools and equipment for incident/accident investigations and hazard assessments. 

 Understand and apply laws and administrative policies and procedures in the evaluation of 
routine property and liability insurance claims. 

 Investigate accident scenes, analyze events, and draw sound conclusions. 

 Develop and write correspondence, plans, procedures, reports, and forms.  

 Conduct field investigations to identify patterns and problem areas and make recommendations.    

 Adhere to established work schedules and timelines. 

 Work independently using good judgment, tact and discretion. 

 Balance multiple assignments simultaneously and effectively. 

 Utilize standard office equipment and computer software and learn to use specialized METRO 
software if assigned. 

 Maintain confidentiality of materials, records, files and other privileged information. 

 Communicate clearly and effectively, both orally and in writing. 

 Establish and maintain effective working relationships within the department and with other 
divisions, departments, agencies, suppliers, vendors and the public.  

 
MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

Bachelor’s degree from an accredited college or university with major coursework in environmental 
health/safety, occupational health/safety or a related field. 
 

AND 
 
Three (3) years of professional experience in system safety program planning, industrial hygiene, 
environmental health/safety or occupational health/safety. 
 
LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
time of appointment and throughout employment. 
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AND 
 
Possession of a Cal-OSHA Advanced Safety and Health certificate is required at time of appointment.   
 
Additional Cal-OSHA coursework related to risk management and claims resolution is desirable. 
  
SPECIAL REQUIREMENTS: 

 Must participate in professional development activities.  

 Fluency in both English and Spanish is required. 

 May occasionally require working extended hours or hours outside of regular schedule. 
 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear; and use a keyboard.  Work often requires 
the repetitive use of both hands to grasp and feel objects; stooping at the waist; and standing.   Work may 
require lifting up to 20 pounds unaided.   Specific visual abilities required for this job include close vision, 
distance vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; analyzes and solves problems; uses math and 
mathematical reasoning; performs highly detailed work; deals with multiple concurrent tasks; and 
interacts with others encountered in the course of work. 

Work Environment:  

The employee typically works in a standard office environment where the noise level is usually moderate.   
 
OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 
 

 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Administrative Professional 
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Class Code: Class Code 
       FLSA Status: Pending 

Scheduling Specialist 
Bargaining Unit: SEA 

 
DEFINITION: 

Under direction, a Scheduling Specialist performs technical duties to support METRO planning activities 
by utilizing computerized scheduling software to develop transit routes, operating schedules, and related 
documents according to Planning Department guidelines; develops block sheets, Operator paddles, extra 
board lists and other bid materials; responds to feedback from various sources by proposing, testing and 
establishing approved route changes; reviews and analyzes transit operations data to produce reports 
used in evaluating and improving transit service; and performs other duties as assigned.  
 
DISTINGUISHING CHARACTERISTICS: 

Scheduling Specialist is a journey-level, specialized technical class.  An incumbent in this class performs a 
wide range of tasks requiring technical knowledge of bus operations as well as basic knowledge of 
transportation planning policies, procedures and requirements.  
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Utilizes computerized scheduling software to develop transit routes, operating schedules, and 
related documents according to Planning Department guidelines; revises existing routes and 
schedules based on feedback from a variety of sources including customer requests, patronage 
data, vehicle running times, traffic patterns, street closures, and other information. 

 Monitors current service levels for potential route/schedule changes to improve efficiency, 
productivity and effectiveness and considering  numbers of stops, length of routes and runs per 
shift; tests proposed route and schedule changes using computerized models; balances and 
verifies schedules, work runs and personnel requirements for accuracy and compliance with 
applicable provisions and guidelines; participates in test trips of new or revised transit routes; 
may develop routes as part of restructuring or research projects. 

 Prepares Operator bids and special bids as required by the collective bargaining agreements; 
develops block sheets, Operator paddles, extra board lists and other related materials for 
Operator bids. 

 Develops and maintains statistical data related to schedules, work runs, personnel requirements 
and service costs; assists in projecting the cost of route and schedule changes based on Operator 
pay categories. 

 Prepares a variety of correspondence as well as periodic and ad hoc reports as required; prepares 
Operator bid and schedule information for payroll purposes. 

 Performs research and survey activities for various service planning projects. 

 Assists Information Technology with the development, enhancement, testing, maintenance and 
support of computer applications used for schedule planning, schedule building, run cutting and 
data collection; provides subject matter expertise on operational and business requirements; 
tests new techniques and aids to scheduling as they become available.  
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 Explains pending route and service changes to members of the public and representatives of 
community organizations as part of an outreach team; reviews customer complaint letters; assists 
in preparing responses and recommends changes as appropriate. 

 Proofreads schedule materials or electronic schedule information prior to publication. 

 Attends meetings as directed; communicates and meets with union representatives during 
development of the Operator bid as directed. 

 Makes mathematical and statistical calculations. 

 Provides information to employees and the public.  

 Operates standard office equipment including a computer, typewriter, photocopy machine, fax, 
and photo identification equipment; utilizes METRO computer software in performing job tasks.   

 May drive a METRO vehicle to perform work assignments.  

 Performs other duties as assigned. 
 

EMPLOYMENT STANDARDS: 

Knowledge of: 

 Federal, State and local laws governing transit operations. 

 Principles of transit operations and route development and the development of key performance 
indicators. 

 Technical methods of researching, gathering, organizing and reporting data. 

 Techniques for surveying and transmitting information. 

 Basic statistical analysis methods. 

 Community interrelationships. 

 Computer software common to the route and schedule planning function (i.e., word processing, 
spreadsheet, modeling, mapping) at the intermediate level. 

 Modern office practices, procedures and equipment. 

 Business correspondence, formatting and report writing.        

 Manual and automated record keeping and filing systems. 

 Methods of maintaining information in computerized or hard copy files. 

 Methods of prioritizing, planning and organizing work. 

 Time management techniques. 

 Customer service techniques. 

 Intermediate mathematics including addition, subtraction, multiplication, division, ratios and 
percentages. 

 Correct English usage, grammar, spelling, punctuation and vocabulary. 
 The effective use of modern office equipment, personal computers and standard business 

software.  

Ability to: 

 Use transit data derived from computer models, cost/benefit analyses and public input to propose 
and establish bus routes and Operator schedules. 

 Utilize specialized computer programs and other tools to create bus routes and schedules. 

 Read, analyze, understand and interpret planning-related reports and documents. 

 Conduct technical data analyses. 

 Formulate a response to inquiries or complaints from customers, regulatory agencies, local 
government representatives, citizen groups or members of the business community. 

 Keep abreast of current trends in the transit field. 
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 Write letters, memorandums and technical reports and fact sheets designed to be understood by 
all audiences, including the general public. 

 Prioritize projects based on established criteria. 

 Adhere to established work schedules and timelines. 

 Work independently using good judgment, tact and discretion. 

 Balance multiple assignments simultaneously and effectively. 

 Utilize standard office equipment and computer software and learn to use specialized METRO 
software if assigned. 

 Maintain confidentiality of materials, records, files and other privileged information. 

 Communicate clearly and effectively, both orally and in writing. 

 Establish and maintain effective working relationships within the department and with other 
divisions, departments, agencies, suppliers, vendors and the public.  

 
MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

Completion of 60 semester (or equivalent quarter) units from an accredited college, including coursework 
in urban or transportation planning, public administration, business administration or a related field. 
 

AND 
 
Two (2) years of recent transit operations experience, including responsibility for scheduling, dispatching, 
bus operations or related duties.   
 
Experience working with transit scheduling software is desirable. 
 
Bachelor’s degree is desirable. 
 
LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
time of appointment and throughout employment. 
 
PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear; and use a keyboard.  Work often requires 
stooping at the waist and the repetitive use of both hands to grasp and feel objects.   Work may require 
lifting up to 20 pounds unaided.   Specific visual abilities required for this job include close vision, distance 
vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands  
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While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; uses math and mathematical 
reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with others 
encountered in the course of work. 

Work Environment:  

The employee typically works in a standard office environment where the noise level is moderate.  
 
OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 

 May occasionally require working extended hours or hours outside of regular schedule. 
 
 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Planning Technical 
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Class Code: Class Code 
       FLSA Status: Pending 

Senior Custodial Service Worker 
Bargaining Unit: SEA 

 
DEFINITION: 

Under general supervision, a Senior Custodial Service Worker performs lead worker as well as janitorial 
and related tasks at METRO facilities; ensures that facility interiors and exteriors are clean and orderly; 
performs minor building maintenance duties; and performs other duties as assigned.  
 
DISTINGUISHING CHARACTERISTICS: 

Senior Custodial Service Worker is the advanced-level class in the series.  An incumbent in this class leads 

and performs janitorial and routine facility maintenance duties necessary to maintain clean, sanitary, and 

safe conditions in various METRO facilities.  This class is distinguished from the lower-level class of 

Custodial Service Worker because an incumbent in the latter class performs journey-level custodial duties 

and does not have formal lead-worker responsibilities.  This class is distinguished from the higher-level 

class of Custodial Supervisor because an incumbent in the latter class supervises the work of subordinate 

custodial staff and is also responsible for ensuring the availability of materials, supplies, and equipment.  

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Serves as a lead worker over subordinate Custodial Service Workers by prioritizing, assigning and 
monitoring work and providing training as needed; may provide input on performance 
evaluations. 

 Inspects METRO facilities to ensure compliance with standards of cleanliness and maintenance 

and verify appropriate health and safety conditions; inspects equipment and tools to ensure 

proper maintenance and operating condition; documents inspection findings; advises staff of 

needed corrections. 

 Performs routine inspections of heating and ventilating systems; conducts routine 
troubleshooting and/or repair of fans, motors, and other facility equipment; may perform routine 
repairs on janitorial equipment, tools, and machinery; may perform minor plumbing, painting, 
electrical, grounds or related facility maintenance repairs as needed.  

 Identifies maintenance and repair work requiring the assistance of higher-level staff and reports 

the situation to the supervisor in a timely manner. 

 Responds quickly to reports of safety, sanitary and fire hazards; ensures immediate hazards are 
addressed appropriately and that repairs/corrections are scheduled/completed.  

 Respond to customer complaints if appropriate or refer to a supervisor. 

 Places orders and maintains inventory of cleaning and maintenance supplies. 

 Coordinates the preparation of facilities for meetings and events as assigned; leads and 
participates in special cleaning activities as well as setting up, moving and/or arranging furniture 
or equipment. 

 Conducts safety checks by checking for locked doors, temperature readings for heating and air 
conditioning, and on/off switches for machines. 
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 Ensures safe usage of chemical cleaning materials in compliance with METRO policies and 

procedures and in compliance with Cal-OSHA regulations. 

 Performs the duties of a Custodial Service Worker as required. 

 Operates standard office equipment including a computer, typewriter, photocopy machine, and 
fax machine; utilizes computer software in performing job tasks.   

 Performs other duties as assigned. 

 
EMPLOYMENT STANDARDS: 

Knowledge of: 

 Principles and practices of employee leadership, including ways to motivate staff and maximize 
productivity. 

 Acceptable standards for the cleaning and routine maintenance of public facilities. 

 Applicable laws, regulations, policies, procedures and general safety practices related to janitorial 
work. 

 Standard and specialized equipment, parts, tools and supplies required for commercial janitorial 
work. 

 Operation of janitorial equipment such as buffers, carpet cleaners, floor strippers, and other 
cleaning equipment. 

 Commercial cleaning practices, supplies, and equipment. 

 Proper use of various cleaning chemicals.  

 Basic building and grounds maintenance techniques, including routine plumbing, painting, 
electrical and landscaping activities.  

 Basic operation and maintenance of heating and ventilating equipment.   

 Standard tools, terminology, and practices used in skilled maintenance trades. 

 Time management techniques. 

 Basic mathematical skills to create proper dilutions of cleaning products.   

 The effective use of modern office equipment, personal computers, and standard business 
software.   

Ability to:  

 Understand and follow oral and written directions. 

 Serve as a lead worker over subordinate staff. 

 Lead and perform a wide variety of janitorial and routine facility maintenance duties in an 
effective and safe manner. 

 Perform minor mechanical repairs.  

 Oversee the safe operation of janitorial equipment. 

 Oversee the safe use of chemical cleaning agents.  

 Prepare operational reports. 

 Work with moderate independence using good judgment, tact, and discretion.  

 Adhere to established work schedules and timelines. 

 Maintain a calm demeanor in stressful situations.  

 Interact effectively and courteously with the public and address customer complaints in a 
sensitive and tactful manner. 

 Use basic mathematical skills including addition, subtraction, multiplication, division, and 
fractions. 
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 Utilize standard office equipment and computer software and learn to use specialized METRO 
software if assigned.  

 Drive a METRO vehicle to perform assignments as required.  

 Communicate clearly and effectively, both orally and in writing. 

 Establish and maintain effective working relationships within the department and with other 
divisions, departments, agencies, suppliers, vendors, and the public. 

 
MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

Three (3) years of progressively responsible experience performing facility cleaning, maintenance, and 
minor repair activities, including some experience with basic carpentry, painting, electrical, plumbing, 
heating or ventilating repair work.   
 
Previous lead worker experience is desirable. 
 
LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
time of appointment and throughout employment. 
 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is often required to reach with hands and arms; 
walk, stand and sit; use finger dexterity; and talk and hear.  Work often requires the repetitive use of both 
hands to grasp and feel objects.  The employee is regularly required to stoop at the waist, kneel, crouch, 
crawl and climb.   Occasional lifting up to 25 pounds unaided may be required.   Specific visual abilities 
required for this job include close vision, distance vision, the ability to see colors and shades, and the 
ability to perceive depth.  

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; uses basic mathematical skills; solves routine problems; 
deals with multiple concurrent tasks; and interacts with others encountered during work. 

Work Environment:  

The employee works in various facilities where there is frequent exposure to moving mechanical parts 
and is occasional exposure to hot, wet and/or humid conditions, fumes, toxic or caustic chemicals. The 
noise level is usually moderate.  The employee is occasionally exposed to varied weather conditions.      
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OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 

 May occasionally require working extended hours or hours outside of regular schedule. 
 
 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Custodial  
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Class Code: Class Code 
       FLSA Status: Pending 

Senior Customer Service Representative 
Bargaining Unit: SEA 

 
DEFINITION: 

Under general supervision, a Senior Customer Service Representative performs lead worker and advanced 
customer service work related to providing information and assistance regarding transit services to 
customers; conducts transit-related special projects which may include marketing, public information, and 
community outreach activities; and performs other duties as assigned.  
 
DISTINGUISHING CHARACTERISTICS: 

Customer Service Representative is the advanced-level class in the series.  An incumbent in this class 
serves as a lead worker, performs the more advanced customer service functions in a call center or 
information booth, and assists with outreach/public relations functions.  This class may be distinguished 
from the lower-level class of Customer Service Representative because an incumbent in the latter class 
performs journey-level duties and does not have formal lead worker responsibilities.  This class may be 
distinguished from the higher-level class of Customer Service Supervisor because an incumbent in the 
latter class supervises the work of subordinate customer service staff.   
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Serves as a lead worker over subordinate staff by prioritizing, assigning and monitoring work and 
providing training as needed; may provide input on performance evaluations. 

 Performs sales and cashiering activities using print encoding media (PEMs) and/or selling transit 
tickets, passes, and coupons; operates a cash register and performs credit card transactions; takes 
photographs of customers for purposes of creating identification badges; reconciles booth sales. 

 Provides information to the public regarding transit services, including the location of bus stops, 
routes, detours, fares, transfers, and policies; responds to inquiries about pass eligibility, photo 
identification, lost and found, and bus schedule publication and distribution. 

 Creates ride reservations for Paratransit-eligible customers; negotiates trip options and times 
with customers and their service providers; calculates fares, arranges for client call-backs; 
processes cancellations and no-shows; maintains related records and documentation.  

 Receives and responds to public information requests; receives and processes compliments, 
complaints, and service improvement suggestions. 

 Participates in outreach and public relations activities and may represent METRO at special 
events; may assist with the design and preparation of brochures, informational flyers, written 
articles, and news releases. 

 Operates standard office equipment including a computer, typewriter, photocopy machine, and 
fax machine; operates a cash register and photography equipment; utilizes computer software in 
performing job tasks.   

 May drive a METRO vehicle to perform work assignments.  

 Performs other duties as assigned. 
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EMPLOYMENT STANDARDS: 

Knowledge of: 

 Principles and practices of employee leadership, including ways to motivate staff and maximize 
productivity. 

 Modern office practices, procedures, and equipment, including multi-line telephone systems.  

 Applicable Federal, State, and local laws and regulations pertaining to Department of 
Transportation regulations and policies governing Americans with Disabilities Act (ADA) Fixed 
Route and Paratransit service.  

 Regulations, policies, and procedures affecting METRO customers. 

 Specialized scheduling software.  

 Local and regional transportation services. 

 Principles and methods of currency counting and cash record-keeping.  
 Effective customer service techniques.  

 Public speaking techniques. 

 Basic mathematics including addition, subtraction, multiplication, division, and percentages.  

 Telephone techniques and etiquette.  

 Correct English usage, grammar, spelling, punctuation, and vocabulary.  

 The effective use of modern office equipment, personal computers, and standard business 
software. 

Ability to: 

 Serve as a lead worker over subordinate staff. 

 Provide information to the public in a clear, accurate and effective manner. 

 Count and record currency and passenger fare receipts accurately and safely, in accordance with 
established procedures.  

 Demonstrate excellent public relations skills, obtaining and providing information in a clear, 
accurate and professional manner. 

 Communicate detailed information about local and regional transit systems, including routes and 
scheduling. 

 Address customer complaints in a sensitive and tactful manner. 

 Assist with designing and preparing a variety of public information, marketing, and planning 
materials and presentations. 

 Maintain a calm demeanor in stressful situations.  

 Maintain confidentiality of materials, records, files and other privileged information using tact 
and discretion.  

 Utilize standard office equipment and computer software and learn to use specialized METRO 
software if assigned.  

 Drive a METRO vehicle to perform assignments as required.  

 Utilize standard office equipment and computer software and learn to use specialized METRO 
software if assigned. 

 Utilize specialized equipment such as ticketing machines, cash registers, and photo identification 
printers. 

 Communicate clearly and effectively, both orally and in writing. 

 Establish and maintain effective working relationships within the department and with other 
divisions, departments, agencies, suppliers, vendors, and the public.  

Attachment C

16C.199



 
MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

Two (2) years of progressively responsible clerical customer service experience equivalent to a Customer 
Service Representative with Santa Cruz Metro. 
 
Fluency in English and Spanish is desirable. 
 
LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
time of appointment and throughout employment. 

 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear; and use a keyboard.  Work often requires 
the repetitive use of both hands to grasp and feel objects; stooping at the waist; and standing.   Work may 
require lifting up to 20 pounds unaided.   Specific visual abilities required for this job include close vision, 
distance vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; analyzes and solves problems; uses math and 
mathematical reasoning; performs highly detailed work; deals with multiple concurrent tasks; and 
interacts with others encountered in the course of work. 

Work Environment:  

The employee may work in a standard office, call center or information booth environment where the 
noise level is usually moderate.  May work in the field when needed.   
 
OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 

 May occasionally require working extended hours or hours outside of regular schedule. 
 
 
 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Customer Service 
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Class Code: Class Code 
       FLSA Status: Pending 

Senior Facilities Maintenance Worker 
Bargaining Unit:  SEA 

 
DEFINITION: 

Under general supervision, a Senior Facility Maintenance Worker performs lead worker as well as semi-
skilled and skilled tasks related to the maintenance, repair, and construction of METRO facilities, 
properties, and related equipment; and performs other duties as assigned. 
 

DISTINGUISHING CHARACTERISTICS: 

Senior Facilities Maintenance Worker is the advanced-level class in the series.  An incumbent in this class 
leads and performs a wide variety of semi-skilled and skilled facility maintenance work that includes the 
maintenance and repair of tools and equipment.  This class is distinguished from the lower-level class of 
Facilities Maintenance worker because an incumbent in the latter class performs the full-scope of journey 
level facilities maintenance duties. This class is also distinguished from the higher-level class Facilities 
Maintenance Supervisor because an incumbent in the latter class supervises the work of subordinate 
facilities maintenance staff. 
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Serves as a lead worker over subordinate staff by prioritizing, assigning and monitoring work 
and providing training as needed; may provide input on performance evaluations; maintains 
employee attendance records.   

 Receives and prioritizes work requests and distributes work to staff.   

 Leads and performs semi-skilled and skilled work related to the maintenance, repair, construction 
and remodeling of METRO facilities, properties, and related equipment. 

 Inspects facilities and related equipment for needed repairs including lighting, electrical, 
plumbing, roofing, HVAC and mechanical systems; inspects walls, windows, locks, and doors; tests 
and checks landscaping and irrigation systems.   

 Determines materials and time needed to conduct needed maintenance or repairs; requisitions 
or otherwise requests needed materials and equipment to perform work; meets with vendors or 
contractors as necessary to review project activities. 

 Performs maintenance, repair, construction or remodeling work utilizing carpentry, plumbing, 
electrical, painting, door/window, locksmith, alarm, roofing, and related trade skills. 

 Maintains and repairs washers, lifts, cranes, water and air systems, pumping systems, dispensing 
systems and other. 

 Monitors and maintains secondary storage systems including above-ground waste storage and 
hazardous materials storage; pumps out waste collection systems; collects stormwater runoff 
samples for hazardous testing.  

 Offloads Compressed Natural Gas (CNG) and diesel fuel from trucks to METRO fueling facilities; 
monitors fuel station; implements emergency procedures for spill recovery as required. 

 Performs landscaping and hardscaping repair and maintenance; installs concrete; paints 
buildings; repairs benches. 
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 Operates a variety of manual and power tools and equipment including hand tools, bench and 
table tools, welding tools and landscaping tools; operates vehicles such as dump trucks, truck 
mounted cranes and forklifts. 

 Prepares time and materials estimates for assigned projects. 

 Performs data entry to update and maintain information in digital files; may maintain 
spreadsheets and other documents to track information. 

 Operates standard office equipment including a computer, typewriter, photocopy machine, and 
fax machine; utilizes computer software in performing job tasks.   

 May drive a METRO vehicle to perform assignments. 

 Performs other work as assigned. 
 

EMPLOYMENT STANDARDS: 

Knowledge of: 

 Principles and practices of employee leadership, including ways to motivate staff and maximize 
productivity. 

 Principles, practices, methods, equipment, materials, and tools used in the maintenance and 
repair of buildings and facilities, including carpentry, plumbing, painting, concreting, masonry, 
HVAC, welding, mechanical and electrical work. 

 Uniform Building and Electrical codes. 

 Operation and maintenance of internal combustion engines and hydraulic equipment. 

 Occupational hazards of the maintenance trades and appropriate safety equipment and practices. 

 Methods and equipment used in groundskeeping operations.  

 Safe operation and maintenance of hand and power tools. 
 Methods of maintaining information in digital or hard copy files. 

 Methods of researching, gathering, organizing and reporting data. 

 Methods of prioritizing, planning and organizing work. 

 Time management techniques. 

 Customer service techniques. 

 Basic mathematics including addition, subtraction, multiplication, division, and percentages. 

 Correct English usage, grammar, spelling, punctuation, and vocabulary. 

 The effective use of modern office equipment, personal computers, and applicable standard 
business software.   

Ability to:  

 Serve as a lead worker over subordinate staff. 

 Perform a wide variety of maintenance, repair, construction and remodeling to facilities, 
properties, buildings, and related equipment. 

 Read and interpret building and mechanical codes, blueprints, plans, and technical manuals.  

 Diagnose and troubleshoot equipment problems. 

 Estimate costs and determine materials and equipment needed to make building and equipment 
repairs.  

 Use manual and power tools and equipment safely. 
 Make quick decisions in an emergency. 
 Ensure the safe handling of hazardous items and materials. 

 Maintain records and control systems with accuracy and attention to detail. 

 Input data into a database. 
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 Adhere to established work schedules and timelines. 

 Work independently using good judgment and discretion. 

 Effectively balance multiple assignments simultaneously. 

 Utilize standard office equipment and computer software and learn to use specialized METRO 

software if assigned. 

 Communicate clearly and effectively, both orally and in writing. 

 Establish and maintain effective working relationships within the department and with other 

divisions, departments, agencies, suppliers, vendors, and the public.  

 
MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

Two (2) years of experience equivalent to a Facilities Maintenance Worker with Santa Cruz METRO. 
 

OR 
 

One (2) years of journey-level experience in one of the following building trades: carpentry, electrical, 
plumbing, welding or painting. (Note: journey-level status typically requires four (4) years of formal 
training or apprenticeship).  
 
LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
time of appointment and throughout employment. 
 
PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is often required to reach with hands and arms; 
walk, stand and sit; use finger dexterity; and talk and hear.  Work often requires the repetitive use of both 
hands to grasp and feel objects and use a keyboard.  The employee is regularly required to stoop at the, 
waist, crawl, kneel, crouch, and climb.   Occasional lifting up to 50 pounds unaided may be 
required.   Specific visual abilities required for this job include close vision, distance vision, the ability to 
see colors and shades, and the ability to perceive depth.  

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; uses math and mathematical 
reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with others 
encountered during work. 

Work Environment:  

The employee works in a shop environment where the noise level is usually noisy. The employee may 
work outdoors in varied weather conditions with potential exposure to fumes, dust, grease, air 
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contaminants, hazardous materials and chemicals.  Work requires heavy physical labor and working in 
confined spaces. 
 
OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 

 May occasionally require working extended hours or hours outside of regular schedule. 
 
 
 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Facilities 
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Class Code: Class Code 
       FLSA Status: Pending 

Senior Mechanic 
Bargaining Unit: VMU 

 
DEFINITION: 

Under general supervision, a Senior Mechanic performs lead worker and skilled maintenance work related 
to the repair, alteration, and service of METRO vehicles and related equipment; coordinates, assigns and 
oversee the day-to-day work performed by Mechanic staff; performs skilled and complex repair and 
maintenance of METRO buses, vehicles, and related fleet equipment; and performs other duties as 
assigned.  
 
DISTINGUISHING CHARACTERISTICS: 

Senior Mechanic is the advanced and lead-level class in the series.  An incumbent in this class performs 
highly-skilled and very difficult maintenance, diagnostic, troubleshooting, overhaul, and repair work on 
buses, automobiles, trucks and other equipment and also serves as a lead worker over subordinate 
Mechanics.   This position may be distinguished from the lower-level class of Mechanic III because an 
incumbent in the latter performs advanced technical work but is not assigned the full scope of lead worker 
duties. 
 

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Serves as a lead worker over subordinate staff by prioritizing, assigning and monitoring work and 
providing training as needed; may provide input on performance evaluations; maintains 
employee attendance records.   

 Receives and prioritizes work requests and distributes work to staff.   

 Leads and performs a variety of skilled and semi-skilled tasks in the mechanical maintenance, 
repair and modification work on buses, automobiles, trucks and other METRO equipment, 
including the full scope of lower level Mechanic duties.  

 Inspects the work of Mechanics and other fleet staff, providing technical assistance and training 
as needed. 

 Performs a variety of highly-skilled and difficult tasks in the mechanical maintenance, repair, and 
modification of buses, automobiles, trucks and other METRO vehicles and equipment. 

 Inspects equipment for needed repairs; determines parts, materials and time needed to conduct 
needed maintenance or repairs; determines whether parts are in stock or must be ordered; 
requisitions or otherwise requests needed parts and materials to perform work.  

 Performs major engine and vehicle system overhauls; repairs and adjusts compressed natural gas 
(CNG), diesel and gasoline engines, transmissions, and other vehicle systems and components; 
maintains, diagnoses, inspects, and repairs CNG and diesel supply tanks, fuel delivery systems and 
related components.  

 Inspects, diagnoses and repairs vehicle electrical systems. 

 Inspects, relines and adjusts brakes; removes and installs tires; performs wheel alignments; and 
performs other vehicle maintenance tasks. 

 Performs safety and preventative maintenance inspections as required.  
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 Responds to emergency repair road calls.  

 Recognizes potential safety hazards and makes appropriate recommendations to higher-level 
staff. 

 Fuels METRO equipment including gasoline, diesel and CNG vehicles.  

 Maintains METRO property, tools, and equipment used in vehicle maintenance.  

 Maintains clean a work area.  

 Maintains accurate written and electronic records, logs and work orders.  

 Provides technical direction and assistance to lower level staff. 

 Performs data entry to update and maintain information in digital files; may maintain 
spreadsheets and other documents to track information. 

 Operates standard office equipment including a computer, typewriter, photocopy machine, and 
fax machine; utilizes computer software in performing job tasks.   

 May drive a METRO vehicle to perform assignments. 
 Performs other work as assigned. 

EMPLOYMENT STANDARDS: 

Knowledge of: 

 Principles and practices of employee leadership, including ways to motivate staff and maximize 
productivity. 

 Advanced vehicle and equipment overhaul and repair procedures. 

 Advanced diesel, gasoline and CNG engine tune-up procedures. 

 Advanced electrical and hydraulic system repairs.  

 Advanced air brake system repairs. 

 Safe mechanical work practices.  

 Proper use of hand, electric, pneumatic, and hydraulic tools and diagnostic equipment. 

 Welding and oxygen-acetylene equipment used in the repair, maintenance, and service of 
vehicles. 

 Standard electronic diagnostic equipment. 

 Methods of maintaining information in digital or hard copy files. 

 Methods of prioritizing, planning and organizing work. 

 Time management techniques. 

 Customer service techniques. 

 Basic mathematics including addition, subtraction, multiplication, division, and percentages. 

 Correct English usage, grammar, spelling, punctuation, and vocabulary. 

 The effective use of modern office equipment, personal computers, and applicable standard 
business software.   

Ability to: 

 Serve as a lead worker over subordinate staff. 

 Read and interpret complex technical manuals and schematics.  

 Diagnose and troubleshoot complex equipment problems. 

 Operate welding equipment, brake drum lathes, drill presses, diagnostic equipment and other 
tools and equipment used in the repair, maintenance, and service of vehicles. 

 Use manual and power tools and equipment safely. 

 Estimate costs and determines the materials and equipment needed to make vehicle and 
equipment repairs.  
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 Ensure the safe handling of hazardous items and materials. 

 Apply safe work practices and procedures around extremely high pressure and flammable CNG 
fuel.   

 Make quick decisions in an emergency. 
 Maintain records and control systems with accuracy and attention to detail. 

 Input data into a database. 

 Provide technical direction and training to less skilled staff. 
 Adhere to established work schedules and timelines. 

 Work independently using good judgment and discretion. 

 Effectively balance multiple assignments simultaneously. 

 Utilize standard office equipment and computer software and learn to use specialized METRO 

software if assigned. 

 Communicate clearly and effectively, both orally and in writing. 

 Establish and maintain effective working relationships within the department and with other 
divisions, departments, agencies, suppliers, vendors, and the public. 

  

MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

One (1) year of responsible experience equivalent to a Mechanic III with Santa Cruz METRO. 

 

OR 

 
Three (3) years of progressively responsible experience equivalent to a Mechanic II with Santa Cruz 
METRO. 
 

 OR 

 

Five (5) years of progressively responsible experience performing heavy-duty mechanic work.  Experience 
must have also included rebuilding and repairing CNG, and/or diesel engines and related units and 
assemblies. 
 
Previous lead worker experience is desirable. 
 

LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
time of appointment and throughout employment. 
 

AND 
 
Must obtain a valid California Class B driver permit within one (1) month of employment AND must obtain 
a California Class B driver’s license within three (3) months of employment.   
 
SPECIAL REQUIREMENTS: 
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 Must possess tools (up to ¾ inch drive) necessary to perform the duties of the position and a 
rollaway toolbox. 

 Driving record will be reviewed as part of the application process. 
 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is regularly required to sit, walk and stand; reach, 
twist, turn, kneel, bend squat and stoop; talk and hear; use hands to grasp, manipulate, handle, feel or 
operate objects, tools or controls; reach with hands and arms; and perform repetitive movements of 
hands or wrists. The employee is regularly required to bend and twist at the neck, reach with hands and 
arms.  Occasional overhead reaching and lifting up to 80 pounds unaided is required.   Specific visual 
abilities required for this job include close vision, distance vision, and the ability to adjust focus.   

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; analyzes and solves problems; uses math and 
mathematical reasoning; performs highly detailed work; deals with multiple concurrent tasks; and 
interacts with others encountered in the course of work. 

Work Environment:  

The employee works in a shop or outdoor environment where the noise level is usually noisy.  The 
employee may be exposed to inclement weather, fumes, dust, grease, air contaminants, and hazardous 
materials and chemicals during the course of work. May work out in the field when needed.  May require 
availability to work a flexible schedule. 
 
OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 

 Must be able to respond to emergency situations seven days per week, 24 hours per day. 

 Must be able to work a variety of shifts, which may include weekdays or weekends; and day, swing 
and/or graveyard shifts. 

 This position is considered a safety sensitive position and requires participation in METRO’s drug 
and alcohol testing program. 

 This position requires the use of personal protective equipment (PPE) based on the tasks assigned; 
safety shoes are required at all times. 

 
 
 
 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Maintenance 
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Class Code: Class Code 
       FLSA Status: Pending 

Senior Paralegal  
Bargaining Unit: SEA 

 
DEFINITION: 

Under direction, a Senior Paralegal performs advanced and specialized legal technical work for the Chief 
Executive Officer, General Counsel, and Human Resources Director by assisting with complex human 
resources functions while also providing advanced support for litigation and related legal matters; assists 
with administering workers’ compensation, employee leave, and other Human Resources programs; 
assists Counsel in preparing for litigation by performing legal research, interviewing witnesses and 
preparing legal documents;  and performs other duties as assigned. 
 

DISTINGUISHING CHARACTERISTICS: 

Paralegal is the journey-level class in the series.  An incumbent in this class performs advanced and 
specialized technical legal activities requiring knowledge of complex human resources-related functions, 
policies and procedures as well as general paralegal processes.  This class is distinguished from the lower-
level class of Paralegal because an incumbent in the latter class performs journey-level paralegal work.  
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Reviews, tracks, and monitors employee leave documentation; drafts correspondence and 
prepares reports and documentation for employee leaves including, but not limited to, 
FMLA/CFRA/PDL, disability retirement, long term disability, and request for life insurance waivers; 
communicates and coordinates with department managers and employees on documentation 
regarding employee leaves, return to work plans, and workers’ compensation status.  

 Assists in monitoring workers’ compensation cases from inception to final disposition; reviews 
and processes workers’ compensation claim forms and related documents; audits, reviews, 
corrects and prepares statements from workers’ compensation contractors and providers; 
provides information to supervisors and employees regarding employee status; monitors 
employee absences. 

 Prepares and maintains workers’ compensation logs, posters, reports, notices and related records 
and materials; assists management in maintaining regulatory compliance in the workers’ 
compensation program; acts as liaison between other departments, the workers’ compensation 
claims administrator, insurance carriers, contractors and others; monitors workers’ compensation 
claim payments and other administrative expenses. 

 Tracks and maintains union contracts and management compensation plan changes and 
agreements. 

 Tracks the 60-day window for employee COBRA eligibility; processes COBRA enrollment for 
former employees, dependents and retirees electing to enroll in COBRA dental and vision 
benefits. 

 Administers METRO’s Lactation Accommodation Program; communicates with employees 
returning from maternity leave and schedules use of lactation accommodation rooms. 

 Processes records requests according to the California Public Records Act and responds to Title 
II/Title VI/ADA/504 complaints pursuant to METRO’s policies; communicates and coordinates 
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with department managers and employees regarding legal inquiries and document subpoenas 
received from Superior Court; responds to employee and public inquiries, documents requests, 
and subpoenas. 

 Drafts and files legal documents such as reports, contracts, indemnity agreements, ordinances, 
and other legal documents; confers with the CEO, General Counsel, investigators, employees, and 
other individuals regarding legal matters; researches, studies, and applies statutes, case law, 
legislation, and other legal authorities for use in litigation filings; drafts policies and regulations 
for review by General Counsel. 

 Assists with legal matters related to CalTIP claims and the Disadvantaged Business Enterprise 
(DBE) Program. 

 Assists with preparing and administering departmental budgets; assists in preparing purchasing 
documents; assists in maintaining information in the Human Resources Information System 
(HRIS); assists with tracking drug and alcohol testing. 

 Prepares training materials and presentations to management; prepares staff reports for Council 
Board meetings and draft resolutions. 

 Operates standard office equipment including a computer, typewriter, photocopy machine, fax, 
and photo identification equipment; utilizes METRO computer software in performing job tasks.   

 May drive a METRO vehicle to pick up or deliver materials, correspondence or documents.  

 Performs other duties as assigned. 
 

EMPLOYMENT STANDARDS: 

Knowledge of: 

 Principles, methods, materials, and practices of legal research.  

 Federal and State leave related regulations including FMLA/CFRA/PDL. 

 General laws, regulations, procedures, and practices pertaining to workers’ compensation claims 
processing as well as other specialized human resources activities. 

 Clerical processes pertaining to accounting, purchasing, and data maintenance. 

 Statutes and codes applicable to civil proceedings and claims.  

 Legal document formats and filing procedures.  

 Hearing procedures and rules of evidence. 

 Preparation of routine procedural and substantive civil litigation. 

 Applicable court rules, including drafting and responding to pleadings. 

 Pleading formats, citation style, content requirements, and local filing requirements. 

 Civil litigation calendar management. 

 Modern office practices, procedures, and equipment. 

 Business correspondence, formatting and report writing. 

 Methods of maintaining information in digital or hard copy files. 

 Technical methods of researching, gathering, organizing and reporting information. 

 Methods of prioritizing, planning and organizing work. 

 Time management techniques. 

 Customer service techniques. 

 Basic mathematics including addition, subtraction, multiplication, division, and percentages. 

 Telephone techniques and etiquette. 

 Correct English usage, grammar, spelling, punctuation, and vocabulary. 

 The effective use of modern office equipment, personal computers, and standard business 
software.  

Attachment C

16C.210



Ability to: 

 Draft legal documents including complex briefs, memos, ordinances, and resolutions. 

 Research, analyze, and apply complex legal principles, facts, evidence, and precedents to legal 
issues. 

 Communicate and present statements of fact, law, and argument clearly, logically and effectively. 

 Interview and interact with the public, outside attorneys and District employees regarding 
discovery, case investigation, and trial preparation. 

 Interpret, explain and apply legal and human resources policies, procedures and regulations. 

 Gather, analyze, and summarize complex information presented in a variety of formats. 

 Maintain confidentiality of materials, records, files, and other privileged information. 

 Develop and maintain records and control systems with accuracy and attention to detail. 

 Input data into a database. 

 Adhere to established work schedules and timelines. 

 Maintain a calm demeanor in stressful situations. 

 Work independently using good judgment, tact, and discretion. 

 Balance multiple assignments simultaneously and effectively. 

 Utilize standard office equipment and computer software and learn to use specialized METRO 
software if assigned. 

 Communicate clearly and effectively, both orally and in writing. 

 Establish and maintain effective working relationships within the department and with other 
divisions, departments, agencies, suppliers, vendors, and the public.  
 

MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

Paralegal certificate from an accredited school.  
  

AND 
  
Three (3) years of legal experience as a paralegal, legal assistant, or legal secretary. Experience must have 
included at least one (1) year of technical human resources experience, preferably with responsibility in 
leave administration, workers’ compensation, and employee drug testing.   
 
LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
time of appointment and throughout employment. 
 
PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear; and use a keyboard.  Work often requires 
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stooping at the waist and the repetitive use of both hands to grasp and feel objects.   Work may require 
lifting up to 20 pounds unaided.   Specific visual abilities required for this job include close vision, distance 
vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; uses math and mathematical 
reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with others 
encountered in the course of work. 

Work Environment:  

The employee works in a standard office environment where the noise level is moderate.  
 

OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 

 May occasionally require working extended hours or hours outside of regular schedule. 

 Must maintain strict confidentiality of work-related information.  
 
 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Legal Technical 
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Class Code: Class Code 
       FLSA Status: Pending 

Senior Payroll Technician 
Bargaining Unit: SEA 

 
DEFINITION: 

Under direction, a Senior Payroll Technician performs advanced technical administrative work  related to 
timekeeping and payroll matters impacting all METRO bargaining units and departments; coordinates and 
maintains centralized payroll records and files; prepares and maintains complex payroll-related statistical 
records and reports; coordinates and performs special payroll or accounting-related projects; processes 
and audits electronic timekeeping records using an electronic timekeeping system; and performs other 
duties as assigned. 
 

DISTINGUISHING CHARACTERISTICS: 

Senior Payroll Technician is the advanced-level class in the series.  An incumbent in this class performs 
advanced technical duties related to the organization-wide preparation, administration, and maintenance 
of payroll in accordance with Federal and State laws, rules, and regulations. This class is distinguished 
from the lower-level class of Payroll Technician because an incumbent in the latter class performs journey-
level technical payroll processing and administration for a single METRO department or bargaining unit.   
 

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Administers centralized, organization-wide payroll activities impacting multiple departments and 
or bargaining units; audits timekeeping records for accuracy and makes correcting entries; inputs 
payroll information using an electronic timekeeping system; uses codes information for entry into 
computer records; applies labor contract provisions related to overtime rules and other special 
pay categories. 

 Maintains, monitors and updates spreadsheets and other electronic tools for tracking and 
reporting absences, vacation use, over time, leave balances, and a variety of other payroll 
categories; compiles timekeeping and payroll data and develops, prepares, distributes, maintains, 
and files a variety of statistical and informational reports for management; verifies accuracy of 
payroll systems and reports and ensures that payroll activities comply with internal control 
procedures. 

 Prepares and electronically submits all payroll documents to payroll contractor; corrects errors 
prior to export; communicates with contractors on payroll issues, questions, deadlines, and 
procedures; responds to questions from employees, supervisors, and managers regarding 
timekeeping, direct deposit, accruals, and other and payroll issues. 

 Maintains payroll records, reviews absence tracking information and reports, and adjusts as 
required.   

 Receives and reviews personnel actions submitted by multiple departments; reviews pay or status 
changes such as appointments, changes in status, leaves, and separations and enters into payroll 
system.  

 Requests and collects payroll documents, trust warrants, and topics paychecks from payroll 
contractor; communicates with the payroll contractor and internal departments.   

Attachment C

16C.213



 Identifies, develops, recommends and implements procedural and payroll system improvements; 
coordinates with other METRO departments regarding timekeeping rules and procedures; 
recommends solutions to problems and provides timekeeping system training; responds to 
questions and researches payroll related problems; provides information to management and 
departmental personnel regarding payroll and labor contract application.   

 Prepares requested documents for internal, external and governmental auditors as required. 

 Works with Information Technology staff to maintain system integrity, troubleshoot technical 
issues and test the payroll system after configuration changes or updates; utilizes and maintains 
procedures for electronic payroll timekeeping system; reviews payroll procedures and 
recommends changes.  

 Assists with other technical administrative activities; may process workers’ compensation forms; 
may track occupational illnesses and injuries; may assist with compiling data for budgetary 
purposes.  

 Maintains confidential materials, records, files and other privileged information. 

 Initiates, composes and/or types various department memos, letters, reports, statistical data, and 
other narrative documents.  

 Answers telephones, greet visitors, and provides information to employees and the public.  

 Operates standard office equipment including a computer, typewriter, photocopy machine, and 
fax; utilizes standard business and specialized METRO computer software in performing job tasks.   

 May provide functional direction to other staff performing payroll-related duties. 

 May drive a METRO vehicle to pick up or deliver materials, correspondence or documents.  

 Performs other duties as assigned. 
 

EMPLOYMENT STANDARDS: 

Knowledge of: 

 Advanced principles and practices of technical payroll administration. 

 Principles, practices, and terminology of accounting and financial record-keeping procedures.   

 Principles and practices of the Fair Labor Standards Act (FLSA) and other related payroll laws and 
regulations.   

 State laws for record-keeping related to payroll processing.  

 Taxable and non-taxable compensation principles.  

 Advanced methods of researching and resolving payroll issues. 

 Modern office practices, procedures, and equipment. 

 Business correspondence, formatting and report writing. 

 Methods of maintaining information in digital or hard copy files. 

 Technical methods of researching, gathering, organizing and reporting data. 

 Methods of prioritizing, planning and organizing work. 

 Time management techniques. 

 Customer service techniques. 

 Basic mathematics including addition, subtraction, multiplication, division, and percentages. 

 Telephone techniques and etiquette. 

 Correct English usage, grammar, spelling, punctuation, and vocabulary. 

 The effective use of modern office equipment, personal computers, and standard business 
software.  

Ability to: 
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 Interpret, explain and apply complex payroll-related policies, procedures, and regulations. 

 Interpret and apply labor contract provisions relating to payroll and benefits.  

 Perform automated payroll data entry.  

 Maintain confidentiality of materials, records, files, and other privileged information. 

 Gather, record and summarize data in a variety of formats. 

 Maintain records and control systems with accuracy and attention to detail. 

 Input timekeeping data into a payroll system. 

 Design, prepare, and compile reports and information.  

 Adhere to established work schedules and timelines. 

 Maintain a calm demeanor in stressful situations. 

 Work independently using good judgment, tact, and discretion. 

 Balance multiple assignments simultaneously and effectively. 

 Perform mathematical calculations quickly and accurately.  

 Utilize standard office equipment and computer software and learn to use specialized METRO 
software if assigned. 

 Communicate clearly and effectively, both orally and in writing. 

 Establish and maintain effective working relationships within the department and with other 
divisions, departments, agencies, suppliers, vendors, and the public. 
  

MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

Completion of 30 semester (or equivalent) units from an accredited college, including 12 units in 
accounting, business administration or a related field.  
  

AND 
 

Four (4) years of experience requiring technical bookkeeping, payroll accounting, financial clerical or 
related work, preferably in a public agency.  Experience must have included at least two (2) years of 
experience administering departmental or agency-wide payroll activities. 
 
LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
time of appointment and throughout employment. 
 
PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear; and use a keyboard.  Work often requires 
stooping at the waist and the repetitive use of both hands to grasp and feel objects.   Work may require 
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lifting up to 20 pounds unaided.   Specific visual abilities required for this job include close vision, distance 
vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; uses math and mathematical 
reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with others 
encountered in the course of work. 

Work Environment:  

The employee typically works in a standard office environment where the noise level is moderate. 
 
OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 

 Must maintain strict confidentiality of work-related information.  

 May occasionally require working extended hours or hours outside of regular schedule. 
 
 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Payroll 
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Class Code: Class Code 
       FLSA Status: Pending 

Senior Stock Clerk 
Bargaining Unit: VMU 

 
DEFINITION: 

Under general supervision, a Senior Stock Clerk performs lead worker and maintenance support work 
related to  requisitioning, receiving, inspecting, stocking and issuing of a variety of parts, equipment, tools, 
materials and supplies, including specialized items for facilities maintenance, custodial services, and 
vehicle maintenance activities; oversees the maintenance of appropriate inventory; performs record-
keeping and other administrative support work; and performs other duties as assigned.  
 
DISTINGUISHING CHARACTERISTICS: 

Senior Stock Clerk is the advanced-level class in the series.  An incumbent in this class serves as a lead 
worker over subordinate Stock Clerks and also performs tasks requiring advanced knowledge of 
storekeeping methods as well as related departmental policies, practices, and procedures.  This class may 
be distinguished from the lower-level class of Stock Clerk because an incumbent in the latter class 
performs the full scope of journey-level work and does not have formal lead worker responsibilities.  It 
may also be distinguished from the higher-level class of Parts and Materials Supervisor as an incumbent 
in the latter class supervises the work of subordinate staff. 
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Serves as a lead worker over subordinate Stock Clerks by prioritizing, assigning and monitoring 
work and providing training as needed; may provide input on performance evaluations. 

 Ensures the daily or regular inspection of the parts room and other locations, maintenance of 
accurate inventory counts, and placement of regular orders to stock items that are frequently 
requested or ordered in bulk. 

 Leads and participates in the requisitioning, receiving, inspecting, stocking and issuing of a variety 
of materials and supplies requested by multiple departments, including specialized parts, 
equipment, and tools for facilities maintenance, custodial services, and vehicle maintenance 
activities.  

 Monitors the “out of service” list and updates work orders to show status of orders; provides an 
estimated time of arrival.  

 Assists departments in identifying the more difficult items to be purchased; researches catalogs, 
parts manuals, the Internet, and other sources; orders parts with vendors online, over the phone, 
or by submitting purchase requisitions according to METRO policies. 

 Prepares budgetary estimates for parts, materials, and supplies.  

 Contacts vendors to obtain pricing and availability quotations. 

 Reviews vendor selection and performance regarding pricing, customer service, invoicing and 
returns/credits. 

 Leads and participates in the receipt, inspection, and stocking of deliveries from suppliers; 
compares actual items received against orders to confirm completeness of delivery; delivers items 
to ordering departments; uses a forklift to unload/load large deliveries, handle and transport 
hazardous materials, and deliver larger items. 
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 Ensures the maintenance and currency of Material Safety Data Sheet (MSDS) records, ensuring 
that items used or purchased are in the MSDS catalog; conducts a yearly MSDS inventory. 

 Monitors accumulated metal, hazardous waste and other items and arranges pick-up for disposal. 

 Packages and ships items needing repair or warranty work. 

 Inspects forklifts and other equipment to verify safe operation. 

 Loads and unloads items on and off armored cars as needed. 

 Maintains the parts room in a clean and orderly fashion. 

 Assists in vendor selection and monitors vendor performance. 

 Performs data entry to update and maintain information in digital files; compiles and prepares 
data for statistical and accounting reports; may create spreadsheets and other tools to track 
information. 

 May type correspondence and other documents. 

 Answers telephones, greet visitors, and provides information to employees and the public.  

 Operates standard office equipment including a computer, typewriter, photocopy machine, and 
fax machines; utilizes computer software in performing job tasks.   

 May drive a METRO vehicle to pick up or deliver materials, correspondence or documents.  

 Performs other duties as assigned. 
 

EMPLOYMENT STANDARDS: 

Knowledge of: 

 Principles and practices of employee leadership, including ways to motivate staff and maximize 
productivity. 

 Standard equipment, parts, tools and supplies required for maintaining light and heavy-duty 
vehicle systems, and their appropriate storage. 

 Standard equipment, parts, and supplies required to maintain a wide variety of non-vehicular 
equipment and facilities, and their appropriate storage. 

 Standard equipment, parts and supplies required for custodial work as well other general 
operational needs of a transit agency, and their appropriate storage. 

 Principles and methods of maintaining a standard inventory of high demand items. 

 Methods of determining the availability and best price for equipment, parts, tools, and supplies.  

 Standard processes pertaining to purchasing and related data maintenance. 

 Modern office practices, procedures, and equipment. 

 Methods of maintaining information in digital or hard copy files. 

 Clerical methods of researching, gathering, organizing and reporting data. 

 Methods of prioritizing, planning and organizing work. 

 Time management techniques. 

 Clerical customer service techniques. 

 Basic mathematics including addition, subtraction, multiplication, division and percentages. 

 Telephone techniques and etiquette. 

 Correct English usage, grammar, spelling, punctuation, and vocabulary. 
 The effective use of modern office equipment, personal computers, and standard business 

software.  

Ability to: 

 Serve as a lead worker over subordinate Stock Clerks and other clerical and support staff. 
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 Lead and participate in the identification and procurement of a wide variety of tools, equipment, 
parts, supplies and other items requested by customers. 

 Research the availability and price of requested items. 

 Read and comprehend a variety of technical parts manuals, schematics, and safety-related 
documentation. 

 Coordinate the maintenance of an adequate inventory of high-demand items and ensure their 
appropriate storage.  

 Ensure a safe and organized work area. 

 Ensure the safe handling of items hazardous in nature. 

 Maintain detailed records and control systems with accuracy and attention to detail. 

 Input data into a database. 

 Adhere to established work schedules and timelines. 

 Work independently using good judgment, tact, and discretion. 

 Balance multiple assignments simultaneously and effectively. 

 Utilize standard office equipment and computer software and learn to use specialized METRO 
software if assigned. 

 Drive a forklift after receiving appropriate training. 

 Communicate clearly and effectively, both orally and in writing. 

 Establish and maintain effective working relationships within the department and with other 
divisions, departments, agencies, suppliers, vendors, and the public.  

 
MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

Five (5) years of progressively responsible experience receiving, stocking, issuing and maintaining 
inventory of automotive and heavy-duty transit parts and supplies. 
 
LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
time of appointment and throughout employment. 
 
PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is regularly required to sit, walk, climb and stand; 
talk and hear; use hands to manipulate, handle, feel or operate objects, tools or controls; reach with hands 
and arms; and perform repetitive movements of hands or wrists. The employee is regularly required to 
bend and twist at the neck and occasionally reach overhead.  Work may require lifting up to 50 pounds 
unaided.   Specific visual abilities required for this job include close vision, distance vision, the ability to 
see colors and shades, and the ability to perceive depth. 

Mental Demands  
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While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; performs detailed work; deals with 
multiple concurrent tasks; and interacts with others encountered in the course of work. 
 

Work Environment:  

The employee works in a shop environment where the noise level may be loud and there is potential 
exposure to fumes, dust, grease, air contaminants, hazardous materials and chemicals. 
 
OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 

 May occasionally require working extended hours or hours outside of regular schedule. 
 
 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Maintenance 
 

Attachment C

16C.220



Class Code: Class Code 
       FLSA Status: Pending 

Senior Transportation Planner 
Bargaining Unit: SEA 

 
DEFINITION: 

Under direction, a Senior Transportation Planner performs advanced and specialized professional 
planning duties to support METRO transportation planning functions and processes; conducts the more 
complex transit planning and service delivery studies and identifies issues; obtains, organizes, analyzes 
and presents data for transportation-related studies; develops and recommends planning policies; 
prepares and presents oral and written planning reports; may serve as a lead worker over subordinate 
professional planning staff; and performs other duties as assigned.  
 
DISTINGUISHING CHARACTERISTICS: 

Senior Transportation Planner is the advanced-level class in the series.  An incumbent in this class 
performs tasks requiring advanced analysis, interpretation and application of specialized transportation 
planning laws, regulations, policies and procedures and typically serves as a lead worker over subordinate 
professional planning staff.  This class may be distinguished from the lower-level class of Transportation 
Planner II because an incumbent in the latter class performs the full scope of journey-level professional 
planning work.  This class may also be distinguished from the higher-level class of Transportation Planning 
Supervisor because the latter is the supervisory class in the series.   
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Performs difficult and complex transit planning and service delivery studies; develops work plans 
and budget estimates for studies; implements survey techniques and processes; collects and 
analyzes data and makes recommendations using transportation planning and statistical 
methods, modeling, and budgeting and financial analyses data; forecasts future transit, 
transportation, economic or demographic conditions and trends.    

 Monitors current transit service levels and identifies potential areas for study; analyzes service 
delivery parameters such as boarding and alighting and safety concerns; analyzes technical, 
demographic, economic, and financial data used for assessing route and schedule changes and 
the development of service enhancements; conducts cost-benefit analyses on service 
enhancement proposals.  

 Analyzes route and schedule performance to determine areas of transit service improvement in 
terms of efficiency, productivity and effectiveness; assists in planning numbers of stops, length of 
route and runs per shift for routes according to union/management procedures and cost per 
mile/hour; prepares written evaluations of proposed route, service, and schedule changes. 

 Prepares complex planning reports, forecasts, and recommendations related to transportation 
system improvements; prepares statistical charts, maps, and other documents to accompany 
studies, reports and presentations; prepares ridership, on-time performance, productivity, and 
other route and service measurement reports for the General Manager, Board of Directors and 
others as requested. 

 Develops, interprets, monitors and writes complex transit documents or proposed transportation 
policies; assists in the development of capital programs, grant applications for transportation 
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funds, and the development of capital funding strategies; assists in the development of regional 
and jurisdictional service plans and cost proposals. 

 Reviews and makes recommendations on development applications related to transportation 
service; provides documents and other information useful for evaluating development 
applications related to transportation service. 

 Briefs members of the public and representatives of community organizations regarding pending 
and evaluations of and pending changes to routes and service changes as part of an outreach 
team. 

 Responds orally and in writing to requests from the public, staff, governmental agencies, advisory 
committees and community groups for information regarding existing services and funding, 
suggested service adjustments and long-range planning issues. 

 Performs GIS work including data manipulation/conversion, spatial and statistical analysis, map-
making, documentation, technical support and application development. 

 Prepares written and graphical information and may make oral presentations on transit and 
service related issues to the Board of Directors, staff, service users, governmental agencies, 
advisory committees and community groups.  

 Functions as a project lead with other professional staff and consultants. 

 May act as METRO’s liaison with cities, other local/regional agencies and community groups 
regarding transportation issues. 

 May serve as a lead worker over subordinate professional staff by prioritizing, assigning and 
monitoring their work and providing training as needed. 

 Makes mathematical and statistical calculations; updates and maintains planning databases and 
directories.    

 Provides information to employees and the public.  

 Operates standard office equipment including a computer, typewriter, photocopy machine, fax, 
and photo identification equipment; utilizes METRO computer software in performing job tasks.   

 May drive a METRO vehicle to perform work assignments.  

 Performs other duties as assigned. 
 

EMPLOYMENT STANDARDS: 

Knowledge of: 

 Advanced principles, concepts, goals and technical aspects of transportation planning and capital 
funding including traffic demand requirements. 

 Applicable Federal, State and local laws governing transit operations, including funding programs 
and data reporting requirements. 

 Physical, environmental, economic, aesthetic and social implications involved in transportation 
planning and transit-related development. 

 Advanced principles of traffic demand management and measures of transit effectiveness used 
to assess route performance. 

 Working knowledge of attractions and locations that generate transit patronage. 

 Advanced professional methods of researching, gathering, organizing and reporting data. 

 Advanced techniques for surveying and transmitting information. 

 Advanced financial and statistical analysis methods. 

 Advanced budgeting and financial analysis concepts and practices, including cost analysis and 
modeling. 

 Community interrelationships. 
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 Computer software common to the planning function (i.e., word processing, spreadsheet, 
modeling, mapping) at the intermediate level. 

 Advanced project management methods and techniques.  

 Modern office practices, procedures and equipment. 

 Business correspondence, formatting and report writing.        

 Manual and automated record-keeping and filing systems. 

 Advanced methods of maintaining information in computerized or hard copy files. 

 Methods of prioritizing, planning and organizing work. 

 Advanced time management techniques. 

 Advanced customer service techniques. 

 Principles and practices of employee leadership, including ways to motivate staff and maximize 
productivity. 

 Intermediate mathematics including addition, subtraction, multiplication, division, percentages 
and basic statistics.  

 Correct English usage, grammar, spelling, punctuation and vocabulary. 
 The effective use of modern office equipment, personal computers and standard business 

software.  

Ability to: 

 Analyze complex issues and numerical measures associated with transportation planning projects, 
including estimates derived from computer models, engineering estimates of costs and benefits 
and public input. 

 Develop difficult recommendations for immediate, short and long-range transportation service 
enhancements and capital requirements based on findings in studies, field observations and 
public contacts.  

 Design and recommend complex transit service changes. 

 Participate in a variety of transportation planning outreach activities and effectively advocate and 
promote the use of public transit. 

 Read, analyze, understand and interpret complex scientific and technical journals, financial 
reports and legal documents. 

 Conduct complex cost/benefit, impact and other related technical analyses. 

 Formulate a response to inquiries or complaints from customers, regulatory agencies, local 
government representatives, citizen groups or members of the business community. 

 Keep abreast of current trends in the field. 

 Write letters, memorandums, board, planning and technical reports and fact sheets designed to 
be understood by all audiences, including the public. 

 Design graphics/maps using computer/drawing software for publication studies. 

 Prioritize projects based on established criteria. 

 Adhere to established work schedules and timelines. 

 Work independently using good judgment, tact and discretion. 

 Balance multiple assignments simultaneously and effectively. 

 Serve as a lead worker over subordinate technical, clerical and support staff. 

 Utilize standard office equipment and computer software and learn to use specialized METRO 
software if assigned. 

 Maintain confidentiality of materials, records, files and other privileged information. 

 Communicate clearly and effectively, both orally and in writing. 
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 Establish and maintain effective working relationships within the department and with other 
divisions, departments, agencies, suppliers, vendors and the public.  

 
MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

Bachelor’s degree from an accredited college or university with major coursework in urban or regional 
planning, urban studies, geography, Geographic Information Systems (GIS), public administration, political 
science, finance or a related field. 

 
AND 

 
Three (3) years of increasingly responsible professional experience performing transportation planning or 
transportation systems analysis for a public transportation system.  Experience must have also included 
at least two (2) years of recent professional experience working with raw data files and ESRI GIS software 
to create and analyze spatial data, create high-quality maps, and develop GIS-based solutions/scheduling 
applications. 
 
Master’s degree is desirable. 
 
LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
time of appointment and throughout employment. 
 
Certification by the American Institute of Certified Planners (AICP) 
OR 
Possession of a Professional Transportation Planner (PTP) certificate is desirable. 
 
PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear; and use a keyboard.  Work often requires 
stooping at the waist and the repetitive use of both hands to grasp and feel objects.   Work may require 
lifting up to 20 pounds unaided.   Specific visual abilities required for this job include close vision, distance 
vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; uses math and mathematical 
reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with others 
encountered in the course of work. 

Work Environment:  
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The employee typically works in a standard office environment where the noise level is moderate.  
 
OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 

 Must participate in professional development activities.   

 May occasionally require working extended hours or hours outside of regular schedule. 

 May require occasional travel.  
 
 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Professional Planning 
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Class Code: Class Code 
       FLSA Status: Pending 

Senior Vehicle Service Worker 
Bargaining Unit: SEA 

 
DEFINITION: 

Under general supervision, a Senior Vehicle Services Worker performs lead worker and unskilled vehicle 
and shop maintenance and service work; oversees the cleaning and maintenance of departmental 
equipment; coordinates and maintains a variety of service records; and performs other duties as assigned. 
 
DISTINGUISHING CHARACTERISTICS: 

Senior Vehicle Service Worker is the advanced-level class in the series.  An incumbent in this class leads, 
coordinates and performs a variety of tasks to ensure that METRO vehicles and equipment provide a safe, 
clean, and efficient experience for passengers. This position may be distinguished from the lower-level 
class of Vehicle Service Worker II because an incumbent in the latter class performs journey-level work 
and does not have lead worker responsibilities.  
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Serves as a lead worker over subordinate staff by prioritizing, assigning and monitoring work and 
providing training as needed; may provide input on performance evaluations; maintains 
employee attendance records.   

 Coordinates staff schedules and assignments. 

 Cleans and maintains METRO vehicles and equipment.  

 Washes vehicles and equipment. 

 Operates automated bus washing equipment.  

 Checks fuel, lubrication, coolant, and hydraulic system fluid levels and replenishes as necessary.  

 Checks tire wear and inflation.  

 Maintains proper service records, including all fuel, oil and hydraulic fluid used on equipment.  

 Completes reports on all service work performed.  

 Receives and reviews daily records on vehicle mechanical conditions. 

 Performs general housekeeping duties in garage and equipment yard.  

 Posts and removes internal advertising and notice materials from buses.  

 Operates METRO vehicles as necessary. 

 Performs other duties as assigned. 
 
EMPLOYMENT STANDARDS: 

Knowledge of: 

 Principles and practices of employee leadership, including ways to motivate staff and maximize 
productivity. 

 Automotive maintenance nomenclature.  

 Safe work practices.  

 Proper use of lubricants and fuels.  
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 Standard vehicle servicing procedures. 

 Types and usage of cleaning products. 

 Application and proper usage of cleaning tools, equipment, and supplies. 

 Methods of maintaining information in digital or hard copy files. 

 Methods of prioritizing, planning and organizing work. 

 Time management techniques. 

 Customer service techniques. 

 Basic mathematics including addition, subtraction, multiplication, division, and percentages. 

 Correct English usage, grammar, spelling, punctuation, and vocabulary. 

 The effective use of modern office equipment, personal computers, and applicable standard 
business software.   

Ability to: 

 Serve as a lead worker over subordinate staff. 

 Read, interpret and apply METRO policies, procedures and regulations. 

 Understand and follow oral and written instructions.  

 Use a variety of cleaning equipment, supplies, solvents and other chemicals safely in the 
performance of work. 

 Follow established safety practices. 

 Operate vehicle servicing equipment. 

 Maintain records and control systems with accuracy and attention to detail. 

 Input data into a database. 

 Adhere to established work schedules and timelines. 

 Use good judgment and discretion when performing assignments. 

 Effectively balance multiple assignments simultaneously. 

 Utilize standard office equipment and computer software and learn to use specialized METRO 

software if assigned. 

 Communicate clearly and effectively, both orally and in writing. 

 Establish and maintain effective working relationships within the department and with other 

divisions, departments, agencies, suppliers, vendors, and the public.  

 
MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

Three (3) years of progressively responsible experience servicing automotive, agricultural and/or 
construction equipment.   
 
Previous lead worker experience is desirable. 
 
LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
time of appointment and throughout employment.   
 
Must be able to obtain a valid California Class B driver license is required. 
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PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is regularly required to sit, walk and stand; reach, 
twist, turn, kneel, bend, squat and stoop; talk and hear; use hands to grasp, manipulate, handle, feel or 
operate objects, tools or controls; reach with hands and arms; and perform repetitive movements of 
hands or wrists. The employee is regularly required to bend and twist at the neck, reach with hands and 
arms.  Occasional overhead reaching and lifting up to 50 pounds unaided is required.   Specific visual 
abilities required for this job include close vision, distance vision, and the ability to adjust focus.   

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; analyzes and solves problems; uses math and 
mathematical reasoning; performs highly detailed work; deals with multiple concurrent tasks; and 
interacts with others encountered in the course of work. 

Work Environment:  

The employee works in a shop or outdoor environment where the noise level is usually noisy.  The 
employee may be exposed to inclement weather, fumes, dust, grease, air contaminants, and hazardous 
materials and chemicals during the course of work.  
 
OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 

 May be required to work a flexible schedule, including nights and/or weekends. 

 May occasionally require working extended hours or hours outside of regular schedule. 
 
 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Maintenance 
 

Attachment C

16C.228



Class Code: Class Code 
       FLSA Status: Pending 

Stock Clerk 
Bargaining Unit: VMU 

 
DEFINITION: 

Under general supervision, a Stock Clerk performs skilled maintenance and clerical support duties related 
to requisitioning, receiving, inspecting, stocking and issuing of a variety of parts, equipment, tools, 
materials and supplies including specialized items for facilities maintenance, custodial services, and 
vehicle maintenance activities; assists departments in identifying the correct items to be purchased; 
performs periodic inventories and maintains appropriate stock levels of high volume items;  may perform 
general office work; and performs other duties as assigned.  
 
DISTINGUISHING CHARACTERISTICS: 

Stock Clerk is the journey-level class in the series.  An incumbent in this class performs tasks of average 
difficulty that require a basic knowledge of storekeeping and purchasing principles and methods as well 
as general departmental policies, practices, and procedures.  This class may be distinguished from the 
higher-level class of Senior Stock Clerk because an incumbent in the latter class serves as a lead worker 
over subordinate Stock Clerks and may also perform more difficult work. 
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Requisitions, receives, inspects, stocks and issues a variety of materials and supplies requested by 
multiple departments, including specialized parts, equipment, and tools for facilities 
maintenance, custodial services, and vehicle maintenance activities.  

 Assists departments in identifying the correct items to be purchased by researching catalogs, parts 
manuals, the Internet, and other sources; orders parts with vendors online, over the phone, or by 
submitting purchase requisitions according to METRO policies; issues items to departments. 

 Receives, inspects and stocks deliveries from suppliers; compares actual items received against 
orders to confirm completeness of delivery; delivers items to ordering departments; uses a forklift 
to unload/load large deliveries, handle and transport hazardous materials, and deliver larger 
items. 

 Performs daily or regular inspections of the parts room and other locations as required; maintains 
accurate inventory counts and keeps records using a computerized inventory system; places 
regular orders to stock items that are frequently requested. 

 Updates Material Safety Data Sheet (MSDS) records, ensuring that items used or purchased are 
in the MSDS catalog; conducts a yearly MSDS inventory. 

 Monitors accumulated metal, hazardous waste and other items and notifies superior of need for 
disposal. 

 Packages and ships items needing repair or warranty work. 

 Inspects forklifts and other equipment to verify safe operation. 

 Loads and unloads items on and off armored cars as needed. 

 Maintains the parts room in a clean and orderly fashion. 

 Assists in vendor selection and monitors vendor performance. 
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 Performs data entry to update and maintain information in digital files; compiles and prepares 
data for statistical and accounting reports; may create spreadsheets and other tools to track 
information. 

 May type correspondence and other documents. 

 Answers telephones, greet visitors, and provides information to employees and the public.  

 Operates standard office equipment including a computer, typewriter, photocopy machine, and 
fax machine; utilizes computer software in performing job tasks.   

 May drive a METRO vehicle to pick up or deliver materials, correspondence or documents.  

 Performs other duties as assigned. 
 

EMPLOYMENT STANDARDS: 

Knowledge of: 

 Standard equipment, parts, tools and supplies required for maintaining light and heavy-duty 
vehicle systems, and their appropriate storage. 

 Standard equipment, parts, and supplies required to maintain a wide variety of non-vehicular 
equipment and facilities, and their appropriate storage. 

 Standard equipment, parts and supplies required for custodial work as well other general 
operational needs of a transit agency, and their appropriate storage. 

 Principles and methods of maintaining a standard inventory of high demand items. 

 Methods of determining the availability and best price for equipment, parts, tools, and supplies.  

 Standard processes pertaining to purchasing and related data maintenance. 

 Modern office practices, procedures, and equipment. 

 Basic methods of maintaining information in digital or hard copy files. 

 Basic clerical methods of researching, gathering, organizing and reporting data. 

 Basic methods of prioritizing, planning and organizing work. 

 Basic time management techniques. 

 Basic clerical customer service techniques. 

 Basic mathematics including addition, subtraction, multiplication, division, and percentages. 

 Telephone techniques and etiquette. 

 Correct English usage, grammar, spelling, punctuation, and vocabulary. 
 The effective use of modern office equipment, personal computers, and standard business 

software.  

Ability to: 

 Identify and procure a wide variety of tools, equipment, parts, supplies and other items requested 
by customers. 

 Research the availability and price of requested items. 

 Read and comprehend a variety of technical parts manuals, schematics, and safety-related 
documentation. 

 Maintain an adequate inventory of high-demand items and ensure their appropriate storage.  

 Maintain a safe and organized work area. 

 Ensure the safe handling of items hazardous in nature. 

 Follow oral and written instructions accurately. 

 Maintain detailed records and control systems with accuracy and attention to detail. 

 Input data into a database. 

 Adhere to established work schedules and timelines. 

Attachment C

16C.230



 Work independently using good judgment, tact, and discretion. 

 Balance multiple assignments simultaneously and effectively. 

 Utilize standard office equipment and computer software and learn to use specialized METRO 
software if assigned. 

 Drive a forklift after receiving appropriate training. 

 Communicate clearly and effectively, both orally and in writing. 

 Establish and maintain effective working relationships within the department and with other 
divisions, departments, agencies, suppliers, vendors, and the public.  

 
MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

Two (2) years of progressively responsible experience receiving, stocking, issuing and maintaining 
inventory of automotive and heavy-duty transit parts and supplies. 
 
LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
time of appointment and throughout employment. 
 
PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is regularly required to sit, walk, climb and stand; 
talk and hear; use hands to manipulate, handle, feel or operate objects, tools or controls; reach with hands 
and arms; and perform repetitive movements of hands or wrists. The employee is regularly required to 
bend and twist at the neck and occasionally reach overhead.  Work may require lifting up to 50 pounds 
unaided.   Specific visual abilities required for this job include close vision, distance vision, the ability to 
see colors and shades, and the ability to perceive depth. 

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; performs detailed work; deals with 
multiple concurrent tasks; and interacts with others encountered in the course of work. 

Work Environment:  

The employee works in a shop environment where the noise level may be loud and there is potential 
exposure to fumes, dust, grease, air contaminants, hazardous materials and chemicals. 
 
OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 

 May occasionally require working extended hours or hours outside of regular schedule. 
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Class Code: Class Code 
       FLSA Status: Pending 

Systems Administrator I 
Bargaining Unit: SEA 

 
DEFINITION: 

Under general supervision, a Systems Administrator I performs a limited range of professional information 
technology duties related to the design, development, administration, and maintenance of METRO 
computer systems; administers LINUX/UNIX and Windows based systems; analyzes and resolves system 
operation problems including those related to system security, user accounts, network functionality, and 
client-server hardware; and performs other duties as required.   
 
DISTINGUISHING CHARACTERISTICS: 

System Administrator I is the first working-level class in the series.  An incumbent in this class performs a 
limited range of professional analytical technology duties while learning to perform the full scope of 
journey-level work. This class is distinguished from the Systems Administrator II class because an 
incumbent in the latter class performs the full range of journey-level professional systems administration 
work. 
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Configures, supports, troubleshoots and administers server environments; ensures servers are 
patched as needed; restricts access control and monitors server performance; designs multiple 
solutions for remote access; develops scripts to automate tasks. 

 Configures, supports, troubleshoots and administers virtualized environments and ensures they 
are patched, monitored, and load balanced for power usage; patches servers to the network via 
ethernet or fiber and organizes accordingly. 

 Configures, supports, troubleshoots and administers the Windows Active Directory server; adds, 
removes and modifies permissions for users and for access control. 

 Configures, supports, troubleshoots, and administers network and networking equipment 
including firewalls, routers, switches, and access points.; creates new subnets; patches 
networking equipment and terminates cabling; ensures connections are stable; plans and 
implements upgrades. 

 Performs security analysis on an ongoing basis and recommends best practices for security; 
monitors and mitigates Internet attacks and configures firewall policies to strictly adhere to 
ongoing threats; creates monthly security bulletins to educate non-technical users to avoid 
phishing and social engineering attacks; ensures old insecure protocols are retired and replaced 
with modern secure protocols; configures and monitors intrusion prevention systems.  

 Configures, supports, troubleshoots, and administers the telephony network including hardware, 
endpoints, and connections; adds, removes, or modifies extensions and configures telephony 
environment for best workflows; manages phone trees; ensures mission-critical phone lines work 
for customers to book rides and speak with customer service; configures and manages call center 
helpdesk queues; provides users with the most updated services available. 
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 Ensures backups are installed and running accurately; creates backup file systems and tests 
backups to ensure the quality of backup data; ensures scheduled backups are run and stored 
securely; plans for disaster recovery; plans and upgrades to modern network attached storage 
solutions.   

 Deploys computers, network/telephone equipment, or troubleshoots onsite.  

 Assists customer service with customer accounts; supports various third-party software tools in 
finance, purchasing, asset tracking, para-transit, telephony, and call center; assists with 
installation of self-hosted or third-party software. 

 Provides desktop support via phone call, email, ticket, or walk in as required. 

 May drive a METRO vehicle to pick up or deliver materials, correspondence or documents.  

 Performs other duties as assigned. 
 

EMPLOYMENT STANDARDS: 

Knowledge of: 

 Advanced computer hardware technology. 

 Advanced network security, cryptography, encryption, secure data removal. 

 Advanced networking (TCP-IP stack, OSI model, subnetting, switching, routing, wireless). 

 Advanced anti-virus technologies. 

 Advanced security protocols. 

 Advanced Windows Operating systems. 

 LINUX Operating systems. 

 Citrix Desktop environment. 

 VOIP 

 Scripting such as Bash, Python, Powershell. 

 Workplace safety issues related to the use of computers. 

 Remote access technologies. 

 

Ability to: 

 Analyze system architecture and design, recommend and implement improvements based on 

new technologies.  

 Work independently to analyze hardware and software problems related to the design and 

maintenance of computer systems.   

 Read and interpret complex technical manuals, procedures, and instructions. 

 Clearly and effectively present complex technical information to both technical and non-technical 

users. 

 Analyze and maintain complex computer and networking equipment. 

 Install hardware, software, and system upgrades. 

 Write user instructions and procedures. 

 Adhere to established work schedules and timelines. 

 Balance multiple assignments simultaneously and effectively. 

 Utilize standard office equipment and computer software and learn to use specialized METRO 
software if assigned. 

 Communicate clearly and effectively, both orally and in writing. 
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 Establish and maintain effective working relationships within the department and with other 
divisions, departments, agencies, suppliers, vendors, and the public. 

 

MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 

abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

Bachelor’s degree from an accredited college or university with major coursework in computer science or 
a related field. 
  

AND  
  
Two (2) years of professional experience designing and maintaining network and server systems in a 
Windows, LINIX/UNIX or a similar operating system environment. 
 

LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
time of appointment and throughout employment. 
 
PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear; and use a keyboard.  Work often requires 
stooping at the waist and the repetitive use of both hands to grasp and feel objects.   Work may require 
lifting up to 20 pounds unaided.   Specific visual abilities required for this job include close vision, distance 
vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; uses math and mathematical 
reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with others 
encountered in the course of work. 

Work Environment:  

The employee typically works in a standard office environment where the noise level is moderate. 
 
OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 
 Must maintain strict confidentiality of work-related information.  

 
 
 
*Adopted: 00-00-00  
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Class Code: Class Code 
       FLSA Status: Pending 

Systems Administrator II 
Bargaining Unit: SEA 

 
DEFINITION: 

Under general supervision, a Systems Administrator II performs journey-level professional information 
technology duties related to the design, development, administration, and maintenance of METRO 
computer systems; administers LINUX/UNIX and Windows based systems; analyzes and resolves system 
operation problems including those related to system security, user accounts, network functionality, and 
client-server hardware; and performs other duties as required.   
 
DISTINGUISHING CHARACTERISTICS: 

System Administrator II is the journey-level class in the series.  An incumbent in this class performs the 
full range of journey-level professional analytical technology duties. This class is distinguished from the 
Systems Administrator I class because an incumbent in the latter class performs a limited range of 
professional systems administration work while learning to perform the full-range of journey-level duties. 
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Configures, supports, troubleshoots and administers server environments; ensures servers are 
patched as needed; restricts access control and monitors server performance; designs multiple 
solutions for remote access; develops scripts to automate tasks. 

 Configures, supports, troubleshoots and administers virtualized environments and ensures they 
are patched, monitored, and load balanced for power usage; patches servers to the network via 
ethernet or fiber and organizes accordingly. 

 Configures, supports, troubleshoots and administers the Windows Active Directory server; adds, 
removes and modifies permissions for users and for access control. 

 Configures, supports, troubleshoots, and administers network and networking equipment 
including firewalls, routers, switches, and access points.; creates new subnets; patches 
networking equipment and terminates cabling; ensures connections are stable; plans and 
implements upgrades. 

 Performs security analysis on an ongoing basis and recommends best practices for security; 
monitors and mitigates Internet attacks and configures firewall policies to strictly adhere to 
ongoing threats; creates monthly security bulletins to educate non-technical users to avoid 
phishing and social engineering attacks; ensures old insecure protocols are retired and replaced 
with modern secure protocols; configures and monitors intrusion prevention systems.  

 Configures, supports, troubleshoots, and administers the telephony network including hardware, 
endpoints, and connections; adds, removes, or modifies extensions and configures telephony 
environment for best workflows; manages phone trees; ensures mission-critical phone lines work 
for customers to book rides and speak with customer service; configures and manages call center 
helpdesk queues; provides users with the most updated services available. 

 Ensures backups are installed and running accurately; creates backup file systems and tests 
backups to ensure the quality of backup data; ensures scheduled backups are run and stored 

Attachment C

16C.237



securely; plans for disaster recovery; plans and upgrades to modern network attached storage 
solutions.   

 Deploys computers, network/telephone equipment, or troubleshoots onsite.  

 Assists customer service with customer accounts; supports various third-party software tools in 
finance, purchasing, asset tracking, para-transit, telephony, and call center; assists with 
installation of self-hosted or third-party software. 

 Provides desktop support via phone call, email, ticket, or walk in as required. 

 May drive a METRO vehicle to pick up or deliver materials, correspondence or documents.  

 Performs other duties as assigned. 
 

EMPLOYMENT STANDARDS: 

Knowledge of: 

 Advanced computer hardware technology. 

 Advanced network security, cryptography, encryption, secure data removal. 

 Advanced networking (TCP-IP stack, OSI model, subnetting, switching, routing, wireless). 

 Advanced anti-virus technologies. 

 Advanced security protocols. 

 Advanced Windows Operating systems. 

 LINUX Operating systems. 

 Citrix Desktop environment. 

 VOIP 

 Scripting such as Bash, Python, Powershell. 

 Workplace safety issues related to the use of computers. 

 Remote access technologies. 

 

Ability to: 

 Analyze system architecture and design, recommend and implement improvements based on 

new technologies.  

 Work independently to analyze hardware and software problems related to the design and 

maintenance of computer systems.   

 Read and interpret complex technical manuals, procedures, and instructions. 

 Clearly and effectively present complex technical information to both technical and non-technical 

users. 

 Analyze and maintain complex computer and networking equipment. 

 Install hardware, software, and system upgrades. 

 Write user instructions and procedures. 

 Adhere to established work schedules and timelines. 

 Balance multiple assignments simultaneously and effectively. 

 Utilize standard office equipment and computer software and learn to use specialized METRO 
software if assigned. 

 Communicate clearly and effectively, both orally and in writing. 

 Establish and maintain effective working relationships within the department and with other 
divisions, departments, agencies, suppliers, vendors, and the public. 
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MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 

abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

Bachelor’s degree from an accredited college or university with major coursework in computer science or 
a related field. 
  

AND  
  
Two (2) years of professional experience designing and maintaining network and server systems in a 
Windows, LINIX/UNIX or a similar operating system environment. 
 

LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
time of appointment and throughout employment. 
 
PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear; and use a keyboard.  Work often requires 
stooping at the waist and the repetitive use of both hands to grasp and feel objects.   Work may require 
lifting up to 20 pounds unaided.   Specific visual abilities required for this job include close vision, distance 
vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; uses math and mathematical 
reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with others 
encountered in the course of work. 

Work Environment:  

The employee typically works in a standard office environment where the noise level is moderate. 
 
OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 
 Must maintain strict confidentiality of work-related information.  

 
 
 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
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Class Code: Class Code 
       FLSA Status: Pending 

Ticket and Pass Program Specialist 
Bargaining Unit: SEA 

 
DEFINITION: 

Under general supervision, a Ticket and Pass Program Specialist performs bookkeeping, record-keeping 
and general support duties for METRO’s Ticket and Pass Sales Program; distributes METRO tickets and 
passes to agents/vendors; maintains detailed records pertaining to ticket and pass sales in computerized 
and hard copy files; verifies cash receipts and prepares bank deposits; orders supplies and maintains 
ticket/pass stock; gathers and compiles data for statistical or financial reports; provides information to 
employees and the public; and performs other duties as assigned.  
 
DISTINGUISHING CHARACTERISTICS: 

Ticket and Pass Program Specialist is a journey-level clerical and program support class.  An incumbent in 
this class performs clerical accounting tasks of average difficulty requiring a basic knowledge of 
bookkeeping principles and methods as well as general departmental policies, practices, and procedures.  
An incumbent in this class also works with agents and vendors to coordinate day-to-day program 
operations and to encourage public participation in the program. 
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Performs clerical accounting, bookkeeping, record-keeping and general support functions for 
METRO’s Ticket and Pass Sales Program. 

 Communicates with ticket agents and vendors to determine the need for METRO tickets and 
passes and to encourage participation in the program; delivers tickets and passes; records 
information on past sales and new ticket and pass deliveries; delivers regular orders of tickets and 
passes to the METRO information booth; may process large quantities of tickets and passes if 
requested by customers. 

 Maintains various records and information in manual and automated files related to ticket and 
pass sales including sales reports, deposit slips, receipts, invoices, field trip forms, complimentary 
passes, and other documents; compiles data and prepares reports on sales revenue, cash receipts, 
and other program activities; develops new or ad hoc reports as requested by management. 

 Prepares deposit slips and makes bank deposits according to established protocols. 

 Monitors Ticket Vending Machine (TVM) sales; contacts maintenance as needed to repair 
machines; meets with security staff on a regular basis to retrieve revenues from TVM’s and refill 
machines with change; counts and deposits TVM revenues; orders change to refill machines; 
updates program records with revenue information.  

 Responds to ticket and pass requests received through Internet sales; prepares and mails orders; 
updates customer information on the METRO website; assists customers with establishing METRO 
website accounts. 

 Provides program information and orientation to potential and new ticket agents and vendors on 
how the program works and their role in selling tickets and passes; solicits new potential agents; 
provides agents with marketing materials. 

 Develops procedures for own work. 
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 Communicates with outside contractors during periodic audits. 

 Maintains inventories and orders supplies.  

 Types memoranda, letters, reports, contracts, purchase orders, statistical data, specifications, and 
other documents as directed.  

 Answers telephones and provides information to employees and the public.  

 Operates standard office equipment including a computer, typewriter, photocopy machine, fax, 
and photo identification equipment; utilizes METRO computer software in performing job tasks.   

 May drive a METRO vehicle to pick up or deliver materials, correspondence or documents.  

 Performs other duties as assigned. 
 

EMPLOYMENT STANDARDS: 

Knowledge of: 

 Basic bookkeeping methods. 

 Basic clerical processes pertaining to accounting, purchasing, and data maintenance. 

 Modern office practices, procedures, and equipment. 

 Basic methods of maintaining information in digital or hard copy files. 

 Basic clerical methods of researching, gathering, organizing and reporting data. 

 Basic methods of prioritizing, planning and organizing work. 

 Basic time management techniques. 

 Basic clerical customer service techniques. 

 Basic mathematics including addition, subtraction, multiplication, division, and percentages. 

 Telephone techniques and etiquette. 

 Correct English usage, grammar, spelling, punctuation, and vocabulary. 
 The effective use of modern office equipment, personal computers, and standard business 

software.  

Ability to: 

 Perform clerical accounting, bookkeeping, record-keeping, and field work with substantial 
independence, good judgment, and discretion. 

 Follow oral and written instructions accurately. 

 Devise and adapt work procedures to meet changing needs. 

 Understand the relationship between account records and documents for recording and reporting 
purposes. 

 Perform routine reconciliations within a record-keeping system. 

 Maintain records and control systems with accuracy and attention to detail. 

 Input data into a database. 

 Type correspondence and routine documents. 

 Adhere to established work schedules and timelines. 

 Maintain a calm demeanor in stressful situations. 

 Balance multiple assignments simultaneously and effectively. 

 Utilize standard office equipment and computer software and learn to use specialized METRO 
software if assigned. 

 Communicate clearly and effectively, both orally and in writing. 

 Establish and maintain effective working relationships within the department and with other 
divisions, departments, agencies, suppliers, vendors, and the public.  
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MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

Two (2) years of clerical accounting, bookkeeping or financial record-keeping experience. 
 
LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
time of appointment and throughout employment. 

 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is often required to reach with hands and arms; 
walk and sit; use finger dexterity; and talk and hear.  Work often requires the repetitive use of both hands 
to grasp and feel objects and use a keyboard.  The employee is regularly required to stoop at the waist, 
kneel, crouch, and stand.   Occasional lifting up to 25 pounds unaided may be required.   Specific visual 
abilities required for this job include close vision, distance vision, the ability to see colors and shades, and 
the ability to perceive depth.  

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; uses basic math and mathematical reasoning; performs 
detailed work; deals with multiple concurrent tasks; and interacts with others encountered in the course 
of work. 

Work Environment:  

The employee works in a standard office environment where the noise level is usually moderate.  May 
work out in the field when needed.   
 
OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 

 May occasionally require working extended hours or hours outside of regular schedule. 
 
 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Financial Administrative Support 
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Class Code: Class Code 
       FLSA Status: Pending 

Transit Supervisor 
Bargaining Unit: PSA 

 
DEFINITION: 

Under direction, a Transit Supervisor performs supervisory and transit operations work related to 
directing and coordinating the daily operation of METRO’s bus fleet; schedules and dispatches Bus 
Operators; ensures that assigned operations comply with applicable laws, regulations, policies, and 
procedures; and performs other duties as assigned.  
 
DISTINGUISHING CHARACTERISTICS: 

Transit Supervisor is a supervisory transit operations classification.  In addition to required supervisory 
duties, an incumbent in this class primarily performs either Bus Operator field dispatching or scheduling.  
However, an incumbent will also be cross-trained to ensure adequate coverage across all areas and must, 
therefore, be able to perform the full range of class functions. 
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Supervises subordinate staff; assigns, directs, schedules, and monitors work; provides staff 
training; evaluates employee performance; counsels subordinate staff; initiates or has significant 
input into disciplinary actions; may testify in disciplinary hearings. 

 Participates in the recruitment, selection, and on-boarding process of new departmental 
employees. 

 Performs a variety of timekeeping duties; reviews and approves or disapproves overtime and time 
off; records time off requests in compliance with labor agreement(s); tracks attendance and 
monitors attendance incentive records; prepares daily extra-board schedule; completes related 
paperwork for all Operations Yards; coordinates various timekeeping functions with operations 
departments.  

 Establishes and maintains timekeeping-related data, records, and documents, including but not 
limited to, annual leave calendar, sick calls and general leave of absence calendar in accordance 
with applicable labor contract(s); notifies Bus Operators of changes as required.  

 Responds to issues in the field, including but not limited to, farebox issues, mechanical problems, 
route delays, passenger problems, and unusual or emergency situations both on buses or at bus 
stops. 

 Assists in investigating accidents and incidents on METRO buses and property; completes required 
paperwork and reports; identifies causes of accidents and recommends the follow up action, if 
needed. 

 Schedules random, reasonable suspicion, and post-accident drug and alcohol testing of Bus 
Operators in compliance with Department of Transportation (DOT) and Federal Transit 
Administration (FTA) regulations.  

 Receives and investigates complaints, completes required paperwork, and recommends the 
follow up action, as appropriate.  
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 Monitors two-way radio system and in-field operations, ensuring compliance with Federal and 
State regulations and METRO operating procedures; communicates with maintenance and other 
departments as needed; operates the base radio station and directs operators over the radio as 
necessary; dispatches road supervisory personnel.  

 Prepares daily coach and operator schedules; prepares operator paddles and other materials; 
performs in-field bus exchanges and transports Bus Operators when needed; replaces Operators 
as necessary; assigns buses and replacement buses as needed. 

 Coordinates scheduling with a variety of agencies, including Caltrans and law enforcement, to 
work around detours related to emergencies, construction, special events, or other situations. 

 Adds or drops individual runs based on available resources, ensuring compliance with applicable 
labor contract provisions. 

 May assist in planning and evaluating routes, route extensions, deletions, schedule time points, 
and other system modifications.  

 Participates in the quarterly bid process as assigned.  

 May testify in court and represent METRO in court appearances as directed.  

 Performs data entry to update and maintain information in digital files; compiles and prepares 
data for statistical and accounting reports; may create spreadsheets and other tools to track 
information; types correspondence and other documents; provides information to employees 
and the public.  

 Operates standard office equipment including a computer, typewriter, photocopy machine, and 
fax; utilizes computer software in performing job tasks.   

 May drive a METRO vehicle to perform assignments.  

 Attends a variety of meetings as directed. 

 Performs other duties as assigned. 
 
EMPLOYMENT STANDARDS: 

Knowledge of: 

 Principles and practices of employee supervision, including performance evaluation and 
progressive discipline. 

 Applicable Federal, State, and local laws and regulations pertaining to the area of assignment, 
including State Vehicle Codes as well as Cal-OSHA, DOT and FTA regulations. 

 METRO labor contracts.  
 Local and regional transportation services. 

 Principles and practices of effective transit bus operations. 

 Modern office practices, procedures, and equipment. 

 Methods of maintaining information in digital or hard copy files. 

 Methods of researching, gathering, organizing and reporting data. 

 Methods of prioritizing, planning and organizing work. 

 Time management techniques. 

 Clerical customer service techniques. 

 Basic mathematics including addition, subtraction, multiplication, division, and percentages. 

 Telephone techniques and etiquette. 

 Correct English usage, grammar, spelling, punctuation, and vocabulary. 
 The effective use of modern office equipment, personal computers, and standard business 

software.  
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Ability to: 

 Supervise and motivate subordinate staff effectively. 

 Interpret, explain, and ensure compliance with relevant laws, policies, regulations, and 
requirements. 

 Learn radio procedures and operate a base radio station. 

 Maintain records and control systems with accuracy and attention to detail. 

 Input data into a database. 

 Adhere to established work schedules and timelines. 

 Maintain a calm demeanor in stressful situations.  

 Work independently using good judgment, tact, and discretion. 

 Balance multiple assignments simultaneously and effectively. 

 Utilize standard office equipment and computer software and learn to use specialized METRO 
software if assigned. 

 Communicate clearly and effectively, both orally and in writing. 

 Establish and maintain effective working relationships within the department and with other 
divisions, departments, agencies, suppliers, vendors, and the public.  

 
MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

Two (2) years of progressively responsible experience as a Transit Bus Operator with Santa Cruz Metro. 

 

OR 

 

Three (3) years of progressively responsible experience as a public transit bus operator.   
 

AND 
 
Previous experience serving as a lead worker is desirable. 
 
LICENSES AND CERTIFICATES: 

A valid California Class B driver license with passenger endorsement and safe driving record are required 
at the time of appointment and throughout employment. 
 
SPECIAL REQUIREMENTS: 

 Driving record will be reviewed as part of the application process. 
 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  
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While performing the duties of this job, the employee is regularly required to sit, walk, climb and stand; 
talk and hear; use hands to manipulate, handle, feel or operate objects, tools or controls; reach with hands 
and arms; and perform repetitive movements of hands or wrists. The employee is regularly required to 
bend and twist at the neck and occasionally reach overhead.  Work may require lifting up to 50 pounds 
unaided.   Specific visual abilities required for this job include close vision, distance vision, the ability to 
see colors and shades, and the ability to perceive depth. 

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; performs detailed work; deals with 
multiple concurrent tasks; and interacts with others encountered in the course of work. 

Work Environment:  

The employee typically works in an office environment where the noise level is usually moderate.  The 
employee occasionally works in a field environment with potential exposure to varied weather conditions, 
dust, fumes, and hazardous materials and where the noise level is loud.   
 
OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 

 Required to be able to respond to emergency situations seven days per week, 24 hours per day. 

 Must be able to work a variety of shifts, which may include weekdays or weekends; and day, swing 
and/or graveyard shifts. 

 
 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Transit Operations 
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Class Code: Class Code 
       FLSA Status: Pending 

Transportation Planner I 
Bargaining Unit: SEA 

 
DEFINITION: 

Under general supervision, a Transportation Planner I performs a limited range of professional planning 
duties in support of METRO transportation planning functions and processes; conducts transit planning 
and service delivery studies and identifies issues; obtains, organizes, analyzes and presents data for 
transportation-related studies; participates in planning policy development; assists in the preparation 
and presentation of oral and written reports; and performs other duties as assigned.  
 
DISTINGUISHING CHARACTERISTICS: 

Transportation Planner I is the entry-level class in the series.  An incumbent in this class performs tasks 
requiring a general interpretation and application of specialized transportation planning laws, regulations, 
policies and procedures.  This class may be distinguished from the higher-level class of Transportation 
Planner II because an incumbent in the latter class performs the full scope of journey-level professional 
planning work.   
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Performs a limited range of professional planning duties in support of METRO transportation 
planning functions and processes while learning to perform the full scope of journey-level 
professional work. 

 Performs a variety of transit planning and service delivery studies; develops work plans and 
budget estimates for studies; implements survey techniques and processes; collects and analyzes 
data and makes recommendations using transportation planning and statistical methods, 
modeling, and budgeting and financial analyses data; forecasts future transit, transportation, 
economic or demographic conditions and trends.    

 Monitors current transit service levels and identifies potential areas for study; analyzes service 
delivery parameters such as boarding and alighting and safety concerns; analyzes technical, 
demographic, economic, and financial data used for assessing route and schedule changes and 
the development of service enhancements; conducts cost-benefit analyses on service 
enhancement proposals.  

 Analyzes route and schedule performance to determine areas for transit service improvement in 
terms of efficiency, productivity and effectiveness; assists in planning numbers of stops, length of 
route and runs per shift for routes according to union/management procedures and cost per 
mile/hour; prepares written evaluations of proposed route, service, and schedule changes. 

 Prepares planning reports, forecasts, and recommendations related to transportation system 
improvements; prepares statistical charts, maps, and other documents to accompany studies, 
reports and presentations; prepares ridership, on-time performance, productivity, and other 
route and service measurement reports for the General Manager, Board of Directors and others 
as requested. 

 Develops, interprets, monitors and writes transit documents or proposed transportation policies; 
assists in the development of capital programs, grant applications for transportation funds, and 
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the development of capital funding strategies; assists in the development of regional and 
jurisdictional service plans and cost proposals. 

 Reviews and makes recommendations on development applications related to transportation 
service; provides documents and other information useful for evaluating development 
applications related to transportation service. 

 As part of an outreach team, briefs members of the public and representatives of community 
organizations regarding pending and evaluations of and pending changes to routes and service 
changes as part of an outreach team. 

 Responds orally and in writing to requests from the public, staff, governmental agencies, advisory 
committees and community groups for information regarding existing services and funding, 
suggested service adjustments and long-range planning issues. 

 Performs GIS work including data manipulation/conversion, spatial and statistical analysis, map-
making, documentation, technical support and application development. 

 Prepares written and graphical information and may make oral presentations on transit and 
service related issues to the Board of Directors, staff, service users, governmental agencies, 
advisory committees and community groups.  

 May function as a project lead with other professional staff and consultants. 

 May act as METRO’s liaison with cities, other local/regional agencies and community groups 
regarding transportation issues. 

 Makes mathematical and statistical calculations; updates and maintains planning databases and 
directories.    

 Provides information to employees and the public.  

 Operates standard office equipment including a computer, typewriter, photocopy machine, fax, 
and photo identification equipment; utilizes METRO computer software in performing job tasks.   

 May drive a METRO vehicle to perform work assignments.  

 Performs other duties as assigned. 
 

EMPLOYMENT STANDARDS: 

Knowledge of: 

 Principles, concepts, goals and technical aspects of transportation planning and capital funding 
including traffic demand requirements. 

 Applicable Federal, State and local laws governing transit operations, including funding programs 
and data reporting requirements. 

 Physical, environmental, economic, aesthetic and social implications involved in transportation 
planning and transit-related development. 

 Principles of traffic demand management and measures of transit effectiveness used to assess 
route performance. 

 Working knowledge of attractions and locations that generate transit patronage. 

 Professional methods of researching, gathering, organizing and reporting data. 

 Techniques for surveying and transmitting information. 

 Financial and statistical analysis methods. 

 Budgeting and financial analysis concepts and practices, including cost analysis and modeling. 

 Community interrelationships. 

 Computer software common to the planning function (i.e., word processing, spreadsheet, 
modeling, mapping) at the intermediate level. 

 Project management methods and techniques.  
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 Modern office practices, procedures and equipment. 

 Business correspondence, formatting and report writing.        

 Manual and automated record-keeping and filing systems. 

 Advanced methods of maintaining information in computerized or hard copy files. 

 Methods of prioritizing, planning and organizing work. 

 Advanced time management techniques. 

 Customer service techniques. 

 Intermediate mathematics including addition, subtraction, multiplication, division, percentages 
and basic statistics.  

 Correct English usage, grammar, spelling, punctuation and vocabulary. 

 The effective use of modern office equipment, personal computers and standard business 
software.  

Ability to: 

 Analyze issues and numerical measures associated with transportation planning projects, 
including estimates derived from computer models, engineering estimates of costs and benefits 
and public input. 

 Develop recommendations for immediate, short-, and long-range transportation service 
enhancements and capital requirements based on findings in studies, field observations and 
public contacts.  

 Design and recommend transit service changes. 

 Participate in a variety of transportation planning outreach activities and effectively advocate and 
promote the use of public transit. 

 Read, analyze, understand and interpret complex scientific and technical journals, financial 
reports and legal documents. 

 Conduct cost/benefit, impact and other related technical analyses. 

 Formulate a response to inquiries or complaints from customers, regulatory agencies, local 
government representatives, citizen groups or members of the business community. 

 Keep abreast of current trends in the field. 

 Write letters, memoranda, board, planning and technical reports and fact sheets designed to be 
understood by all audiences, including the general public. 

 Design graphics/maps using computer/drawing software for publication studies. 

 Prioritize projects based on established criteria. 

 Adhere to established work schedules and timelines. 

 Work independently using good judgment, tact and discretion. 

 Balance multiple assignments simultaneously and effectively. 

 Utilize standard office equipment and computer software and learn to use specialized METRO 
software if assigned. 

 Maintain confidentiality of materials, records, files and other privileged information. 

 Communicate clearly and effectively, both orally and in writing. 

 Establish and maintain effective working relationships within the department and with other 
divisions, departments, agencies, suppliers, vendors and the public.  
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MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

Bachelor’s degree from an accredited college or university with major coursework in urban or regional 
planning, urban studies, geography, Geographic Information Systems (GIS), public administration, political 
science, finance or a related field. 

 
AND 

 
Recent experience working with raw data files and ESRI GIS software to create and analyze spatial data, 
create high-quality maps, and develop GIS-based solutions/scheduling applications is desirable. 
 
Master’s degree is desirable. 
 
LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
time of appointment and throughout employment. 
 
Certification by the American Institute of Certified Planners (AICP) or  
OR 
Possession of a Professional Transportation Planner (PTP) certificate is desirable. 
 
PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear; and use a keyboard.  Work often requires 
stooping at the waist and the repetitive use of both hands to grasp and feel objects.   Work may require 
lifting up to 20 pounds unaided.   Specific visual abilities required for this job include close vision, distance 
vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; uses math and mathematical 
reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with others 
encountered in the course of work. 

Work Environment:  

The employee typically works in a standard office environment where the noise level is moderate.  
 
OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 

 Must participate in professional development activities.   
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 May occasionally require working extended hours or hours outside of regular schedule. 

 May require occasional travel.  
 
 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Planning Professional 
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Class Code: Class Code 
       FLSA Status: Pending 

Transportation Planner II 
Bargaining Unit: SEA 

 
DEFINITION: 

Under direction, a Transportation Planner II performs the full range of journey-level professional planning 
duties in support of METRO transportation planning functions and processes; conducts transit planning 
and service delivery studies and identifies issues; obtains, organizes, analyzes and presents data for 
transportation-related studies; participates in planning policy development; prepares and presents 
oral and written reports; and performs other duties as assigned.  
 
DISTINGUISHING CHARACTERISTICS: 

Transportation Planner II is the journey-level class in the professional planning series.  An incumbent in 
this class performs professional planning tasks requiring analysis, interpretation and application of 
specialized transportation planning laws, regulations, policies and procedures.  This class may be 
distinguished from the lower-level class of Transportation Planner I because an incumbent in the latter 
class performs a limited range of duties while learning to perform the full scope of journey-level 
professional planning work.  This class can also be distinguished from the higher-level class of Senior 
Transportation Planner because an incumbent in the latter class performs advanced and specialized 
professional planning work and typically serves as a lead worker over subordinate professional staff.   
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Performs the full scope of journey-level, professional planning duties in support of METRO 
transportation planning functions and processes. 

 Performs a variety of transit planning and service delivery studies; develops work plans and 
budget estimates for studies; implements survey techniques and processes; collects and analyzes 
data and makes recommendations using transportation planning and statistical methods, 
modeling, and budgeting and financial analyses data; forecasts future transit, transportation, 
economic or demographic conditions and trends.    

 Monitors current transit service levels and identifies potential areas for study; analyzes service 
delivery parameters such as boarding and alighting and safety concerns; analyzes technical, 
demographic, economic, and financial data used for assessing route and schedule changes and 
the development of service enhancements; conducts cost-benefit analyses on service 
enhancement proposals.  

 Analyzes route and schedule performance to determine areas for transit service improvement in 
terms of efficiency, productivity and effectiveness; assists in planning numbers of stops, length of 
route and runs per shift for routes according to union/management procedures and cost per 
mile/hour; prepares written evaluations of proposed route, service, and schedule changes. 

 Prepares planning reports, forecasts, and recommendations related to transportation system 
improvements; prepares statistical charts, maps, and other documents to accompany studies, 
reports and presentations; prepares ridership, on-time performance, productivity, and other 
route and service measurement reports for the General Manager, Board of Directors and others 
as requested. 
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 Develops, interprets, monitors and writes transit documents or proposed transportation policies; 
assists in the development of capital programs, grant applications for transportation funds, and 
the development of capital funding strategies; assists in the development of regional and 
jurisdictional service plans and cost proposals. 

 Reviews and makes recommendations on development applications related to transportation 
service; provides documents and other information useful for evaluating development 
applications related to transportation service. 

 Briefs members of the public and representatives of community organizations regarding pending 
changes to routes and service changes as part of an outreach team. 

 Responds orally and in writing to requests from the public, staff, governmental agencies, advisory 
committees and community groups for information regarding existing services and funding, 
suggested service adjustments and long-range planning issues. 

 Performs GIS work including data manipulation/conversion, spatial and statistical analysis, map-
making, documentation, technical support and application development. 

 Prepares written and graphical information and may make oral presentations on transit and 
service related issues to the Board of Directors, staff, service users, governmental agencies, 
advisory committees and community groups.  

 May function as a project lead with other professional staff and consultants. 

 May act as METRO’s liaison with cities, other local/regional agencies and community groups 
regarding transportation issues. 

 Makes mathematical and statistical calculations; updates and maintains planning databases and 
directories.    

 Provides information to employees and the public.  

 Operates standard office equipment including a computer, typewriter, photocopy machine, fax, 
and photo identification equipment; utilizes METRO computer software in performing job tasks.   

 May drive a METRO vehicle to perform work assignments.  

 Performs other duties as assigned. 
 

EMPLOYMENT STANDARDS: 

Knowledge of: 

 Principles, concepts, goals and technical aspects of transportation planning and capital funding 
including traffic demand requirements. 

 Applicable Federal, State and local laws governing transit operations, including funding programs 
and data reporting requirements. 

 Physical, environmental, economic, aesthetic and social implications involved in transportation 
planning and transit-related development. 

 Principles of traffic demand management and measures of transit effectiveness used to assess 
route performance. 

 Working knowledge of attractions and locations that generate transit patronage. 

 Professional methods of researching, gathering, organizing and reporting data. 

 Techniques for surveying and transmitting information. 

 Financial and statistical analysis methods. 

 Budgeting and financial analysis concepts and practices, including cost analysis and modeling. 

 Community interrelationships. 

 Computer software common to the planning function (i.e., word processing, spreadsheet, 
modeling, mapping) at the intermediate level. 
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 Project management methods and techniques.  

 Modern office practices, procedures and equipment. 

 Business correspondence, formatting and report writing.        

 Manual and automated record-keeping and filing systems. 

 Advanced methods of maintaining information in computerized or hard copy files. 

 Methods of prioritizing, planning and organizing work. 

 Advanced time management techniques. 

 Customer service techniques. 

 Intermediate mathematics including addition, subtraction, multiplication, division, percentages 
and basic statistics.  

 Correct English usage, grammar, spelling, punctuation and vocabulary. 

 The effective use of modern office equipment, personal computers and standard business 
software.  

Ability to: 

 Analyze issues and numerical measures associated with transportation planning projects, 
including estimates derived from computer models, engineering estimates of costs and benefits 
and public input. 

 Develop recommendations for immediate, short, and long-range transportation service 
enhancements and capital requirements based on findings in studies, field observations and 
public contacts.  

 Design and recommend transit service changes. 

 Participate in a variety of transportation planning outreach activities and effectively advocate and 
promote the use of public transit. 

 Read, analyze, understand and interpret complex scientific and technical journals, financial 
reports and legal documents. 

 Conduct cost/benefit, impact and other related technical analyses. 

 Formulate a response to inquiries or complaints from customers, regulatory agencies, local 
government representatives, citizen groups or members of the business community. 

 Keep abreast of current trends in the field. 

 Write letters, memoranda, board, planning and technical reports and fact sheets designed to be 
understood by all audiences, including the public. 

 Design graphics/maps using computer/drawing software for publication studies. 

 Prioritize projects based on established criteria. 

 Adhere to established work schedules and timelines. 

 Work independently using good judgment, tact and discretion. 

 Balance multiple assignments simultaneously and effectively. 

 Utilize standard office equipment and computer software and learn to use specialized METRO 
software if assigned. 

 Maintain confidentiality of materials, records, files and other privileged information. 

 Communicate clearly and effectively, both orally and in writing. 

 Establish and maintain effective working relationships within the department and with other 
divisions, departments, agencies, suppliers, vendors and the public.  
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MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

Bachelor’s degree from an accredited college or university with major coursework in urban or regional 
planning, urban studies, geography, Geographic Information Systems (GIS), public administration, political 
science, finance or a related field. 

 
AND 

 
Three (3) years of increasingly responsible professional experience performing transportation planning or 
transportation systems analysis for a public transportation system.  Experience must have also included 
at least two (2) years of recent professional experience working with raw data files and ESRI GIS software 
to create and analyze spatial data, create high-quality maps, and develop GIS-based solutions/scheduling 
applications. 
 
Master’s degree is desirable. 
 
LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
time of appointment and throughout employment. 
 
Certification by the American Institute of Certified Planners (AICP) 
OR 
Possession of a Professional Transportation Planner (PTP) certificate is desirable. 
 
PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear; and use a keyboard.  Work often requires 
stooping at the waist and the repetitive use of both hands to grasp and feel objects.   Work may require 
lifting up to 20 pounds unaided.   Specific visual abilities required for this job include close vision, distance 
vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; uses math and mathematical 
reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with others 
encountered in the course of work. 

Work Environment:  

The employee typically works in a standard office environment where the noise level is moderate.  
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OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 

 Must participate in professional development activities.   

 May occasionally require working extended hours or hours outside of regular schedule. 

 May require occasional travel.  
 
 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Planning Professional 
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Class Code: Class Code 
       FLSA Status: Pending 

Transportation Planning Supervisor 
Bargaining Unit: PSA 

 
DEFINITION: 

Under general direction, a Transportation Planning Supervisor performs supervisory and advanced 
professional planning duties to support METRO transportation planning functions and processes; 
supervises the implementation of transit planning and service delivery studies and the identification of 
issues; directs and supervises the gathering, organizing, analysis and presentation of data for 
transportation-related studies; develops and recommends planning policies; directs and supervises the 
preparation and presentation of oral and written planning reports; and performs other duties as 
assigned.  
 
DISTINGUISHING CHARACTERISTICS: 

Senior Transportation Planner is the supervisory-level class in the series.  An incumbent in this class 
supervises and performs tasks requiring analysis, interpretation and application of specialized 
transportation planning laws, regulations, policies and procedures.  This class may be distinguished from 
the lower-level class of Senior Transportation Planner because an incumbent in the latter class performs 
advanced and specialized professional planning work and typically serves as a lead worker over 
subordinate professional staff. 
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Supervises subordinate professional planning staff and may supervise technical, clerical or 
support staff; assigns, directs, and monitors work; provides staff training; evaluates employee 
performance; may participate in staff selection; may initiate or have significant input into 
disciplinary actions.  

 Performs difficult and complex transit planning and service delivery studies; develops work plans 
and budget estimates for studies; implements survey techniques and processes; collects and 
analyzes data and makes recommendations using transportation planning and statistical 
methods, modeling, and budgeting and financial analyses data; forecasts future transit, 
transportation, economic or demographic conditions and trends.    

 Monitors current transit service levels and identifies potential areas for study; analyzes service 
delivery parameters such as boarding and alighting and safety concerns; analyzes technical, 
demographic, economic, and financial data used for assessing route and schedule changes and 
the development of service enhancements; conducts cost-benefit analyses on service 
enhancement proposals.  

 Analyzes route and schedule performance to determine areas of transit service improvement in 
terms of efficiency, productivity and effectiveness; assists in planning numbers of stops, length of 
route and runs per shift for routes according to union/management procedures and cost per 
mile/hour; prepares written evaluations of proposed route, service, and schedule changes. 

 Prepares complex planning reports, forecasts, and recommendations related to transportation 
system improvements; prepares statistical charts, maps, and other documents to accompany 
studies, reports and presentations; prepares ridership, on-time performance, productivity, and 
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other route and service measurement reports for the General Manager, Board of Directors and 
others as requested. 

 Develops, interprets, monitors and writes complex transit documents or proposed transportation 
policies; assists in the development of capital programs, grant applications for transportation 
funds, and the development of capital funding strategies; assists in the development of regional 
and jurisdictional service plans and cost proposals. 

 Reviews and makes recommendations on development applications related to transportation 
service; provides documents and other information useful for evaluating development 
applications related to transportation service. 

 Briefs members of the public and representatives of community organizations regarding pending 
and evaluations of and pending changes to routes and service changes as part of an outreach 
team. 

 Responds orally and in writing to requests from the public, staff, governmental agencies, advisory 
committees and community groups for information regarding existing services and funding, 
suggested service adjustments and long-range planning issues. 

 Performs GIS work including data manipulation/conversion, spatial and statistical analysis, map-
making, documentation, technical support and application development. 

 Prepares written and graphical information and may make oral presentations on transit and 
service related issues to the Board of Directors, staff, service users, governmental agencies, 
advisory committees and community groups.  

 Functions as a project lead with other professional staff and consultants. 

 May act as METRO’s liaison with cities, other local/regional agencies and community groups 
regarding transportation issues. 

 Makes mathematical and statistical calculations; updates and maintains planning databases and 
directories.    

 Provides information to employees and the public.  

 Operates standard office equipment including a computer, typewriter, photocopy machine, fax, 
and photo identification equipment; utilizes METRO computer software in performing job tasks.   

 May drive a METRO vehicle to perform work assignments.  

 Performs other duties as assigned. 
 

EMPLOYMENT STANDARDS: 

Knowledge of: 

 Principles and practices of employee supervision, including performance evaluation and 
progressive discipline. 

 Advanced principles, concepts, goals and technical aspects of transportation planning and capital 
funding including traffic demand requirements. 

 Applicable Federal, State and local laws governing transit operations, including funding programs 
and data reporting requirements. 

 Physical, environmental, economic, aesthetic and social implications involved in transportation 
planning and transit-related development. 

 Advanced principles of traffic demand management and measures of transit effectiveness used 
to assess route performance. 

 Attractions and locations that generate transit patronage. 

 Advanced professional methods of researching, gathering, organizing and reporting data. 

 Advanced techniques for surveying and transmitting information. 
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 Advanced financial and statistical analysis methods. 

 Advanced budgeting and financial analysis concepts and practices, including cost analysis and 
modeling. 

 Community interrelationships. 

 Computer software common to the planning function (i.e., word processing, spreadsheet, 
modeling, mapping) at the intermediate level. 

 Advanced project management methods and techniques.  

 Modern office practices, procedures and equipment. 

 Business correspondence, formatting and report writing.        

 Manual and automated record-keeping and filing systems. 

 Advanced methods of maintaining information in computerized or hard copy files. 

 Methods of prioritizing, planning and organizing work. 

 Advanced time management techniques. 

 Advanced customer service techniques. 

 Intermediate mathematics including addition, subtraction, multiplication, division, percentages 
and basic statistics.  

 Correct English usage, grammar, spelling, punctuation and vocabulary. 
 The effective use of modern office equipment, personal computers and standard business 

software.  

Ability to: 

 Effectively supervise and motivate subordinate staff. 

 Analyze complex issues and numerical measures associated with transportation planning projects, 
including estimates derived from computer models, engineering estimates of costs and benefits 
and public input. 

 Develop difficult recommendations for immediate, short-, and long-range transportation service 
enhancements and capital requirements based on findings in studies, field observations and 
public contacts.  

 Design and recommend complex transit service changes. 

 Participate in a variety of transportation planning outreach activities and effectively advocate and 
promote the use of public transit. 

 Read, analyze, understand and interpret complex scientific and technical journals, financial 
reports and legal documents. 

 Conduct complex cost/benefit, impact and other related technical analyses. 

 Formulate a response to inquiries or complaints from customers, regulatory agencies, local 
government representatives, citizen groups or members of the business community. 

 Keep abreast of current trends in the field. 

 Write letters, memorandums, board, planning and technical reports and fact sheets designed to 
be understood by all audiences, including the public. 

 Design graphics/maps using computer/drawing software for publication studies. 

 Prioritize projects based on established criteria. 

 Adhere to established work schedules and timelines. 

 Work independently using good judgment, tact and discretion. 

 Balance multiple assignments simultaneously and effectively. 

 Utilize standard office equipment and computer software and learn to use specialized METRO 
software if assigned. 

 Maintain confidentiality of materials, records, files and other privileged information. 
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 Communicate clearly and effectively, both orally and in writing. 

 Establish and maintain effective working relationships within the department and with other 
divisions, departments, agencies, suppliers, vendors and the public.  

 
MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

Bachelor’s degree from an accredited college or university with major coursework in urban or regional 
planning, urban studies, geography, Geographic Information Systems (GIS), public administration, political 
science, finance or a related field. 

 
AND 

 
Six (6) years of increasingly responsible professional experience performing transportation planning or 
transportation systems analysis for a public transportation system.  Experience must have also included 
at least three (3) years of recent professional experience working with raw data files and ESRI GIS software 
to create and analyze spatial data, create high-quality maps, and develop GIS-based solutions/scheduling 
applications. 
 
Master’s degree is desirable. 
 
LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
time of appointment and throughout employment. 
 
Certification by the American Institute of Certified Planners (AICP) 
OR 
Possession of a Professional Transportation Planner (PTP) certificate is desirable. 
 
PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear; and use a keyboard.  Work often requires 
stooping at the waist and the repetitive use of both hands to grasp and feel objects.   Work may require 
lifting up to 20 pounds unaided.   Specific visual abilities required for this job include close vision, distance 
vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; uses math and mathematical 
reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with others 
encountered in the course of work. 

Work Environment:  
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The employee typically works in a standard office environment where the noise level is moderate.  
 
OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 

 Must participate in professional development activities.   

 May occasionally require working extended hours or hours outside of regular schedule. 

 May require occasional travel.  
 
 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Professional Planning 
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Class Code: Class Code 
       FLSA Status: Pending 

Upholsterer I 
Bargaining Unit: VMU 

 
DEFINITION: 

Under general direction, an Upholsterer I performs a limited range of skilled duties related to upholstery 
and minor structural repairs for METRO vehicles while learning to perform the full-scope of journey-level 
work; repairs seat cushions, backrests, and flooring; assists with minor vehicle body and framework 
repairs; replaces and repairs windows and glass; and performs other duties as assigned.  
 
DISTINGUISHING CHARACTERISTICS: 

Upholsterer I is the first working-level class in the series.  An incumbent in this class performs a limited 
range of skilled tasks to ensure that vehicle upholstery and other structural vehicle components are safe 
and comfortable for passengers and operators.  This position is distinguished from the higher-level class 
of Upholsterer II because an incumbent in the latter class performs the full scope of journey-level 
upholstery work. 
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Performs a limited range of skilled tasks in the maintenance of and repairs to the upholstery of 
buses, METRO equipment, and vehicles while learning to perform the full scope of journey-level 
work.  

 Operates power sewing machine and other related upholstery equipment and tools.  

 Drafts patterns for seat cushions, backrests, and flooring.  

 Cuts and installs upholstery for seats and backrests.  

 Sews, fastens and welts upholstery materials for METRO vehicles.  

 Repairs and replaces seat springs and cushions.   

 Constructs, rebuilds and/or repairs seat assemblies for METRO vehicles and equipment. 

 Makes minor body repairs including: removing, disassembling, straightening, repairing, fitting, 
and replacing damaged body panels and other major component parts or systems; Repairing body 
dents or scratches and preparing for painting; Repairing or replacing damaged windows, mirrors, 
glass or laminates; Repairing, replacing and maintaining interior flooring, side and ceiling panels. 

 Assists with final preparation and detailing of METRO vehicles.  

 Monitors the interior condition of vehicles and equipment and recommends repairs as needed. 

 Recommends the purchase of tools, supplies, materials, and equipment needed for upholstery, 
body and glass repairs.  

 Assists with maintaining an inventory of parts and tools for the upholstery shop. 

 Maintains clean a working area.  

 Maintains METRO property, tools and equipment provided.  

 Performs pickup and delivery functions to satellite facilities.  

 May assist with emergency road service calls and operate buses for maintenance purposes.  

 Maintains written records of repairs on work orders.  

 May provide work coordination and training for Upholsterer I incumbents, as assigned. 
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 Operates a personal computer and standard business software. 

 Performs other duties as assigned. 
 
EMPLOYMENT STANDARDS: 

Knowledge of: 

 Basic principles and practices of upholstery. 

 Basic upholstery cleaning methods and supplies. 

 Basic methods and materials used in the construction and repair of seat covers and backrests as 
well as the reconstruction and repair of seat assemblies, including springs, electrical, 
pneumatic/hydraulic and mechanical seat assemblies. 

 Operation of a power sewing machine and related equipment, as well as hand tools used in the 
upholstery trade. 

 Basic pattern drafting. 

 General shop safety procedures, including the use of trade tools and personal safety equipment.  

 Methods of performing routine automotive body repairs including spot painting. 

 Occupational Safety and Health Standards applicable to bodywork and painting. 

 Hazardous materials handling, disposal and safety practices. 

 Methods of maintaining information in computerized or hard copy files. 

 Methods of prioritizing, planning and organizing work. 

 Time management techniques. 

 Customer service techniques. 

 Basic mathematics including addition, subtraction, multiplication, division, and percentages. 

 Correct English usage, grammar, spelling, punctuation, and vocabulary. 

 The effective use of modern office equipment, personal computers, and applicable standard 
business software.   

Ability to: 

 Operate a power sewing machine and other tools and equipment used in the repair and 
maintenance of METRO vehicles.  

 Read and understand technical information.  

 Read, interpret and apply pattern instructions to measure, cut and sew padding and material 
accurately. 

 Perform basic upholstery work using a variety of materials, including cloth, vinyl, canvas, and 
leather. 

 Estimate material and labor costs. 

 Reconstruct and repair seat assemblies. 

 Perform minor vehicle body repairs. 

 Operate a variety of vehicles and equipment, including forklifts, pallet jacks, and utility vehicles.  

 Maintain records and control systems with accuracy and attention to detail. 

 Input data into a database. 

 Adhere to established work schedules and timelines. 

 Use good judgment and discretion when performing assignments. 

 Effectively balance multiple assignments simultaneously. 

 Utilize standard office equipment and computer software and learn to use specialized METRO 

software if assigned. 
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 Communicate effectively, both orally and in writing. 

 Establish and maintain effective working relationships within the department and with other 

divisions, departments, agencies, suppliers, vendors, and the public.  

 
MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

One (1) year of progressively responsible experience in vehicle upholstery. 
 

OR 
 

Completion of an upholstering apprenticeship program.   
 
LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
time of appointment and throughout employment. 
 
The ability to obtain a valid California Class B driver’s license is required.   
 
SPECIAL REQUIREMENTS: 

 Possession of, or ability to obtain, the tools necessary to perform the duties of the position. 
 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is regularly required to sit, walk and stand; reach, 
twist, turn, kneel, bend, squat and stoop; talk and hear; use hands to grasp, manipulate, handle, feel or 
operate objects, tools or controls; reach with hands and arms; and perform repetitive movements of 
hands or wrists. The employee is regularly required to bend and twist at the neck, reach with hands and 
arms.  Occasional overhead reaching and lifting up to 50 pounds unaided is required.   Specific visual 
abilities required for this job include close vision, distance vision, and the ability to adjust focus.   

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; analyzes and solves problems; uses math and 
mathematical reasoning; performs highly detailed work; deals with multiple concurrent tasks; and 
interacts with others encountered in the course of work. 

Work Environment:  

The employee works in a shop or outdoor environment where the noise level is usually noisy.  The 
employee may be exposed to inclement weather, fumes, dust, grease, air contaminants, and hazardous 
materials and chemicals during the course of work.  
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OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 

 May occasionally require working extended hours or hours outside of regular schedule. 
 
 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Maintenance 
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Class Code: Class Code 
       FLSA Status: Pending 

Upholsterer II 
Bargaining Unit: VMU 

 
DEFINITION: 

Under general direction, an Upholsterer II performs skilled work related to upholstery and minor 
structural repairs for METRO vehicles; repairs seat cushions, backrests, and flooring; assists with minor 
vehicle body and framework repairs; replaces and repairs windows and glass; and performs other duties 
as assigned.  
 
DISTINGUISHING CHARACTERISTICS: 

Upholsterer II is the journey-level class in the series.  An incumbent in this class performs a variety of 
skilled tasks to ensure that vehicle upholstery and other structural vehicle components are safe and 
comfortable for passengers and operators.  This position is distinguished from the lower-level class of 
Upholsterer I because an incumbent in the latter class performs a limited range of duties while learning 
to perform the full scope of journey-level upholstery work. 
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Performs a variety of skilled tasks in the maintenance of and repairs to the upholstery of buses, 
METRO equipment, and vehicles.  

 Operates power sewing machine and other related upholstery equipment and tools.  

 Drafts patterns for seat cushions, backrests, and flooring.  

 Cuts and installs upholstery for seats and backrests.  

 Sews, fastens and welts upholstery materials for METRO vehicles.  

 Repairs and replaces seat springs and cushions.   

 Constructs, rebuilds and/or repairs seat assemblies for METRO vehicles and equipment. 

 Makes minor body repairs including: removing, disassembling, straightening, repairing, fitting, 
and replacing damaged body panels and other major component parts or systems.; Repairing 
body dents or scratches and preparing for painting; Repairing or replacing damaged windows, 
mirrors, glass or laminates; Repairing, replacing and maintaining interior flooring, side and ceiling 
panels. 

 Assists with final preparation and detailing of METRO vehicles.  

 Monitors the interior condition of vehicles and equipment and recommends repairs as needed. 

 Recommends the purchase of tools, supplies, materials, and equipment needed for upholstery, 
body and glass repairs.  

 Assists with maintaining an inventory of parts and tools for the upholstery shop. 

 Maintains clean a working area.  

 Maintains METRO property, tools and equipment provided.  

 Performs pickup and delivery functions to satellite facilities.  

 May assist with emergency road service calls and operate buses for maintenance purposes.  

 Maintains written records of repairs on work orders.  

 May provide work coordination and training for Upholsterer I incumbents, as assigned. 
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 Operates a personal computer and standard business software. 

 Performs other duties as assigned. 
 
EMPLOYMENT STANDARDS: 

Knowledge of: 

 Principles and practices of upholstery. 

 Effective upholstery cleaning methods and supplies. 

 Methods and materials used in the construction and repair of seat covers and backrests as well 
as the reconstruction and repair of seat assemblies, including springs, electrical, 
pneumatic/hydraulic and mechanical seat assemblies. 

 Operation of a power sewing machine and related equipment, as well as hand tools used in the 
upholstery trade. 

 Pattern drafting. 

 General shop safety procedures, including the use of trade tools and personal safety equipment.  

 Methods of performing routine automotive body repairs including spot painting. 

 Occupational Safety and Health Standards applicable to bodywork and painting. 

 Hazardous materials handling, disposal and safety practices. 

 Methods of maintaining information in digital or hard copy files. 

 Methods of prioritizing, planning and organizing work. 

 Time management techniques. 

 Customer service techniques. 

 Basic mathematics including addition, subtraction, multiplication, division, and percentages. 

 Correct English usage, grammar, spelling, punctuation, and vocabulary. 

 The effective use of modern office equipment, personal computers, and applicable standard 
business software.   

Ability to: 

 Operate a power sewing machine and other tools and equipment used in the repair and 
maintenance of METRO vehicles.  

 Read and understand technical information.  

 Read, interpret and apply pattern instructions to measure, cut and sew padding and material 
accurately. 

 Perform upholstery work using a variety of materials, including cloth, vinyl, canvas, and leather. 

 Estimate material and labor costs. 

 Reconstruct and repair seat assemblies. 

 Perform minor vehicle body repairs. 

 Operate a variety of vehicles and equipment, including forklifts, pallet jacks, and utility vehicles.  

 Maintain records and control systems with accuracy and attention to detail. 

 Input data into a database. 

 Adhere to established work schedules and timelines. 

 Use good judgment and discretion when performing assignments. 

 Effectively balance multiple assignments simultaneously. 

 Utilize standard office equipment and computer software and learn to use specialized METRO 

software if assigned. 

 Communicate effectively, both orally and in writing. 
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 Establish and maintain effective working relationships within the department and with other 

divisions, departments, agencies, suppliers, vendors, and the public.  

 
MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

Two (2) years of progressively responsible experience performing vehicle upholstery. 
 

OR 
 

Completion of an upholstering apprenticeship program AND one (1) year of progressively responsible 
experience in vehicle upholstery.   
 
LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
time of appointment and throughout employment. 
 
The ability to obtain a valid California Class B driver’s license is required.   
 
SPECIAL REQUIREMENTS: 

 Possession of, or ability to obtain, the tools necessary to perform the duties of the position. 
 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is regularly required to sit, walk and stand; reach, 
twist, turn, kneel, bend, squat and stoop; talk and hear; use hands to grasp, manipulate, handle, feel or 
operate objects, tools or controls; reach with hands and arms; and perform repetitive movements of 
hands or wrists. The employee is regularly required to bend and twist at the neck, reach with hands and 
arms.  Occasional overhead reaching and lifting up to 50 pounds unaided is required.   Specific visual 
abilities required for this job include close vision, distance vision, and the ability to adjust focus.   

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; analyzes and solves problems; uses math and 
mathematical reasoning; performs highly detailed work; deals with multiple concurrent tasks; and 
interacts with others encountered in the course of work. 

Work Environment:  

The employee works in a shop or outdoor environment where the noise level is usually noisy.  The 
employee may be exposed to inclement weather, fumes, dust, grease, air contaminants, and hazardous 
materials and chemicals during the course of work.  
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OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 

 May occasionally require working extended hours or hours outside of regular schedule. 
 
 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Maintenance 
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Class Code: Class Code 
       FLSA Status: Pending 

Vehicle Body Repair Mechanic 
Bargaining Unit: VMU 

 
DEFINITION: 

Under general supervision, a Vehicle Body Repair Mechanic performs maintenance work related to 
repairing and restoring damaged district vehicles to Original Equipment Manufacturer (OEM) 
specifications; maintains and repairs bus interiors, destination signs, windows and mirrors; and performs 
other duties as assigned.  
 
DISTINGUISHING CHARACTERISTICS: 

Body Repair Mechanic is a journey-level maintenance class.  An incumbent in this class performs tasks to 
ensure the fleet’s body structures and appearances are maintained in an acceptable condition.  
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Repairs damaged bodywork on District vehicles and equipment, including removing, 
disassembling, straightening, fitting, painting, frame measuring, and replacing damaged body 
panels or other component parts or systems.  

 Inspects vehicles and equipment for damage; prepares estimates of labor, materials, and cost of 
repair; recommends parts repair or replacement.  

 Recommends vehicle repairs by outside firms when needed; inspects work performed on District 
vehicles by repair and body shops.     

 Repairs and replaces damaged windows, glass, and mirrors; maintains and repairs destination 
signs; repairs, replaces, and maintains interior flooring and side and ceiling panels; repairs and 
installs fiberglass and plastic parts.  

 Wires and troubleshoots air systems; fabricates vehicles body parts by machining, welding or 
joining; performs metal shrinking.  

 Operates and maintains a variety of manual and power equipment including, but not limited to, 
welding and cutting equipment, hammers, spoons, dollies, sanders, windshield cutters, measuring 
devices, friction jacks, grinders, hydraulic press, and electrical pliers and testers.  

 Operates and maintains paint booth equipment; performs paint mixing, application of primer, 
color matching, clear coating, buffing, striping, wet sanding, waxing, detailing, blocking, blending, 
back taping, side mold installation, and brush touch-up.  

 Maintains records of repairs on work orders.  

 Communicates with vendors such as body repair shops and paint and equipment suppliers, as well 
as other staff.   

 Trains departmental staff to assist in body repair tasks.  

 Maintains District property, tools, and equipment; cleans work area, tools, and equipment; 
maintains a safe work environment, follows proper procedures for handling hazardous materials, 
and utilizes appropriate safety gear, apparel, and equipment.  

 May recommend needs for tooling, equipment, materials, and supplies.  

 Performs emergency repairs on road calls. 
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 Maintains accurate written and electronic records, logs and work orders.  

 Performs data entry to update and maintain information in digital files; may maintain 
spreadsheets and other documents to track information. 

 Operates standard office equipment including a computer, typewriter, photocopy machine, and 
fax machine; utilizes computer software in performing job tasks.   

 May drive a METRO vehicle to perform assignments. 

 Performs other work as assigned. 
 
EMPLOYMENT STANDARDS: 

Knowledge of: 

 Methods, materials, hand tools and power equipment used in the repair and painting of buses, 
cars, vans, and trucks.  

 Structure of vehicles, including the characteristics of the metals, plastics, and compounds used in 
vehicle construction. 

 Principles and practices of bus and automotive body repair and painting.  

 Safe work practices including working with hazardous materials and proper equipment operating 
procedures. 

 Methods of maintaining information in digital or hard copy files. 

 Methods of prioritizing, planning and organizing work. 

 Time management techniques. 

 Customer service techniques. 

 Basic mathematics including addition, subtraction, multiplication, division, and percentages. 

 Correct English usage, grammar, spelling, punctuation, and vocabulary. 

 The effective use of modern office equipment, personal computers, and applicable standard 
business software.   

Ability to: 

 Repair body and frame damage to vehicles and equipment. 

 Understand and follow oral and written instructions.  

 Operate welding equipment, grinders, presses, sanders, and other equipment used in the repair 
and painting of District vehicles.  

 Estimate labor hours, cost of parts and materials, and types of materials necessary to repair and 
paint a vehicle. 

 Perform mathematical calculations accurately.  

 Read and comprehend technical manuals and schematics.  

 Perform heavy physical labor and work from ladders and scaffolds.  

 Maintain records and control systems with accuracy and attention to detail. 

 Input data into a database. 

 Adhere to established work schedules and timelines. 

 Use good judgment and discretion when performing assignments. 

 Effectively balance multiple assignments simultaneously. 

 Utilize standard office equipment and computer software and learn to use specialized METRO 

software if assigned. 

 Communicate clearly and effectively, both orally and in writing. 
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 Establish and maintain effective working relationships within the department and with other 

divisions, departments, agencies, suppliers, vendors, and the public.  
  

MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

One (1) year of progressively responsible, journey-level experience in vehicle body repair and painting.   
 
LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
time of appointment and throughout employment. 
 

AND 
 
Must obtain a valid California Class B driver permit within one (1) month of employment AND must obtain 
a California Class B driver’s license within three (3) months of employment.   
 
SPECIAL REQUIREMENTS: 

 Must possess tools (up to ¾ inch drive) necessary to perform the duties of the position and a 
rollaway toolbox. 

 Driving record will be reviewed as part of the application process. 
 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is regularly required to sit, walk and stand; reach, 
twist, turn, kneel, bend squat and stoop; talk and hear; use hands to grasp, manipulate, handle, feel or 
operate objects, tools or controls; reach with hands and arms; and perform repetitive movements of 
hands or wrists. The employee is regularly required to bend and twist at the neck, reach with hands and 
arms.  Occasional overhead reaching and lifting up to 80 pounds unaided is required.   Specific visual 
abilities required for this job include close vision, distance vision, and the ability to adjust focus.   

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; analyzes and solves problems; uses math and 
mathematical reasoning; performs highly detailed work; deals with multiple concurrent tasks; and 
interacts with others encountered in the course of work. 

Work Environment:  

The employee works in a shop or outdoor environment where the noise level is usually noisy.  The 
employee may be exposed to inclement weather, fumes, dust, grease, air contaminants, and hazardous 
materials and chemicals during the course of work. May work out in the field when needed.  May require 
availability to work a flexible schedule. 
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OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 

 Must be able to respond to emergency situations seven days per week, 24 hours per day. 

 Must be able to work a variety of shifts, which may include weekdays or weekends; and day, swing 
and/or graveyard shifts. 

 This position is considered a safety sensitive position and requires participation in METRO’s drug 
and alcohol testing program. 

 This position requires the use of personal protective equipment (PPE) based on the tasks assigned; 
safety shoes are required at all times. 

 
 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Maintenance 
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Class Code: Class Code 
       FLSA Status: Pending 

Vehicle Service Detailer 
Bargaining Unit: SEA 

 
DEFINITION: 

Under general supervision, a Vehicle Service Detailer performs maintenance work related to detailing and 
servicing METRO vehicles and equipment; performs semi-skilled minor repairs to bus interiors; assists with 
the replacement of seat cushions and backrests; may assist in semi-skilled minor body repairs as directed; 
and performs other duties as assigned.  
 
DISTINGUISHING CHARACTERISTICS: 

Vehicle Service Detailer is a journey-level class.  An incumbent in this class performs tasks that ensure that 
METRO vehicles and equipment are thoroughly cleaned and maintained for the comfort of passengers 
and Bus Operators. 
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Performs a variety of skilled tasks in detailing, cleaning interiors of buses, equipment, and other 
METRO vehicles.  

 Assists in the replacement of seat cushions and backrests, side panels and window trims; may 
assist in the semi-skilled repairs and replacement of body interiors as directed.  

 Cleans tires and paints vehicle wheels, fareboxes, and other minor interior items with canned 
spray paint, brush and other chemical cleaning materials.  

 May assist body shop personnel in the removal of masking paper and tape prior to detailing of 
buses and other METRO vehicles.  

 Washes METRO buses and other vehicles with automated bus washing equipment.  

 Vacuums or sweeps interiors of METRO vehicles.  

 Empties trash receptacles on buses.  

 Washes and scrubs floors, walls, and ceiling of bus interiors; removes all gum from floor and 
graffiti from seats, side panels, and ceiling.  

 Waxes bus floors.  

 Performs general housekeeping duties in maintenance facilities and equipment yard.  

 Checks fuels, lubricants, coolant on METRO vehicles and replenishes as necessary.  

 Checks tire wear and inflation level.  

 Maintains proper service records, including all fuel, oil and hydraulic fluids used on equipment.  

 Completes daily reports on all detailing work performed.  

 May drive buses and vehicles between facilities for servicing and detailing as directed.  

 Maintains accurate written and electronic records, logs and work orders.  

 Performs data entry to update and maintain information in digital files; may maintain 
spreadsheets and other documents to track information. 

 Operates standard office equipment including a computer, typewriter, photocopy machine, and 
fax machine; utilizes computer software in performing job tasks.   

 May drive a METRO vehicle to perform assignments. 
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 Performs other work as assigned. 
 
EMPLOYMENT STANDARDS: 

Knowledge of: 

 Automotive nomenclature.  

 Proper use of lubricants and fuels.  

 Various vehicle service functions. 

 Types and use of cleaning products. 

 Application and proper use of cleaning tools, equipment, and supplies. 

 Hazards and safety precautions of the trade. 

 Methods of maintaining information in digital or hard copy files. 

 Methods of prioritizing, planning and organizing work. 

 Time management techniques. 

 Customer service techniques. 

 Basic mathematics including addition, subtraction, multiplication, division, and percentages. 

 Correct English usage, grammar, spelling, punctuation, and vocabulary. 

 The effective use of modern office equipment, personal computers, and applicable standard 
business software.   

Ability to: 

 Read, interpret and apply METRO policies, procedures and regulations. 

 Use a variety of cleaning equipment, supplies, solvents, and other chemicals safely in the 
performance of work. 

 Operate power hand tools such as drills, grinders, sanders, air impact wrenches, and other tools 
used in the detailing of METRO buses and equipment. 

 Perform minor touch-up painting on METRO buses and other vehicles. 

 Give and follow both written and oral instructions. 

 Follow established safety practices. 

 Physically operate service equipment. 

 Work outdoors at night. 

 Work a flexible schedule, including weekdays, nights, and weekends. 

 Work under deadlines and schedules. 

 Communicate clearly and effectively, both orally and in writing. 

 Establish and maintain effective working relationships within the department and with other 
divisions, departments, agencies, suppliers, vendors, and the public.  

 
MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

Two (2) years of progressively responsible experience detailing, servicing and performing minor repairs 
on automotive, agricultural, and/or construction equipment.   
 
LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
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time of appointment and throughout employment.   
 
Must be able to obtain a valid California Class B driver license is required. 
 
PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is regularly required to sit, walk and stand; reach, 
twist, turn, kneel, bend, squat and stoop; talk and hear; use hands to grasp, manipulate, handle, feel or 
operate objects, tools or controls; reach with hands and arms; and perform repetitive movements of 
hands or wrists. The employee is regularly required to bend and twist at the neck, reach with hands and 
arms.  Occasional overhead reaching and lifting up to 50 pounds unaided is required.   Specific visual 
abilities required for this job include close vision, distance vision, and the ability to adjust focus.   

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; analyzes and solves problems; uses math and 
mathematical reasoning; performs highly detailed work; deals with multiple concurrent tasks; and 
interacts with others encountered in the course of work. 

Work Environment:  

The employee works in a shop or outdoor environment where the noise level is usually noisy.  The 
employee may be exposed to inclement weather, fumes, dust, grease, air contaminants, and hazardous 
materials and chemicals during the course of work.  
 
OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 

 May be required to work a flexible schedule, including nights and/or weekends. 

 May occasionally require working extended hours or hours outside of regular schedule. 
 
 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Maintenance 
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Class Code: Class Code 
       FLSA Status: Pending 

Vehicle Service Worker I 
Bargaining Unit: SEA 

 
DEFINITION: 

Under general supervision, a Vehicle Services Worker I performs a limited range of unskilled vehicle 
service and shop maintenance duties while learning to perform the full scope of journey-level work; cleans 
and maintains departmental equipment; maintains a variety of service records; and performs other duties 
as assigned.  
 
DISTINGUISHING CHARACTERISTICS: 

Vehicle Service Worker I is the first working-level class in the series.  An incumbent in this class performs 
the most routine vehicle service and shop maintenance tasks to maintain METRO vehicles and equipment.  
This class may be distinguished from the higher-level class of Vehicle Service Worker II because an 
incumbent in the latter class performs the full scope of journey-level work. 
 

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Cleans and maintains departmental equipment.  

 Vacuums, sweeps and/or mops interior of buses and other METRO vehicles.  

 Empties trash receptacles on buses.  

 Washes METRO vehicles. 

 Operates automated bus washing equipment.  

 Cleans windows in METRO vehicles.  

 Checks fuel, lubrication, coolant, and hydraulic system fluid levels and replenishes as necessary.  

 Checks tire wear and inflation.  

 Maintains proper service records, including all fuel, oil and hydraulic fluid used on equipment.  

 Completes reports on all service work performed.  

 Performs general housekeeping duties in garage and equipment yard.  

 Posts and removes internal advertising and notice materials from buses.  

 Drives METRO buses and vehicles between yards for servicing as directed. 

 Performs other duties as assigned. 
 
EMPLOYMENT STANDARDS: 

Knowledge of: 

 Automotive maintenance nomenclature.  

 Safe work practices.  

 Proper use of lubricants and fuels.  

 Standard vehicle service procedures. 

 Types and usage of cleaning products. 

 Application and proper use of cleaning tools, equipment, and supplies. 

 Methods of maintaining information in digital or hard copy files. 
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 Methods of prioritizing, planning and organizing work. 

 Time management techniques. 

 Customer service techniques. 

 Basic mathematics including addition, subtraction, multiplication, division, and percentages. 

 Correct English usage, grammar, spelling, punctuation, and vocabulary. 

 The effective use of modern office equipment, personal computers, and applicable standard 
business software.   

Ability to: 

 Read, interpret and apply METRO policies, procedures and regulations. 

 Understand and follow oral and written instructions.  

 Use a variety of cleaning equipment, supplies, solvents, and other chemicals safely in the 
performance of work. 

 Follow established safety practices. 

 Operate vehicle servicing equipment. 

 Maintain records and control systems with accuracy and attention to detail. 

 Input data into a database. 

 Adhere to established work schedules and timelines. 

 Use good judgment and discretion when performing assignments. 

 Effectively balance multiple assignments simultaneously. 

 Utilize standard office equipment and computer software and learn to use specialized METRO 

software if assigned. 

 Communicate clearly and effectively, both orally and in writing. 

 Establish and maintain effective working relationships within the department and with other 

divisions, departments, agencies, suppliers, vendors, and the public.  

 
MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

One (1) year of experience servicing automotive, agricultural and/or construction equipment. 
 
LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
time of appointment and throughout employment.   
 
Must be able to obtain a valid California Class B driver license is required. 
 
PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  
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While performing the duties of this job, the employee is regularly required to sit, walk and stand; reach, 
twist, turn, kneel, bend, squat and stoop; talk and hear; use hands to grasp, manipulate, handle, feel or 
operate objects, tools or controls; reach with hands and arms; and perform repetitive movements of 
hands or wrists. The employee is regularly required to bend and twist at the neck, reach with hands and 
arms.  Occasional overhead reaching and lifting up to 50 pounds unaided is required.   Specific visual 
abilities required for this job include close vision, distance vision, and the ability to adjust focus.   

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; analyzes and solves problems; uses math and 
mathematical reasoning; performs highly detailed work; deals with multiple concurrent tasks; and 
interacts with others encountered in the course of work. 

Work Environment:  

The employee works in a shop or outdoor environment where the noise level is usually noisy.  The 
employee may be exposed to inclement weather, fumes, dust, grease, air contaminants, and hazardous 
materials and chemicals during the course of work.  
 
OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 

 May be required to work a flexible schedule, including nights and/or weekends. 

 May occasionally require working extended hours or hours outside of regular schedule. 
 
 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Maintenance 
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Class Code: Class Code 
       FLSA Status: Pending 

Vehicle Service Worker II 
Bargaining Unit: SEA 

 
DEFINITION: 

Under general supervision, a Vehicle Services Worker II performs unskilled vehicle service and shop 
maintenance work; cleans and maintains departmental equipment; maintains a variety of service records; 
and performs other duties as assigned.  
 
DISTINGUISHING CHARACTERISTICS: 

Vehicle Service Worker II is the journey-level class in the series.  An incumbent in this class performs 
journey-level unskilled tasks to maintain METRO vehicles and equipment.  This class is distinguished from 
the lower-level class of Vehicle Service Worker I because an incumbent in the latter class performs a 
limited range of routine duties while learning to perform the full scope of journey-level work.  It is also 
distinguished from the higher-level class of Senior Vehicle Service Worker because an incumbent in the 
latter class serves as a lead worker over subordinate staff.  
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Cleans and maintains departmental equipment.  

 Vacuums, sweeps and/or mops interior of buses and other METRO vehicles.  

 Empties trash receptacles on buses.  

 Washes METRO vehicles and equipment. 

 Operates automated bus washing equipment.  

 Cleans windows in METRO vehicles.  

 Checks fuel, lubrication, coolant, and hydraulic system fluid levels and replenishes as necessary.  

 Checks tire wear and inflation.  

 Maintains proper service records, including all fuel, oil and hydraulic fluid used on equipment.  

 Completes reports on all service work performed.  

 Performs general housekeeping duties in garage and equipment yard.  

 Posts and removes internal advertising and notice materials from buses.  

 Drives METRO buses and vehicles between yards for servicing as directed. 

 May assist with training Vehicle Service Worker I’s if assigned. 

 Maintains accurate written and electronic records, logs and work orders.  

 Performs data entry to update and maintain information in digital files; may maintain 
spreadsheets and other documents to track information. 

 Operates standard office equipment including a computer, typewriter, photocopy machine, and 
fax machine; utilizes computer software in performing job tasks.   

 May drive a METRO vehicle to perform assignments. 

 Performs other work as assigned. 
 
EMPLOYMENT STANDARDS: 

Knowledge of: 
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 Automotive maintenance nomenclature.  

 Safe work practices.  

 Proper use of lubricants and fuels.  

 Standard vehicle servicing procedures. 

 Types and use of cleaning products. 

 Application and proper use of cleaning tools, equipment, and supplies. 

 Methods of maintaining information in digital or hard copy files. 

 Methods of prioritizing, planning and organizing work. 

 Time management techniques. 

 Customer service techniques. 

 Basic mathematics including addition, subtraction, multiplication, division, and percentages. 

 Correct English usage, grammar, spelling, punctuation, and vocabulary. 

 The effective use of modern office equipment, personal computers, and applicable standard 
business software.   

Ability to: 

 Read, interpret and apply METRO policies, procedures and regulations. 

 Understand and follow oral and written instructions.  

 Use a variety of cleaning equipment, supplies, solvents, and other chemicals safely in the 
performance of work. 

 Follow established safety practices. 

 Operate vehicle service equipment. 

 Maintain records and control systems with accuracy and attention to detail. 

 Input data into a database. 

 Adhere to established work schedules and timelines. 

 Use good judgment and discretion when performing assignments. 

 Effectively balance multiple assignments simultaneously. 

 Utilize standard office equipment and computer software and learn to use specialized METRO 

software if assigned. 

 Communicate clearly and effectively, both orally and in writing. 

 Establish and maintain effective working relationships within the department and with other 

divisions, departments, agencies, suppliers, vendors, and the public.  

 
MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

Two (2) years of progressively responsible experience servicing automotive, agricultural and/or 
construction equipment. 
 
LICENSES AND CERTIFICATES: 

Depending on assignment, a valid California driver license and safe driving record may be required at the 
time of appointment and throughout employment.   
 
Must be able to obtain a valid California Class B driver license is required. 
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PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is regularly required to sit, walk and stand; reach, 
twist, turn, kneel, bend, squat and stoop; talk and hear; use hands to grasp, manipulate, handle, feel or 
operate objects, tools or controls; reach with hands and arms; and perform repetitive movements of 
hands or wrists. The employee is regularly required to bend and twist at the neck, reach with hands and 
arms.  Occasional overhead reaching and lifting up to 50 pounds unaided is required.   Specific visual 
abilities required for this job include close vision, distance vision, and the ability to adjust focus.   

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; analyzes and solves problems; uses math and 
mathematical reasoning; performs highly detailed work; deals with multiple concurrent tasks; and 
interacts with others encountered in the course of work. 

Work Environment:  

The employee works in a shop or outdoor environment where the noise level is usually noisy.  The 
employee may be exposed to inclement weather, fumes, dust, grease, air contaminants, and hazardous 
materials and chemicals during the course of work.  
 
OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass requisite background check. 

 May be required to work a flexible schedule, including nights and/or weekends. 

 May occasionally require working extended hours or hours outside of regular schedule. 
 
 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:  Maintenance 
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DATE: November 16, 2018 

TO: Board of Directors  

FROM: Angela Aitken, CFO and Acting Human Resources Director 

SUBJECT: CONSIDERATION AND APPROVAL OF THE FINAL CPS HR CONSULTING 
MANAGEMENT TOTAL COMPENSATION STUDY RESULTS 

I. RECOMMENDED ACTION 

That the Board approve the final CPS HR Consulting Management Total 
Compensation Study and its recommendations. 

II. SUMMARY

• In March 2017, CPS HR Consulting (CPS) was awarded a base contract to conduct a
Management Classification and Compensation Study.

• The study was broken down into two stages:  a Job Analysis and a Total Compensation
analysis.

• On January 16, 2018, the Santa Cruz Metropolitan Transit District (METRO)
Personnel/HR Standing Committee (Committee) met and reviewed the Final CPS
Management Classification Study results, which covered the revised management Job
Descriptions and the initial ground rules for the Total Compensation methodology.

• At the January 16, 2018 meeting, Andi Bernard, Principal Consultant for CPS provided
a presentation on the next steps process, which included a Total Compensation
approach and the development of a comparables analysis at market median, 5% below
market median, and 5% above market median.

• Initially, the Committee approved proceeding with ten (10) labor market comparables.

• On January 26, 2018, the Board approved the Committee's recommendation on the
Classification Study results (Job Descriptions) and the Total Compensation
methodology recommended by the Committee, which included the ten (10) labor
market comparables.

• On May 1, 2018, CPS presented the Management Total Compensation Study to the
Committee, which reflected the comparable agency salaries and benefits.  Upon further
review of the compensation details, the Committee, at the CEO’s recommendation,
approved revisions to the labor market comparables, eliminating the three large (non-
peer) transit agencies.

• Further, the Committee agreed with the CEO’s recommendation to proceed with
analyzing the Managers’ Total Compensation at market median.  However, the
Committee also requested data for 5% below and 5% above labor market median.  The

Santa Cruz Metropolitan 
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Committee also requested that CPS try again to obtain labor market comparable data 
from two missing peer transit agencies. 

• Staff and CPS had originally intended to return to the Committee in August 2018 with
the final Total Compensation recommendations.  However, following the Committee
meeting, CPS, and staff discovered a number of errors in the information and data
provided by CPS, which required CPS to return to the comparable agencies and obtain
the information one more time.  This process took several months.

• On October 12, 2018 Jennifer Ramos, Project Manager for CPS, presented an updated
Management Total Compensation Study to the Committee.

• After review and discussion, the Committee recommended forwarding the full report to
the Board for review and approval.

• Further, since CPS still needed to meet with the Managers to review the outcomes, the
Committee authorized the CEO to make minor adjustments to the final
recommendations based on the final review of the labor market comparables with the
Managers.

• The Committee and the CEO recommend that the Board approve the final CPS Total
Compensation recommendations at labor market median and authorize the CEO to
implement the recommendations, effective July 1, 2018.

• Further, that the Board approve two (2) revised Job Descriptions attached (Assistant
Operations Manager and Facilities Manager) and their recommended Total
Compensation results.  These revisions resulted from various changes in job duties
and a reorganization that occurred after the start of the CPS study.

• The Committee also recommends that the full Board delegate to the CEO the
determination of a six step range that may or may not incorporate an as-yet-to-be-
defined Pay for Performance Program.

III. DISCUSSION/BACKGROUND

On March 24, 2017, CPS HR Consulting (CPS) was awarded a base contract to conduct a
Management Classification and Total Compensation Study.  The study was to be based on
a total compensation approach and broken down into two stages:  a Job Analysis phase
and a Total Compensation analysis phase.

On January 16, 2018, the Santa Cruz Metropolitan Transit District (METRO) Personnel/HR
Standing Committee (Committee) met and reviewed the Final CPS Management
Classification Study results, which covered the revised Job Descriptions and the initial
ground rules for the Total Compensation methodology. The Committee agreed to a
recommendation from staff, whereby the Board of Directors would approve the CPS Final
Management Classification Study, which contained the final recommended Job
Descriptions, and a strategy to move forward with the Management Total Compensation
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Study.  The Committee also reserved its recommendation to set the compensation 
philosophy until after they had a chance to review the financial data at market median, 5% 
below market median, and 5% above market median.  
 
On January 26, 2018, the Board approved the Committee's recommendation on the 
Classification Study results (Job Descriptions) and the total compensation methodology 
recommended by the Committee, which at that time included ten (10) labor market 
comparables.   
On January 16, 2018, the Committee established the following labor market agencies for 
comparison:   

• Alameda-Contra Costa Transit District (AC Transit) - non-peer 

• Central Contra Costa County Transit Authority 

• City of Santa Cruz 

• County of Santa Cruz 

• Golden Gate Transit District - non-peer 

• Monterey-Salinas Transit District 

• Riverside Transit Agency 

• San Joaquin Regional Transit District 

• Santa Barbara Metropolitan Transit District 

• Santa Clara Valley Transportation Authority (VTA) - non-peer 

The market analysis included collecting salary and benefits data on comparable positions 
from the labor market comparable agencies. 

 
On May 1, 2018, CPS presented a Total Compensation Study to the Committee, which 
reflected the comparison agency salaries and benefits.  Upon further review of the 
compensation details, the Committee, at the CEO’s recommendation, approved revisions 
to the labor market comparables, eliminating the three large (non-peer) transit agencies.  
Further, the Committee agreed with the CEO’s recommendation to proceed with analyzing 
the Manager’s total compensation at market median.  However, the Committee also 
requested data for 5% below and 5% above labor market median.  The Committee also 
requested that CPS try again to obtain labor market comparable data from two missing 
transit agencies.  
The Committee established the following new seven (7) labor market comparable 
agencies: 

• Central Contra Costa County Transit Authority  

• City of Santa Cruz 
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• County of Santa Cruz 

• Monterey-Salinas Transit District 

• Riverside Transit Agency 

• San Joaquin Regional Transit District 

• Santa Barbara Metropolitan Transit District 
 
Staff had originally intended to return to the Committee and the Board in August 2018 with 
the final total compensation study recommendations.  However, CPS and staff discovered 
a number of errors in the information provided, which required CPS to return to the 
comparable agencies and obtain the information one more time.  This process took 
several months. 
 
On October 12, 2018 Jennifer Ramos, Project Manager for CPS, provided an updated 
Management Total Compensation Study to the Committee.  The Committee reviewed the 
information and recommended forwarding the full report to the Board for review and 
approval.  Further, since CPS still needed to meet with the Managers to review the 
outcomes, the Committee recommended authorizing the CEO to make minor adjustments 
to the final recommendations based on the final review of the labor market comparables 
with the Managers. 

IV. COMMITTEE ACTION 

The Board Personnel/HR Standing Committee recommends: 

• That the Board approve the final CPS Management Total Compensation Study 
recommendations at labor market median; and 

• That the Board authorize the CEO to implement the recommendations, effective July 1, 
2018; and 

• That the Board approve two (2) revised Job Descriptions attached (Assistant 
Operations Manager and Facilities Manager) and their recommended Total 
Compensation results; and 

• That the Board delegate to the CEO the determination of a six step range that may or 
may not incorporate an as-yet-to-be-defined Pay for Performance Program.  

V. FINANCIAL CONSIDERATIONS/IMPACT 

The financial impact of the CPS Management Total Compensation Study at the seven (7) 
agency labor market median total compensation methodology, when implemented and 
taking into account  METRO’s current staffing levels in FY19, will cost less than $430K 
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annually, which was budgeted in FY19, and rising to $444K annually, which was budgeted 
in FY20. 

VI. ALTERNATIVES CONSIDERED

• The Board could decline to accept the results of the CPS Management Total
Compensation Study.

o Staff does not recommend this as neither a salary survey nor a Total Compensation
Survey has ever been performed for the Management group.

• The Board could discuss alternative approaches to the CPS Management Total
Compensation Study and delegate the matter back to the Committee for further review,
analysis and the development of a recommendation back to the full Board.

VII. ATTACHMENTS

Attachment A: CPS Final Management Total Compensation Study - November 2018 

• Includes revised Operations Manager – Paratransit position
description

Attachment B: Updated Facilities Maintenance Manager position description 
Attachment C: Revised Job Description - Assistant Operations Manager (w/markups) 
Attachment D: Revised Job Description - Assistant Operations Manager (w/o 

markups) 
Attachment E: Management Pay Rate Tables as of June 14, 2018 

Prepared by: Angela Aitken, CFO and Acting HR Director 
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Approved as to fiscal impact: 
Angela Aitken, Finance Manager 
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I.   Introduction 

CPS HR Consulting (CPS HR) was retained by the Santa Cruz Metropolitan Transit District (SC METRO) to 

conduct a classification and total compensation study for eighteen (18) management classifications1. 

This report contains the results of the total compensation study only. The results of the management 

classification study were submitted on December 15, 2017.  Preliminary drafts of this compensation 

report were submitted to SC METRO in early months of 2018.  In August 2018, SC METRO contacted CPS 

HR and asked for further validation of the data contained in draft versions of the management 

compensation study resulting in this final report.    

 

The objective of the study was to determine the competitiveness of SC METRO’s base salary and total 

compensation in the labor market. To achieve this, CPS HR utilized SC METRO’s predetermined labor 

market of 10 comparable agencies (eight transit districts/authorities, one county, and one city) and 

collected and analyzed base salary and total compensation data. 

 

At the request of the Personnel Committee at their scheduled meeting on May 1, 2018, and at  SC 

METRO’s formal request on June 4, 2018, the labor market was revised to remove three of the 

comparable agencies based on their size and geographic location.  Thus, this report reflects the newly 

revised labor market of seven agencies.  The summary of findings and datasheets submitted to  SC 

METRO including data collected from all agencies as of July 1, 2018, is presented in Appendix D.    

 

Agency-wide averages and classification specific results are summarized in Section IV of this report. 

Survey results for each classification are presented in Appendix A.  In addition, other benefits and 

premium pay elements of interest to SC METRO were collected and are summarized in Section V and 

details presented in Appendix B.   

 

This Final Total Compensation Report contains the project scope and work plan, describes the 

methodologies utilized in data collection and analysis, and provides the total compensation results for 

all management classifications surveyed during this study.  The data for this report was initially collected 

during the months of February through March 2018, and further vetted and validated during the months 

of August through November 2018. To account for the adjusted timeline, all salary and benefit data 

represented is as of July 1, 2018.   

 

  

                                                      
1 Total number of study classifications increased to nineteen (19) on October 23, 2018 to include the classification of 
Facilities Manager. 
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II. Project Scope and Work Plan 

To complete the total compensation study, CPS HR Project Team completed the following tasks: 

▪ Project Manager, Jennifer Ramos, met with and clarified the scope of work with SC METRO’s 

Chief Financial Officer and acting Human Resources Director, Angela Aiken, in August 2018.  

Ms. Aiken advised Ms. Ramos of the need to revisit the preliminary compensation study results 

from June 6, 2018.  

▪ Reviewed SC METRO background materials including classification specifications, salary 

schedules, position control documents, organization charts, and internal alignment 

documentation. 

▪ Reviewed the survey instrument (presented in Appendix C) developed and confirmed by   

SC METRO on February 23, 2018.  In August 2018, SC METRO prompted re-examination of any 

results reflected in the original surveys and report produced in June 2018.  

▪ Received confirmation from SC METRO regarding the 10 labor market agencies, classifications to 

be surveyed, and the survey instrument. 

▪ CPS HR determined that the most expeditious way of obtaining data was to gather as much 

information as possible from online sources and then follow-up with the surveyed agency to 

validate data and complete missing information.  Please see below for agencies who did not 

respond.    

▪ Researched salary and benefits data from the respective labor market agencies, including salary 

schedules, classification specifications, benefits summaries, MOU’s and position control 

documents where available. The Project Team followed through with agencies to request further 

information or clarification on job matching and/or benefits levels.  Limited information was 

available for some agencies, and despite repeated contact, CPS HR was unable to obtain or 

confirm some data but will continue efforts to obtain the data. 

▪ Prepared a draft report for client review and comment on October 1, 2018. 

▪ Received client feedback, resolved questions, and finalized the draft compensation report. 

▪ On October 5, 2018, CPS HR submitted the revised Management Total Compensation Report 

reflecting a total of  six labor market agencies, the corresponding datasheets, and the benefits 

tables in Appendix B. The report included data from only six of seven comparator agencies due 

to a lack of response and participation from one agency.  
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▪ On October 11, 2018, CPS HR received a response to salary survey questions from the one 

pending comparator agency close to the end of the business day, and revised the reports 

corresponding datasheets to reflect data from all seven labor market agencies.  

▪ On October 12, 2018, CPS HR submitted revised datasheets for the Management Total 

Compensation Report reflecting a total of seven labor market agencies, and the benefits tables 

in Appendix B.  

▪ On October 12, 2018, Project Manager, Jennifer Ramos, presented results of the compensation 

study at the Personnel Commission meeting along with Alex Clifford, Chief Executive Officer, and 

Angela Aiken, Chief Financial Officer.  

▪ CPS HR met with SC METRO management staff in a series of in-person meetings and telephone 

calls from October to November 2018, primarily with managers who requested further 

clarification on job matches in the datasheets submitted on October 12, 2018.  

▪ Prepared this Final Total Compensation Report on November 12, 2018, for client review and 

comment including Base Salary and Total Compensation datasheets for each classification 

(Appendix A) and Benefits Summary Tables (Appendix B) to arrive at total compensation market 

trends.  

Attachment A

17A.5



Santa Cruz Metropolitan Transit District 
Management Total Compensation Report 

P a g e  | 5 

III. Compensation Study Parameters 

The first step in conducting a total compensation survey is to determine the basic parameters for the 

survey.  These parameters included: 

▪ Confirmation of SC METRO’s labor market position 

▪ Labor market agencies (comparable agencies) 

▪ Survey classifications (benchmark classifications) 

▪ Survey scope 

Labor Market Position 

CPS HR provides a labor market data analysis based on the median of the market. The labor market 

median, which is described as the “middle” of the market, is the data point at which half of the complete 

range of data (excluding SC METRO’s data) is higher, and half of the complete range of data (excluding 

SC METRO’s data) is lower. The median is a common market position, particularly in smaller data sets, 

because the data is less likely to be skewed by high and low paying agencies in the market. 

Labor Market Agencies 

The agencies surveyed comprise SC METRO’s seven (7)2 labor market agencies for all nineteen (19) 

classifications surveyed; the final labor market agencies are listed below.  The labor market agencies 

were selected by SC METRO.  Factors of a balanced labor market involves the selection criteria outlined 

below.  

 

Agency size – In general, agencies that employ relatively similar numbers of employees may have 

similar economic demographics.  Since it is rare to find agencies that are exactly the same, the goal 

is to provide a balanced mix of larger and smaller agencies, thereby minimizing the “skewing” effect 

when either of these are used exclusively. 

 

Geographic proximity – When considering a labor market, it is important to consider the geographic 

proximity of potential agencies, since they may be competitors in the recruitment market.  If there 

are not enough agencies within the local market with which to conduct a study, then the geographic 

area may be expanded to include agencies in other closer counties.   

 

Industry – In general, agencies that provide the same types of services are more likely to have similar 

types of job classes, and are more likely to be recruiting from the same applicant pool.   

 

                                                      
2 See discussion on reduction of labor market agencies in Introduction and following section.  
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Competing agencies – Information regarding the agencies that the SC METRO frequently competes 

with for talent (i.e. has lost employees to or recruited employees from) is also useful in selecting the 

labor market agencies. 

 

SC METRO provided the predetermined labor market to CPS HR. The original labor market agencies 

included:  

 

1. Alameda-Contra Costa Transit District 

2. Central Contra Costa County Transit 

Authority 

3. City of Santa Cruz 

4. County of Santa Cruz 

5. Golden Gate Transit District 

6. Monterey-Salinas Transit District 

7. Riverside Transit Agency 

8. San Joaquin Regional Transit District 

9. Santa Barbara Metropolitan Transit District 

10. Santa Clara Valley Transportation 

Authority

 

CPS HR agreed to reducing the labor market and adjusting results at the request of SC METRO. The final 

labor market agencies are included below. CPS HR had collected data from the three agencies removed.  

 

1. Central Contra Costa County Transit Authority 

2. City of Santa Cruz 

3. County of Santa Cruz 

4. Monterey-Salinas Transit District 

5. Riverside Transit Agency 

6. San Joaquin Regional Transit District 

7. Santa Barbara Metropolitan Transit District  
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Table 1 presents the cost of living in the City of Santa Cruz in comparison to the cities of the other labor 

market agencies, as well as a summary of the United States average cost of living as a point of reference.  

Cost of living measures the amount of money needed to sustain a certain level of living, including basic 

expenses such as the cost of housing, food, and taxes in an area. Cost of living is often used to compare 

how expensive it is to live in one city versus another locale. CPS HR obtains this information from the 

Economic Research Institute (ERI)3. 

The cost of living for the labor market cities is presented below with noticeable variances when 

comparing SC METRO to other labor market agency locations.  As an example, the comparator agencies 

have a range from -34.0% to +1.5% cost of living in relation to Santa Cruz, California. However, it is 

important to note that CPS HR relies on cost of wages data for salary considerations over cost of living. 

Cost of wages data reflects the cost to employer for work performed in an organization by location 

despite where the employees live.  SC METRO is located in Santa Cruz, California, however, some 

employees may not live in the same location.  

 

Table 1: Labor Market Agencies – Cost of Living 

Comparison Agency ERI City 
Base City Income Levels 

$20,000 $40,000 $60,000 $80,000 $100,000 Average 

SC METRO Santa Cruz 100.0% 100.0% 100.0% 100.0% 100.0% 100.0% 

City of Santa Cruz Santa Cruz 100.0% 100.0% 100.0% 100.0% 100.0% 100.0% 

County of Santa Cruz Santa Cruz 100.0% 100.0% 100.0% 100.0% 100.0% 100.0% 

Central Contra Costa 
County Transit Authority 

Walnut Creek 100.5% 101.3% 101.6% 101.9% 102.1% 101.5% 

Monterey-Salinas Transit 
District 

Monterey 88.2% 90.7% 91.5% 91.9% 92.4% 90.9% 

Riverside Transit Agency Riverside 63.3% 71.1% 73.5% 75.1% 76.7% 71.9% 

San Joaquin Regional 
Transit District 

Stockton 54.7% 64.8% 68.0% 70.1% 72.2% 66.0% 

Santa Barbara Metropolitan 
Transit District 

Santa Barbara 91.0% 92.5% 92.9% 93.2% 93.5% 92.6% 

United States Average Nation-wide 42.2% 54.7% 58.5% 60.4% 62.0% 55.6% 
 

  

                                                      
3 The Economic Research Institute (ERI) database compiles salary, cost-of-living, and compensation survey data available with  
current market data for more than 1,000 industry sectors. Additional information for the database is available upon request. 
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Table 2 presents the cost of wages paid in the City of Santa Cruz in comparison to the cities of the other 

labor market agencies, as well as a summary of the United States average cost of wages as a point of 

reference.  Cost of wages measures the cost of labor or the sum of all wages paid to employees, as well 

as the cost of employee benefits and payroll taxes, paid by an employer. Cost of wages often factors in 

direct and indirect (overhead) costs associated with wages paid by the employer. 

The cost of wages for the labor market cities selected are presented below. CPS HR methodology focuses 

on cost of wages data, since it reflects the cost to employer for work performed in an organization. 

Therefore, cost of wages data is more reliable for salary considerations over cost of living. As an example, 

the comparator agencies range in cost of wages from -3.1% to +7.2% higher when compared to Santa 

Cruz, California.  There is more consistency across comparator agencies for cost of wages in comparison 

to cost of living variances. Therefore, CPS HR did not reflect this element in the total compensation 

datasheets representing labor market trends.  

 

 

Table 2: Labor Market Agencies – Cost of Wages 

Comparison Agency ERI City 
Base City Income Levels 

$24,000 $36,000 $48,000 $72,000 $108,000 $144,000 Average 

SC METRO Santa Cruz 100.0% 100.0% 100.0% 100.0% 100.0% 100.0% 100.0% 

City of Santa Cruz Santa Cruz 100.0% 100.0% 100.0% 100.0% 100.0% 100.0% 100.0% 

County of Santa Cruz Santa Cruz 100.0% 100.0% 100.0% 100.0% 100.0% 100.0% 100.0% 

Central Contra Costa 
County Transit Authority 

Walnut Creek 102.0% 107.1% 108.1% 109.2% 109.0% 108.0% 107.2% 

Monterey-Salinas Transit 
District 

Monterey 99.6% 100.1% 101.0% 102.3% 103.0% 103.2% 101.5% 

Riverside Transit Agency Riverside 98.2% 95.2% 95.7% 96.6% 97.5% 98.0% 96.9% 

San Joaquin Regional 
Transit District 

Stockton 98.6% 96.2% 96.4% 96.6% 96.6% 97.0% 96.9% 

Santa Barbara Metropolitan 
Transit District 

Santa Barbara 99.4% 98.5% 98.9% 99.7% 100.5% 100.6% 99.6% 

United States Average Nation-wide 74.5% 90.10% 89.80% 89.70% 89.70% 90.40% 87.37% 
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Survey Classifications 

The survey benchmark classifications for the study are presented below. Summary descriptions for all 

survey benchmark classifications are included in the survey instrument displayed in Appendix C. 

 

1. Assistant Maintenance Manager 

2. Assistant Operations Manager  

(Paratransit Department) 

3. Chief Financial Officer (CFO) 

4. Chief Operating Officer (COO) 

5. Database Administrator 

6. Executive Assistant 

7. Facilities Manager4 

8. Finance Deputy Director 

9. Human Resources Deputy Director 

10. Human Resources Director 

11. Information Technology and Intelligent 

Trans Systems Director 

12. Maintenance Manager 

13. Marketing, Communications and 

Customer Service Director 

14. Operations Manager - Paratransit 

Division 

15. Operations Manager - Fixed Route 

Division 

16. Planning and Development Director 

17. Purchasing and Special Projects Director 

18. Safety, Security and Risk Management 

Director 

19. Senior Database Administrator 

Survey Data Collection Scope 

Comparable Classifications – Classification Matching 

When conducting a salary survey, the intent is to provide general market trends by comparing the span 

of control, duties and responsibilities, and knowledge, skill and ability requirements to determine 

whether these are comparable enough to utilize as a match.  With a balanced labor market and the use 

of whole job analysis, it is reasonable to assume that while some matches will have slightly higher 

responsibilities and some matches will have slightly lower responsibilities, the overall scope of duties 

and responsibilities of the combined matches will be balanced. 

In the process of matching comparable classifications from other agencies, CPS HR does not only rely on 

classification specifications. CPS HR references position control documents, where available, to 

specifically identify which classification, and level of classification, perform the duties of the SC METRO’s 

classification. This is particularly relevant to an agency’s organizational hierarchy where there are multi-

levels of management within a classification plan that are matched from the other agencies. This level 

of analysis is important because classification specifications may describe a certain level of work, for 

example, as the journey level, when the use of the classification series demonstrates that the majority 

of duties are assigned to a higher level, which may be described in the classification specification as an 

                                                      
4 Facilities Manager was added to the study in October 2018 at the request of SC METRO.  The class is part of SC METRO’s 
existing classification and compensation plan; however, was a vacant position at the time of the management classification 
study in 2017.   
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advanced level in the classification series. In addition, block budgeting or other fiscal tools facilitating 

series progression through multiple levels, may provide greater flexibility in the use of the classification 

structure than is evident in the content of the classification specification. To the extent possible, CPS HR 

identifies the operational use of a classification in determining whether it is a comparable job match. 

Comparable Classifications – Required Number of Comparable Classifications 

CPS HR’s best practice is that benchmark classifications must have a minimum of three (3) classification 

matches to be analyzed.  In most studies, it is common to have some classes for which limited market 

data exists.   

There are many reasons a benchmark class may not have enough comparable data including: 

▪ Differences in the delivery of services 

▪ Differences in span of control 

▪ Differences in organizational structure 

▪ Differences in operational size 

▪ The classification is not commonly found in other agencies 

▪ Agency does not provide that service 

Internal Equity Considerations – Insufficient Number of Comparable Classifications 

Because a compensation plan is developed through the analysis of external market data and internal 

relationships, the absence of sufficient labor market data for a particular classification does not mean 

that no salary recommendation can be developed, since many salary recommendations are ultimately 

based upon internal equity with other classes. 

Labor Market Benefits Collected 

CPS HR collected numerous benefits and compensation practices, in addition to base salary, to complete 

the total compensation evaluation of the SC METRO in the labor market.  When measuring the market, 

the goal is to identify an agency’s competitive position in the labor market to attract and retain talent, 

in addition to promoting internal equity.  This is done by measuring those benefits that new employees 

would currently receive upon their date of hire. In addition, reported benefits and premium pay are 

those which all employees in the group would qualify for, versus premium pay provided to a limited 

group of employees, such as shift differentials, or assignment pay.  
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The benefits data collected for the study is presented in Table 3 below. 

 

Table 3: Total Compensation Benefit Data Collected 

Benefit or Pay Practice Description 

Comparable Classification Title CPS HR matched SC METRO’s benchmark classifications to those in the 

labor market agencies.  

The methods used by CPS HR for matching classifications is discussed in 

the previous section. 

The term “No Comparable Classification” is used when CPS HR did not find 

a comparable classification within an agency to a specific benchmark 

classification. No compensation data will be presented for the benchmark 

classification for that agency. The term “Data Not Available” is used when 

CPS HR did find a comparable classification, but it is either unfunded or no 

salary could be obtained. 

Minimum and Maximum Base Salary The minimum and maximum monthly base salary. Where salary range was 

not available. 

Allowance Pay Practices 

Table B-4 

These amounts reflect general policies on vehicle, phone, or other 

allowances. The amounts may not be universally applicable to all positions 

within a unit or may be a discretionary policy. 

Cost of Living Adjustment (COLA) 

Table B-1 

COLAs are reported in the future, when not available last known COLA is 

reported.  Certain unrepresented employee groups may not have 

documentation of past or future COLAs and Unknown is indicated.  

Deferred Compensation Contribution 

Table B-3 

If applicable the amount(s) the agency contributes into a deferred 

compensation plan. CPS HR calculates non-matching employer 

contributions only, as matching funds are “elective.” 

Education/Tuition Reimbursement 

Table B-3 

The amounts of reimbursement for tuition, books and/or fees for courses 

to encourage and support educational programs which provide employees 

the opportunity for personal career development. 

Employer Retirement Contribution 

Table B-2 

Employer’s normal cost contribution rate to mandated retirement plans, 

CalPERS, 37 Act or other retirement plans.  

Full Time Equivalents (FTE) 

Table B-1 

FTEs or allocated positions are reported by agency.  If comparable 

classifications were matched based on executive classifications of the 

overall agency and law enforcement department, specific classifications 

FTE/positions for both were reported. 

Health Plan Benefits & Contributions 

Tables B-5 & B-6 

Medical Insurance plan – For standards purposes, the family rate for the 

most expensive plan is measured in the market. In some agencies, a flat 

employer contribution rate is utilized, regardless of the plan selected by 

employees. 
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Benefit or Pay Practice Description 

Dental Insurance plan – For standards purposes, the family rate for the 

most expensive plan is measured in the market. If no amount is entered 

in the datasheets, the cost may be included in the medical plan costs or 

the agency does not offer or contribute towards a dental benefit (the 

benefits summary tables will provide more detail on this). 

Vision Insurance plan – For standards purposes, the family rate for the 

most expensive plan is measured in the market. If no amount is entered 

in the datasheets, the cost may be included in the medical plan costs or 

the agency does not offer or contribute to a vision benefit (the benefits 

summary tables will provide more detail on this). 

Life Insurance – Whether the employer provides a Life Insurance policy, 

and if so, whether it is paid for by the employer or employee. 

Long-Term Disability – Whether the employer provides a Long-Term 

Disability policy, and if so, whether it is paid for by the employer or 

employee. 

Optional Benefits – Benefits that employees voluntarily elect to enroll in. 

Leave Practices 

Tables B-8- B-10 

For standards purposes, vacation/annual leave practices reflect leave 

accrual rates and maximums at one, five, 10, 15 and 20 years; sick leave 

accrual rates and maximums; administrative/management and 

bereavement leaves; holiday; and other leaves. 

Longevity Pay Practice 

Table B-3 

The amount(s) the agency pays for years of service with the agency. For this 

analysis, CPS HR has used the 10-year level for eligible employees, as this is 

a more common achievement.  Longevity pay at the 10-year mark was 

calculated into total compensation only if it was an increase to base pay, 

not a one-time payout. 

Retiree Health Insurance Practices 

Table B-7  

Practices related to retiree health insurance provided to eligible retirees. 

Social Security (Medicare and FICA) 

Contributions 

Table B-2 

These amounts reflect the cost of the employer’s contributions to Medicare 

(1.45%) and FICA (6.20% to maximum of $128,700 for FY 2018), if the 

agency participates.  These contributions are utilized in the total 

compensation calculations. 
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IV. Survey Results 

SC METRO should be aware that all data represented is as of July 1, 2018, and this report does not 

account for any adjustments since that time.  

Compensation Results 

SC METRO’s overall position within the labor market, and the averages for each classification, are 

presented in this section. Appendix A and B provide detailed results as described below. 

▪ Appendix A presents all study classifications with total compensation results. Classifications are 

presented in alphabetical order.  

Note: The designation of “No Comparable Classifications” is used if an agency reported no 

comparable classification, or if a review of the duties and responsibilities assigned to the 

classification indicated that it was not comparable, or if the duties were significantly split among 

more than a single classification.  The designation of “Data Not Available” indicates a match was 

identified but salary could not be obtained. 

▪ Appendix B presents the collected benefit information for all employee groups.  

Note: The designation of “Not Applicable” (N/A) is used if an agency does not provide a benefit; 

the designation of “Data Not Available” (DNA) is used if an agency did not provide the needed 

information. 

Labor Market Agency Participation 

The majority of the labor market agencies did not have data readily available on their official agency 

webpage.  CPS HR consultants worked directly with agency contacts to collect and/or confirm data 

represented in this report. 

  

Benchmark Classifications with Insufficient Comparable Classifications 

One of the eighteen (18) classifications, the Assistant Operations Manager (Paratransit Department), 

returned only two comparable classifications. As noted previously in report, one classification was added 

later in October 2018 to reach a total of nineteen (19) classifications in this study. 
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Labor Market Position by Classification 

This section provides a summary of the SC METRO’s position within the labor market by classification. 

All classifications met the minimum criteria of three (3) comparable classifications.  

 

Table 4 provides the following information for base salary and Table 5 provides information for total 

compensation for each classification. The tables identify the SC METRO’s survey classification and 

number of comparable classifications identified within the analysis. The following data and calculations 

are presented for both base salary and total compensation. 

 

▪ Classification Title: SC METRO’s classification title 

▪ Number of Matches: The number of comparable matches found 

▪ Agency Maximum: SC METRO’s maximum monthly salary for the survey classification  

▪ Market Median: The labor market median monthly maximum salary which is calculated using the 

maximum monthly salary for each of the comparable classes; that range of data is then computed 

to provide the median or mean amount. 

▪ Percentage Agency’s Above/Below Market: The percentage SC METRO’s maximum monthly 

salary is above or below the median of the labor market; this number indicates what percentage 

of SC METRO’s salary is required to move it up or down to the market median. 

▪ Percentile of Agency in Labor Market: SC METRO requested that 5% below and 5% above the 

median be presented; therefore, the 45th and 55th percentiles have been reported for  

SC METRO’s compensation considerations. The 45th and 55th percentiles represent 5% below and 

5% above SC METRO’s established labor market median.   
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Table 4: SC METRO Percent (%) Above/Below Agency Labor Market Median by Classification 
Monthly Base Salary, Select Agencies  

     Percentile of SC METRO in Labor Market 

Classification 
# 

Matches 

SC METRO 
Maximum 
(Monthly) 

Market 
Median 

(Monthly) 

% SC METRO 
Above/Below 

Market 
45th $ 45th % 55th $ 55th % 

Assistant Maintenance Manager 4 $8,694 $10,269 -18.11% $10,212 -17.46% $10,325 -18.76% 

Chief Financial Officer (CFO) 7 $11,558 $16,031 -38.70% $15,490 -34.02% $16,198 -40.14% 

Chief Operating Officer (COO) 5 $12,716 $16,587 -30.44% $16,115 -26.73% $16,594 -30.50% 

Database Administrator 3 $8,039 $9,598 -19.39% $9,395 -16.86% $9,679 -20.40% 

Executive Assistant 6 $6,810 $7,354 -7.98% $7,190 -5.58% $7,517 -10.39% 

Facilities Manager5 4  $9,957  $9,806  $10,107  

Finance Deputy Director 5 $10,055 $12,017 -19.51% $12,008 -19.42% $12,119 -20.53% 

Human Resources Deputy Director 5 $8,694 $10,850 -24.80% $10,571 -21.59% $11,548 -32.83% 

Human Resources Director 7 $11,558 $15,153 -31.10% $14,554 -25.92% $15,348 -32.79% 

Information Technology and Intelligent 
Transportation Systems Director 

7 $10,409 $15,153 -45.58% $14,996 -44.07% $15,357 -47.54% 

Maintenance Manager 6 $11,558 $12,305 -6.46% $11,099 3.97% $13,510 -16.89% 

Marketing, Communications and Customer 
Service Director 

4 $10,409 $10,737 -3.15% $10,352 0.54% $11,121 -6.84% 

Operations Manager- Paratransit Division 4 $8,694 $10,153 -16.78% $9,944 -14.38% $10,362 -19.19% 

Operations Manager-Fixed Route Division 5 $8,694 $10,850 -24.80% $10,571 -21.59% $11,313 -30.12% 

Planning and Development Director 7 $11,558 $13,156 -13.83% $12,876 -11.41% $13,950 -20.70% 

Purchasing and Special Projects Director 6 $10,409 $10,786 -3.62% $10,171 2.29% $11,402 -9.54% 

Safety Security and Risk Management Director 7 $8,039 $11,116 -38.28% $10,618 -32.08% $11,386 -41.64% 

Senior Database Administrator 5 $10,234 $10,672 -4.28% $10,204 0.29% $10,932 -6.82% 

   Averages -20.40%  -16.71%  -23.86% 

 

                                                      
5 Facilities Manager does not have a current salary to reference. 
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Table 5: SC METRO Percent (%) Above/Below Agency Labor Market Median by Classification 

Monthly Total Compensation, Select Agencies   

     Percentile of SC METRO in Labor Market 

Classification 
# 

Matches 

SC METRO 
Maximum 
(Monthly) 

Market 
Median 

(Monthly) 

% SC METRO 
Above/Below 

Market 
45th $ 45th % 55th $ 55th % 

Assistant Maintenance Manager 4 $12,540 $13,204 -5.30% $12,941 -3.20% $13,467 -7.40% 

Chief Financial Officer (CFO) 7 $15,852 $19,471 -22.83% $19,156 -20.84% $19,656 -23.99% 

Chief Operating Officer (COO) 5 $17,191 $19,471 -13.26% $19,261 -12.04% $19,594 -13.98% 

Database Administrator 3 $11,782 $13,609 -15.51% $13,334 -13.17% $13,651 -15.87% 

Executive Assistant 6 $10,361 $10,352 0.08% $10,258 0.98% $10,446 -0.83% 

Facilities Manager6 4  $13,581  $13,431  $13,731  

Finance Deputy Director 5 $14,114 $15,012 -6.36% $14,993 -6.23% $15,272 -8.21% 

Human Resources Deputy Director 5 $12,540 $13,172 -5.04% $13,154 -4.90% $14,205 -13.28% 

Human Resources Director 7 $15,852 $18,351 -15.77% $18,015 -13.64% $18,429 -16.26% 

Information Technology and Intelligent 
Transportation Systems Director 

7 $14,523 $18,351 -26.36% $18,042 -24.23% $18,910 -30.21% 

Maintenance Manager 6 $15,852 $16,156 -1.92% $15,058 5.01% $17,253 -8.84% 

Marketing, Communications and Customer 
Service Director 

4 $14,523 $13,998 3.61% $13,723 5.51% $14,273 1.72% 

Operations Manager- Paratransit Division 4 $12,540 $13,126 -4.68% $13,113 -4.57% $13,140 -4.79% 

Operations Manager-Fixed Route Division 5 $12,540 $13,172 -5.04% $13,154 -4.90% $13,821 -10.22% 

Planning and Development Director 7 $15,852 $17,231 -8.70% $16,676 -5.20% $17,645 -11.31% 

Purchasing and Special Projects Director 6 $14,523 $14,237 1.97% $13,897 4.31% $14,576 -0.36% 

Safety Security and Risk Management Director 7 $11,782 $14,915 -26.59% $14,365 -21.92% $15,044 -27.68% 

Senior Database Administrator 5 $14,321 $14,841 -3.64% $14,225 0.67% $14,856 -3.74% 

   Averages -9.14%  -6.96%  -11.48% 

 

 

 

                                                      
6 Facilities Manager does not have a current salary to reference. 
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Labor Market Position Agency Wide 

The data included in this report reflects that SC METRO is below the labor market median average when 

comparing base salary and total compensation medians.  When looking at the median, SC METRO is 

lagging behind the market by -20.40% for base salary and -9.14% for total compensation.  The market 

median tends to be a more stable representation of trends in the market, since it eliminates high and 

low payers which can skew data and outcomes. For this reason, CPS HR’s methodology is to use the 

market median for compensation considerations.  

 

Table 6 and Figure 1 present SC METRO’s position within the labor market. 

Table 6: SC METRO Position in the Labor Market, Select Agencies  

 
Market Median 

Market 45th 
Percentile 

Market 55th 
Percentile 

Base Salary -20.40% -16.71% -23.86% 

Total Compensation -9.14% -6.96% -11.48% 

 

Figure 1: SC METRO Percent Position in the Labor Market 
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V.  Benefits Summary Tables 

In addition to the base salary and total compensation data presented in the datasheets provided within 

Appendix A, CPS HR presents additional benefit information for all surveyed classifications displayed in 

table format in Appendix B.   

 

VI. Re-examination of Management Classes 

At the request of SC MTERO, CPS HR reviewed several management classifications that may have 

acquired additional duties since the management classification study in 2017, to assure that any 

compensation study results and decisions made from the data reflected in this report are accurate and 

current.   

 

1. Review of Operations Manager-Paratransit Division 

 

At the request of Santa Cruz Metro, CPS HR re-evaluated the class of Operations Manager-

Paratransit Division (Operations Manager) to determine whether recent changes in the 

incumbent’s duties has significantly impacted/altered the class description and/or the 

compensation survey data.  Specifically, the incumbent, Daniel Zaragoza, is performing duties as 

the Operations Manager and is also performing duties previously performed by the Assistant 

Operations Manager – Paratransit Division (Assistant Operations Manager).  Consequently, 

METRO plans to eliminate the latter positions.  Mr. Zaragoza questioned whether these 

additional duties needed to be incorporated into the class specification prepared by CPH HR for 

Operations Manager – Paratransit Division and whether they required a re-evaluation of the 

compensation data provided by CPS HR as well.  In order to ensure that CPS HR has current 

information regarding the full scope of work currently being performed, Mr. Zaragoza submitted 

a new Position Description Questionnaire (PDQ) in October 2018. 

 

Based on the current class definition, the Assistant Operations Manager assists the Operations 

Manager with all division activities specifically focusing on the day-to-day operational activities 

allowing the Operations Manager to focus on strategic planning and policy matters and to 

interact more with external agencies.  The Assistant Operations Manager spends a large 

percentage of time directly supervising subordinate employees and dealing with personnel-

related issues.  The new PDQ form submitted by Mr. Zaragoza confirms that he is performing 

such duties as well as the duties of the Operations Manager.  
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The Operations Manager class specification proposed by CPS HR includes supervisory duty 

statements.  However, since supervision is not the preponderant role of the position, such duties 

were minimally described.  Given that Mr. Zaragoza does spend a larger amount of time on such 

duties, it is reasonable to expand the supervisory duty statements accordingly.  Thus, CPS HR has 

made slight revisions to the class specification so that the duties of the Assistant Operations 

Manager are visibly incorporated. 

 

However, the proposed changes have no impact on the compensation data that CPS HR has 

already provided for the Operations Manager class.  Positions are classified based on the highest-

level preponderant duties being performed and Mr. Zaragoza’s PDQ states that he is still serving 

as the Operations Manager which is a higher-level function than Assistant Operations Manager.  

Therefore, the compensation data for this position, which is based on the market matches for 

Operations Manager, is still appropriate.   Furthermore, it is important to note that, by absorbing 

the duties of the Assistant Operations Manager, the overall complexity of the work, span of 

supervisory control, level of responsibility, decision making, authority, and related factors 

applicable to the position have not changed.  If the volume of work being performed by Mr. 

Zaragoza is excessive (because he is performing two jobs instead of one), that is not a 

classification issue but instead is an issue which management needs to address through staffing 

changes. 

 

Furthermore, when a higher-level position absorbs the duties of a lower-level position, and if the 

lower-level duties are so substantial that they become preponderant (thus limiting the 

incumbent’s performance of the higher-level work), the most appropriate recommendation is to 

reclassify the position downward to the lower level class.  CPS HR is not recommending that here 

as there is insufficient evidence suggesting that Mr. Zaragoza is preponderantly performing 

Assistant Operations Manager duties. 

 

In summary, CPS HR has made minor changes to the class specification for Operations Manager 

– Paratransit Division.  However, there is no basis for changing the compensation data previously 

provided for that class.    The classification specification is provided in Appendix D.   

 

2. Review of Purchasing and Materials Director 

 

At the request of Santa Cruz Metro, CPS HR re-evaluated the class of Purchasing and Materials 

Director to determine whether additional information submitted by the incumbent (Erron Alvey) 

significantly impacts/alters the class description and/or the compensation survey data.  

Specifically, Ms. Alvey was concerned that her duties related to project management had not 

been sufficiently incorporated into the class specification and therefore not given sufficient 

consideration during the compensation survey.  
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The CPS HR consultant noted that the PDQ submitted by Ms. Alvey in June of 2017 indicated that 

approximately 73% of her time was devoted to purchasing-related activities, suggesting that 

purchasing management was the preponderant role of the position.  The PDQ further stated that 

approximately 10% of her time was spent on “special projects”, and the PDQ did not provide 

details about what that entailed.   

 

In October of 2018, Ms. Alvey provided additional information to CPS HR describing her project-

related duties in greater detail.  She provided two examples of current projects she is managing:  

1) transition of METRO’s fleet to electric, and 2) construction of a new operations facility.  For 

both of these projects, Ms. Alvey identified several project elements for which she has been 

responsible, and she indicated that she has “complete project oversight” of the new operations 

facility project.  However, the tasks and responsibilities listed appear to focus on the purchasing 

aspects of such projects, which would be appropriate for the individual overseeing agency-wide 

procurement.  Furthermore, there is still no indication that such project work occupies more than 

10% of Ms. Alvey’s time. 

 

The class specification for Purchasing and Special Projects Director, which has been prepared by 

CPS HR, contains two duty statements as follows: 

▪ Serves as project coordinator and/or manager on special projects that involve personnel 

from multiple departments within the Agency, as well as outside consultants and 

contractors.  

▪ Creates, maintains, and executes a comprehensive Project Management Plan for each 

special project, relative to size and scope, including, but not limited to overall project 

objectives, schedule, roles and responsibilities, budget control, document control, and 

closeout procedures.  

These duty statements appear to appropriately describe the type of project 

management/coordination performed by Ms. Alvey and CPS HR does not recommend making 

any changes to the proposed class specification. Nevertheless, in an effort to respond to Ms. 

Alvey’s concerns, the CPS HR consultant re-evaluated the data collected during the compensation 

survey to determine whether Ms. Alvey’s project management duties were given sufficient 

consideration.  This re-evaluation determined the following: 

▪ Nothing in Ms. Alvey’s supplemental information suggests that project management 

duties have become preponderant to her position; 

▪ Some of the market matches are slightly “higher” than Ms. Alvey’s position in terms of 

the level of duties and responsibilities, and some are slightly lower; however, together 

they are a balanced representation of managers responsible for agency-wide 

procurement; 
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▪ None of the agencies have a manager-level class responsible solely for the type of project 

management being performed by Ms. Alvey; however, CPS HR identified several 

management and non-management classes that included some project management 

duties, suggesting that such work is not appropriate only for a department-head 

position; 

▪ Overall, project management is not a higher-level (or higher-compensated) responsibility 

than managing agency-wide procurement; thus, CPS HR found no market-based 

justification for altering our original compensation data for this position. 

In summary, CPS HR found no basis for altering the class specification for Purchasing and 

Materials Director and no reason to change the compensation data previously provided.       

 

VII. Next Steps 

This management compensation report provides detailed information concerning the scope of the 

project, the methodology used to complete the total compensation study, as well as the results of the 

study with all requested additional adjustments.  

The next steps include presenting the results of this compensation study to key stakeholders, including 

the personnel commission and board, as well as discussing implementation with senior management.  

Should you require any further information or have questions and comments with respect to this final 

report, please do not hesitate to contact Jennifer Ramos at 916-471-3125 or via email at 

jramos@cpshr.us.  
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Appendix A-1: Datasheets, Select Agencies
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Table B-1: Agency Budgeted and Actual FTEs, Step Plans, Cost of Living Adjustments, and other Pay Increase 

Agency Budgeted Actual Step Plan 
Step Plan 

Depends on 
classification 

Range 
Management 

COLAs Salary Movement 

Santa Cruz Metro Transit 
District 313 309 6 No N/A None 

Step increases dependent on 
eligibility on salary range and 
satisfactory performance  

Alameda Contra Costa 
Transit District 

2,243 DNA 
Represented 

7 
Yes 

Unrepresented/At-
Will 
Salary Range 

Represented - 3.25% - 
7/1/2019 
Unrepresented/At-
Will- negotiated 3.25% 
- 7/1/2019  
 

At-Will Executive: Negotiated 
compensation 
 
Represented & 
Unrepresented/At-Will:  
Not performance based 
Based on length of service 
only 

Central Contra Costa 
County Transit Authority 

275 DNA N/A N/A Mid-Point Unknown 

The Executive Director or his 
or her designee shall develop 
an annual  
 

City of Santa Cruz 

873.78 DNA 10 Yes N/A 

Executive, 7/1/2018 – 
2% 
Mid-Management, 
8/25/18 - 2% 
 

Meritorious job performance 

County of Santa Cruz 

2,437.657 DNA 7 Yes N/A 

Executive Mgmt.: 
Unknown 
Mid-Management - 
9/2018- 2.75%; 
9/2019-2.75%, 9/2020 
2.75% 
General – 9/2019-
2.75% 

Step Advancement: 
predicated on merit and 
length of service. 

Golden Gate Trans District 820 DNA DNA DNA DNA Unknown DNA 

Monterey Salinas Transit 
District 

276 275 N/A N/A Mid-Point Unknown Based on performance 

                                                      
7 Based on FY 17/18 Budget document FY 18/19 not available 
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Agency Budgeted Actual Step Plan 
Step Plan 

Depends on 
classification 

Range 
Management 

COLAs Salary Movement 

Incentive Pay Program – 1-
time lump sum payment 
based on performance goals   

Riverside Transit Agency DNA 485 N/A N/A Mid-Point Unknown Performance based 

San Joaquin Regional 
Transit District 

200 195 N/A N/A Market-Point 
Non-Represented -
Unknown 

Performance based 

San Mateo County Transit 592.24  
FY 2017 

DNA N/A N/A Mid-Point Unknown DNA 

Santa Barbara Metro Transit 
District 218 214 DNA DNA DNA 

Staff 1/1/2019 2% 
Teamsters 7/1/2018 
.054% 

DNA 

Santa Clara Valley 
Transportation Authority 

2,391 DNA N/A N/A 

All Others - Mid-
Point 
Executive – Broad 
Range with 
flexibility  

8/1/2018 - 3% Performance based 
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Table B-2: Retirement Contribution Practices 

Agency 
Retirement 

Admin. 
Retirement Benefit & Formula Social Security 

Santa Cruz Metro Transit District CalPERS Miscellaneous 9.211% 
Classic: 2.50% @ 55, One-year FAC 
PEPRA: 2.00% @ 62, Three-year FAC  

Medicare 

Alameda Contra Costa Transit 
District 

AC Transit 
Employees’ 
Retirement 

Miscellaneous 13.88%8 

Tier 1: 2%@55, Five-year FAC 

Tier 2: 2.25%@60, Three-year FAC 

PEPRA: 2.5% @65, Five-year FAC 

Medicare/FICA 

Central Contra Costa County 
Transit Authority 

CalPERS Miscellaneous  8.114% 
Classic: 2.00% @ 60, Three-year FAC 
PEPRA: 2.00% @ 62, Three-year FAC 

Medicare 

City of Santa Cruz 

CalPERS 

Miscellaneous 9.179% 
Tier 1: 2.00% @ 55, One-year FAC 
Tier 2: 2.00% @ 60, Three-year FAC 
Tier 3: 2.00% @ 62, Three-year FAC Medicare 

Mid-Management 
Executive 

Employee Pick-up 
4.0% 
5.0% 

All Tiers  
All Tiers   

County of Santa Cruz CalPERS Miscellaneous 8.188% 
Tier 1: 2.00% @ 55, Single Year FAC 
Tier 2: 2.00% @ 60, Three Year FAC 
Tier 3: 2.00% @ 62, Three Year FAC 

Medicare/FICA 

Golden Gate Trans District CalPERS Miscellaneous 10.271% 
Tier 1: 2.50% @ 55, One-year FAC 
Tier 2: 2.00% @ 60, Three-year FAC 
Tier 3: 2.00% @ 62, Three-year FAC 

Medicare/FICA 

Monterey Salinas Transit District   CalPERS Miscellaneous 8.540% 
Classic: 2.00% @ 55, One-Year FAC 
PEPRA: 2.00% @ 62, Three-year FAC 

Medicare 

Riverside Transit Agency CalPERS Miscellaneous 8.338% 
Classic: 2.00% @ 55, Three-year FAC 
PEPRA: 2.00% @ 62, Three-year FAC 

Medicare 

San Joaquin Regional Transit 
District 

SJRTD 401a/457 10.00%9 N/A Medicare/FICA 

San Mateo County Transit CalPERS Miscellaneous 8.192% 
2.0% @ 60, Three-year FAC 

2.0% @ 62, Three-year FAC 
Medicare/FICA 

                                                      
8 17/18 normal cost rate; 18/19 rate not finalized per agency within 1% difference 
9 Effective 1/2017 all active non-represented employees not vested as of 1/2017 and employees hired 1/2012 and after, moved to new 401a defined benefit plan with 10% employer contribution; 

active employees vested prior to 01/2017 receive contribution to 457. CPS HR calculated the 10% contribution to 401a which is in-line with use of PEPRA rates for CalPERS agencies.  
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Santa Barbara Metro Transit 

District 

Defined Benefit 

Plan 
401a/457 10.00%10 N/A Medicare/FICA 

Santa Clara Valley 
Transportation Authority CalPERS 

Miscellaneous 9.331% 
Classic: 2.00% @ 55, One-Year FAC 
PEPRA: 2.00% @ 62, Three-year FAC Medicare/FICA 

All Employee Groups Employee Pick-up 1.0% Classic 

 

 

                                                      
10 Effective 1/2017 all active non-represented employees not vested as of 1/2017 and employees hired 1/2012 and after, moved to new 401a defined benefit plan with 10% employer contribution; 

active employees vested prior to 01/2017 receive contribution to 457. CPS HR calculated the 10% contribution to 401a which is in-line with use of PEPRA rates for CalPERS agencies.  
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Table B-3: Deferred Compensation, Longevity Practices, and Education/Certification Reimbursement Practices 

Agency 
Deferred Compensation 

(monthly or % of base pay) 
Longevity 

Education/Certification 
Reimbursement 

Santa Cruz Metro Transit District 457, No agency contribution 
Based on years of service: 

10+ years: 5.00% 
15+ Years: 10.00% 

Reimbursement for costs of academic or 
professional credentials, certifications, or 
degrees. No maximum. 

Alameda Contra Costa Transit District 457, Agency contribution: 
Represented: $100/month 
Unrepresented/At-Will & Executive: 
$150/month 

Roth IRA, No agency Contribution 

No policy $2,500 annually 

Central Contra Costa County Transit 
Authority 

457, No agency contribution No policy 
50% of tuition reimbursement if funds 
are available 

City of Santa Cruz 457, No agency contribution 

Based on years of service: 
Executive; Mid-Management - 10 
years; 2.5% increase of base pay 
Mid-Management - 15 years; 2.0% 
increase of base pay 

Tuition Reimbursement: 
$500 per fiscal year 

County of Santa Cruz 457, No agency contribution 

Executive – 25 years; 3.0% increase to 
base pay 

Mid-Mgmt. - 20 years; 3.0% increase to 
base pay 

General – 25 years; 3.0% increase to base 
pay 

 
 
 
$175/year 
 
 
 
Elected Officials not eligible 

Golden Gate Trans District 457 and 401(a), No agency contribution No policy DNA 

Monterey Salinas Transit District   457 and 401(a), No agency contribution 

One-time lump sum payment 1.00% of 

base salary 

5 yr.; 10 yr. and 15 yr. anniversary  

20+ yrs. 1% each subsequent 

anniversary date. 

$3,000 annually 

Riverside Transit Agency 
457, No agency contribution 
401A, Agency contribution of $25/month  

No policy $5,000 annually 
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Agency 
Deferred Compensation 

(monthly or % of base pay) 
Longevity 

Education/Certification 
Reimbursement 

San Joaquin Regional Transit 
District 

401a, Agency contribution of 10% in-lieu 
of retirement  

No policy $2,500 annually 

San Mateo County Transit DNA No policy $4,000 annually 

Santa Barbara Metro Transit District 457,No agency contribution No policy N/A 

Santa Clara Valley Transportation 
Authority 
 
                                       All employees 

All employees: 457, No agency 
contribution 
AFSCME & Unrepresented: 401(a), No 
agency contribution  

No Policy 
$2,000 Tuition Reimbursement 
$3,500 Professional Development 
Reimbursement (on matching basis) 
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Table B-4 Allowance Pay Practices 

Agency 
Vehicle* 

(Other than mileage 
reimbursement) 

Transportation Phone Relocation Bilingual 

Santa Cruz Metro Transit District 
CEO only – vehicle 
allowance up to 
$400/month 

All - transit pass 
 
Fixed Route and 
Paratransit Services -  
Bus pass for staff and 
dependents 

Discretionary 
allowance by GM - 
$162.50/month 

Negotiable allowance 
by GM up to $15,000 
for expenses and 
$5,000 for temporary 
housing. 

No policy 

Alameda Contra Costa Transit 
District 

N/A 
Reimburse for mileage 
when employee uses 
personal vehicle 

Bus pass for employees 
and eligible 
dependents to all 
service areas 

Not provided 
Provide agency phones 

Not to exceed $10,000 
for new hires in the 
following management 
groups: 

▪ Executives (Chiefs 
and Executive 
Directors)  
▪ Department 
Directors  
▪ Assistant 
Directors  

No policy 

Central Contra Costa County 
Transit Authority 

No policy No policy No policy Discretionary No policy 

City of Santa Cruz11 Executive: $107/mo. No policy Executive: $70/month  Discretionary Not eligible 

County of Santa Cruz 

Executive: Auto 
allowance abolished in 
lieu a salary placement 
equal to $14.80/day 
for in county travel. 
Reimbursed for out-of-
county travel. 

General – Bus pass for 
employees 

No policy 
Maximum of $10,000 
based on actual cost 

General: $1.00-
$1.35/hr. 
All Others: $0.50/hr.-
$0.85/hr. 

                                                      
11 City of Santa Cruz: Optional Management Benefit – for recognition of unscheduled and special assignments; receive $1,300/annually with less than 10 yrs. of service; $1,500/annually with more 

than 10 yrs. of service.   May receive benefit in direct compensation, deposited to deferred compensation plan or purchase of additional vacation leave in lieu of compensation. 
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Agency 
Vehicle* 

(Other than mileage 
reimbursement) 

Transportation Phone Relocation Bilingual 

Golden Gate Trans District DNA No policy DNA DNA 
Have policy no amount 
provided 

Monterey Salinas Transit District    Executive: $400/mo.  Yes Executive: $40/mo.  
Discretionary-per 
contract 

Dependent on position 

Riverside Transit Agency 
$250/month for 
Director Level 

Yes $100/month No policy No policy 

San Joaquin Regional Transit 
District 

N/A for matched 
classifications 

Yes CFO: $120/month  No policy No policy 

San Mateo County Transit 
Provides agency 
vehicle based on 
classification 

Employees and 
dependents are eligible 
for Bus (SamTrans); 
employees who work 
in San Carlos, San 
Mateo, or San Jose 
offices for the train 
(Caltrain). 

District provides cell 
phones as needed 

Discretionary 
reimbursement of up 
to $15,000 maximum 

No policy 

Santa Barbara Metro Transit District Provides agency 
vehicle for key staff 

No policy No policy No policy DNA 

Santa Clara Valley Transportation 
Authority 

No policy 
Retirees and eligible 
dependents are eligible 
for transit passes 

No policy No policy 

SEIU $170/month 
AFSCME $190/month 
All Unrepresented 
$170/month 
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Table B-5: Medical, Dental, and Vision Insurance – Employer and Employee Contributions 
Rates reflect the most expensive family plan. 

Agency 
Medical Dental Vision 

Employer Employee Employer Employee Employer Employee 

Santa Cruz Metro Transportation District $2,311.00 $1,371 $146.70 $0.00 $25.61 $0.00 

Alameda Contra Costa Transit District 
(Medical: 90% of HMO plan) 

$3,129.29 $347.71 $249.96 $27.78 $39.60 $0.00 

Central Contra Costa County Transit 
Authority 
(Medical: 95% of Kaiser plan) 

$1,678.02 $1,888.76 189.75 $0.00 $0.00 $29.52 

City of Santa Cruz 
(Medical: 86%-87% highest cost family 
plan) 

Mid-Mgmt.: $2,010.31 
Executive: $1,980.31 

Mid-Mgmt.: $301.14 
Executive: $331.14 

$126.70 DNA $18.74 DNA 

County of Santa Cruz 
(Medical: 95%/90%/90%* Anthem HMO 
Traditional) 

$2,004.00 $410.16 ** $48.00 ** $17.84 

Golden Gate Trans District $2,311.45 DNA DNA DNA DNA DNA 

Monterey Salinas Transit District 
(Medical: 92%/87%/87% all plans) 

$1,937.20 $289.47 ** $117.10 ** $17.42 

Riverside Transit Agency 
(Medical: 100% Employee lowest HMO 
premium/$432/month Dependents) 

$1,217.00 $2,302.91 $18.16 $139.49 ** $13.94 

San Joaquin Regional Transit District 
(Medical: 90% highest cost family plan) 

$1,824.88 $202.76 $107.04 $17.66 $23.90 $2.66 

San Mateo County Transit $3,210.10 $356.68 $178.21 $0.00 $15.30 $0.00 

Santa Barbara Metro Transit District $2,200 DNA DNA DNA DNA DNA 

Santa Clara Valley Transportation 
Authority 
(100% of Kaiser Bay Area Family rate) 

$2,027.6412 $1,539.14 $70.34 $0 $8.75 $0 

 

                                                      
12 Santa Clara Valley Transportation Authority: Agency contributes $300 per year to Health Flexible Savings Account 
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*If a contribution formula is indicated as %/%/% represents the percentage the order of the levels of coverage are – Employee/Employee +1/Employee +2 or more 
**Indicates either the medical premium for family coverage of the benchmark plan exceeds the amount of the agency’s total health (medical, dental & vision) contribution or the agency does not 
provide a contribution for dental and/or vision coverage. 
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Table B-6: Life Insurance, Long-Term Disability, Accidental Death & Dismember, and Employee Assistance Program Availability 

Agency Life Insurance 
Long-Term 
Disability 

AD&D EAP 

Santa Cruz Metro Transportation District Employer Paid Employer Paid Employer Paid Employer Paid 

Alameda Contra Costa Transit District Employer Paid Employer Paid Employer Paid Employer Paid 

Central Contra Costa County Transit 
Authority 

Employer Paid Employer Paid Employer Paid Employer Paid 

City of Santa Cruz Employer Paid Employer Paid N/A Employer Paid 

County of Santa Cruz Employer Paid Employer Paid 
Excludes General Unit 

Employer Paid Employer Paid 

Golden Gate Trans District Employer Paid Employer Paid Employer Paid Employer Paid 

Monterey Salinas Transit District13 Employee Paid Not offered Yes Employer Paid 

Riverside Transit Agency Employer Paid Employer Paid 
Employee 
Paid/Voluntary 

Employer Paid 

San Joaquin Regional Transit District Employer Paid Employer Paid Employer Paid Employer Paid 

San Mateo County Transit Employer Paid Employer Paid Employer Paid Employer Paid 

Santa Barbara Metro Transit District Employer Paid Not offered DNA DNA 

Santa Clara Valley Transportation 
Authority 

Employer Paid 
Executive 
- Employer Paid 

Executive – 
Employer Paid 

Employer Paid 

 

  

                                                      
13 All benefits offered through Section 125 plan, which maximum benefit only provides partial contribution to medical coverage 
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Table B-7: Retiree Health Insurance  
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Agency Retiree Health Insurance 

Santa Cruz Metro Transit District 

Medical: Employee and eligible dependents, after 5 years’ service and age 50 for Classic; or age 62 for PEPRA 

Dental and Vision: Employee and eligible dependents, after 10 years’ service and age 50 for Classic; or age 62 for 

PEPRA, and until age 65 of Retiree 

Alameda Contra Costa Transit District Represented -  Retirees age 55-64; agency contribution - $691/month; age 65+ agency contribution $335/month 

 

Unrepresented – 55-64 Agency provides retiree dental and vision; 10+ years of service paid retiree medical for 

lowest medical plan; less than 10 years of service retiree coverage paid at 50% then 10% for each additional 

year up to 10; dependents may be insured with employee contribution of $100/month per dependent. 

Dependents may enroll in vision & dental plans with no agency contribution. Age 65+ employee only 

$40/month; retiree and spouse $80/month. 

Central Contra Costa County Transit 
Authority 

Agency contributes maximum of $607.12/month  

City of Santa Cruz 
City contributes $133/month for all employees 
Mid-Management & Executive with 5 yrs. service additional $89/month 

County of Santa Cruz 
Retiree + 1 dependent; Based on years of service; Maximum 20 years and age 55+: 
Executive, Mid-Management & General: $133-$557/month  
Elected & Appointed Dept. Heads & Assisted Dept. Heads: $133-$587/month 

Golden Gate Trans District Agency provides but not detail provided 

Monterey Salinas Transit District     
Agency contributes minimum amount allowable for the employer portion of cost under retiree elected health 
plan. 

Riverside Transit Agency 
Age 50 with 10 or more years of service; contribution up to lowest CalPERS HMO, maximum of $785/month, 
employee only retiree medical coverage applicable to Riverside County. No contribution towards medical 
dependent coverage. 

San Joaquin Reginal Transit District 

For retirements after 8/1/2010 after age 55 and 25 years of service, the retiree and spouse receive the same 
medical, dental and vision benefits as current active employees. The retiree pays a fixed dollar amount of the 
premiums, equal to the same percentage used to calculate the retiree’s pension benefit times the active 
contribution percentage of the premium amount at retirement. The retiree’s contribution remains fixed.  

San Mateo County Transit 

Agency contributes a minimum of $432.06 to $1,1238.86 depending on eligibility for Medicare and dependent 

coverage. 

All employees must contribute $23.08 per pay period a Retirement Health Savings plan which upon retirement 

used to pay for qualified medical expenses of retiree & dependents. 

Santa Barbara Metro Transit District $285/mo.  (reimbursement) 
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Santa Clara Valley Transportation 
Authority 

Agency contributes up to the Kaiser Bay area single rate for retirees in California and Kaiser our-of-state single 

rate for retirees living outside of California. Surviving spouses receive the same benefit. 
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Table B-8: Vacation Accrual and Cash-Out Policy 
 Year 1 Year 5 Year 10 Year 15 Max Accrual Year Annual Cash-Out Policy  

(not upon termination or 
retirement) Agency 

Annual 
Accrual 

Max 
Accrual 

Annual 
Accrual 

Max 
Accrual 

Annual 
Accrual 

Max 
Accrual 

Annual 
Accrual 

Max 
Accrual 

Annual 
Accrual 

Max 
Accrual 

Santa Cruz Metro Transit 
District 

88 264 152 456 192 576 192 576 192 @ 10 576 

Annual leave accumulated 
beyond two hundred (200) 
hours shall upon two (2) weeks 
advance written request of the 
employee, be paid to the 
employee based on the 
employee’s current base hourly 
rate. 

Alameda Contra Costa 
Transit District 

 Represented 
Unrepresented 

                       
 At-Will 

Unrepresented Executive  
 

 
 

80 
 
 

14414 

 
 

480 
 
 

240 

 
 

120 
 
 

216 

 
 

480 
 
 

240 

 
 

160 
 
 

256 

 
 

480 
 
 

240 

 
 

200 
 
 

296 

 
 

480 
 
 

240 

 
 

240 @ 25 
 
 

336 @25 

 
 

480 
 
 

240 

 
 
No cash-out 
 
Annually may cash out up to 
50% of PTO balances; 
remaining PTO balance after 
cash out 80 hrs. 

Central Contra Costa County 
Transit Authority 

160 480 200 @ 3 600 240 720 240 720 240 @ 10 720 
Annual cash-out of 1/3 
accrued balance if use and 
balance policy met. 

City of Santa Cruz15 80 160 120 240 160 @ 11 320 160 320 160 @ 15 320 No cash out 

County of Santa Cruz 
Vacation – Executive 
Annual Leave – General Unit 

 
128 
176 

 
320 
440 

 
168 @ 6 

216 

 
420 
540 

 
208 @ 11 

256 

 
520 
640 

 
248 @ 15 
296 @ 15 

 
620 
740 

 
248 @ 15 
296 @ 15 

 
620 
740 

No cash-out 

Golden Gate Trans District DNA DNA DNA DNA DNA DNA DNA DNA DNA DNA DNA 

                                                      
14 1+yrs. up to 5 yrs. 175 hrs 
15 City of Santa Cruz: At 11 years of service, employees accrue 8 hours each year to maximum of 160. 
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 Year 1 Year 5 Year 10 Year 15 Max Accrual Year Annual Cash-Out Policy  
(not upon termination or 

retirement) Agency 
Annual 
Accrual 

Max 
Accrual 

Annual 
Accrual 

Max 
Accrual 

Annual 
Accrual 

Max 
Accrual 

Annual 
Accrual 

Max 
Accrual 

Annual 
Accrual 

Max 
Accrual 

Monterey Salinas Transit 
District16     

112 1,040 152 1,040 192 1,040 272 1,040 272@15 1,040 

Can cash out 24 hrs. or more 

provided they have used a 

minimum of 5 days in the 

previous year. 

 

Riverside Transit Agency 80 240 120 240 160 240 200 240 240 @ 20 240 No cash-out 

San Joaquin Regional Transit 
District 

80 160 120 240 160 320 200 400 240 @ 25 480 No cash-out 

San Mateo County Transit17 214.50 800 273 1040 273 1040 318.5 1240 344.5 @ 25 1440 
Employee may elect to buy 
back PTO once a year. 

Santa Barbara Metro Transit 
District 

80 80 120 120 120 120 120 120 200 @ 20 200 
Unused cashed out in 

January 

Santa Clara Valley 
Transportation Authority18 

           

SEIU 120 360 168 504 184 552 200 600 216 @ 20 648 
All Employee Groups: 
A minimum of 40 hours with a 
remaining balance of at least 
80 hours after cash-out. 
 

AFSCME 136 136 184 504 200 648 216 696 232 @ 20 744 

Executive Management and 
Non-Represented 

Management Staff 
248 744 248 744 248 744 248 744 248 @ 1 744 

 
  

                                                      
16 Monterey-Salinas Transit District: provides Personal Leave which covers both vacation and sick leave. 
17 San Mateo County Transit: employees accrue Paid Time Off (PTO) 
18 Santa Clara Valley Transportation Authority: AFSCME, Executive & Unrepresented Management employee groups accrue Scheduled Time Off (STO) which may or may not 
include sick, management  leave etc. 
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Table B-9: Sick Leave, Holiday, Administrative, and Personal Leave Policies 

Agency 

Sick 
Leave 

Annual 
Accrual 
(Hours) 

Sick Leave 
Maximum 

Accrual 
(Hours) 

Sick Leave Cash-Out Holiday 
Administrative/Personal 

Leave 

Santa Cruz Metro Transit District 96 Unlimited 

Cash-Out upon retirement 

Annual cash-out of 25% of accrued sick 
leave above 120 days (960 hours). 

Annual conversion of sick leave accrued 
beyond a balance of 96 hours may be 
converted to annual leave. 

Holiday: 
Floating: 

7 
1119 

Administrative Leave: 3.5 days 
(28 hours), increasing to 
80 hours in 2019 

Alameda Contra Costa Transit District 
 

Represented 
Unrepresented 

 
 
 

 
 
 
 
 
 
 
 
At-Will - Unrepresented 

& Executive  

 
 

Year 1  - 
64 

Year 2+ 
- 96 

 
 
 
 
 
 
 
 

 
N/A 20 

 
 
 

140/hrs. 
 
 
 
 
 
 
 
 
 

 
 

N/A 

 
 
Represented: 
Annual Cash-Out 
Excess of 140 hrs. paid at 100% 
Retirement Cash-Out: 
!00% of unused balance 
 
Unrepresented: 
Annual Cash-Out  
Excess of 140 hrs. paid at 50% 
Retirement Cash-Out: 
!00% of unused balance 
 
Sick Leave Rollover to  
457 account: 

Sick Leave =  Cash Out 
10 days           2 days 
25 days           5 days 
50 days           20 days 

 

At-Will - Unrepresented & Executive: 
N/A 

All: 
Holiday:  
Floating:  

 
9 
3 

All: 
Personal Leave: No policy 
 
Management Leave:  
5 days/CY, FLSA exempt 
 

                                                      
19 Santa Cruz Metro Transit District: Floating Holidays – employees are compensated for any unused time at end of FY and cannot exceed total of 88 hours with Admin leave 
20 Alameda Contra Costa Transit District provides Paid Time Off (PTO) 
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Agency 

Sick 
Leave 

Annual 
Accrual 
(Hours) 

Sick Leave 
Maximum 

Accrual 
(Hours) 

Sick Leave Cash-Out Holiday 
Administrative/Personal 

Leave 

Central Contra Costa County Transit 
Authority 

120 Unlimited 
Cash-Out upon termination  
Based on years of service (>2 years-0%; 2-5 

years - 25% of balance; 5+ years – 50%) 

Holiday: 
Floating: 

12 
6 

No policy 

City of Santa Cruz 
Mid-Mgmt. & Executive 

96 Unlimited 

Sick Leave Incentive Program: 
Annually, employee may choose to have sick 
leave accrued hours in excess of 400 hours 
converted: 
to receive cash pay-off at the rate of 33% of 
base pay or convert sick leave to vacation 
leave at the rate of 33% or bank excess hours 
to be used in future if needed or cash out at 
separation.  
Leave in excess of 400 banked hours upon 
separation paid at 33% of base pay. 

Holiday:  
Floating: 

10 
3 

Management Vacation: 80 
hours/year 

Cash out of 20 hours/year  
 
3 days of sick leave to be used 

as Personal Business 
Leave  

County of Santa Cruz 
General Unit excluded from Sick Leave 
& Administrative Leave 

48  1,440 

Resignation, layoff, or death: 
Based on years of service & max. of 450 hrs.: 
1-5 years-10%; 6-10 yrs.-50% ; 11+ yrs. 75%  

Retirement: 
Based on years of service & max. of 600 hrs.: 
less than 10 years-10%; 10+ yrs.-100%  

Holiday: 
Floating: 

13 
0 

40 hours for first year and 2+ 
years - 80 hours  

Golden Gate Trans District DNA DNA DNA 
Holiday: 
Floating: 

11 
2 

DNA 

Monterey-Salinas Transit District N/A21 N/A N/A 
Holiday: 
Floating: 

12 
 1 

FLSA Exempt employees 

accrue 64 hours of 

management leave. 

 

Riverside Transit Agency 96 1,040 
Retirement: Converted to service credit 
Twice Annual Cash-Out: Maximum of 1,040 

hrs.  

Holiday: 
Floating: 

8 
5 

No policy 

San Joaquin Regional Transit District 96 2,080 
Cash-Out upon termination 
Cash-Out upon retirement 

Holiday: 
Floating: 

9 
3 

No policy 

                                                      
21 Monterey-Salinas Transit District: provides Annual Leave which covers both vacation and sick leave. 
 

Attachment A

17A.81



Santa Cruz Metropolitan Transit District 
Management Total Compensation Report 

P a g e  | 81 

Agency 

Sick 
Leave 

Annual 
Accrual 
(Hours) 

Sick Leave 
Maximum 

Accrual 
(Hours) 

Sick Leave Cash-Out Holiday 
Administrative/Personal 

Leave 

San Mateo County Transit N/A22 N/A N/A 
Holiday: 
Floating: 

7 
5 

No policy 

Santa Barbara Metro Transit District 80 Unlimited 75% at retirement 
Holiday: 
Floating: 

12 
2 

Personal 40 hours 

Santa Clara Valley Transportation 
Authority 

      

SEIU 96 Unlimited 

No Annual Cash-out 
Retirement or death: 
50% first 480 hours; remaining balance paid 

off at rate of 12.5%.  Option to convert 8 
hours for one month of retiree medical 
single coverage. 

Other Separation: 
10 years of service paid 480 hours at rate of 

25% of equivalent cash value; balances 
beyond 60 days paid off at rate of 12.5%. 

 

Holiday: 
Floating: 

12 
0 

No policy 

AFSCME 80 Unlimited 

Annual Cash-Out 
10 years of service, cash-out balances in excess 

of 320 hours at the rate of 2% for each full 
year of service, not to exceed 50%. Cash out 
must be for a minimum of 40 hours.  

Retirement/Other Separation: 
Upon retirement, death, or resignation in good 

standing: With 10 years of service, paid off 
at the rate of 2% for each year of service (not 
to exceed 50%), multiplied by the monetary 
value of such sick leave. 

 

Holiday: 
Floating: 

11 
0 

No policy 

                                                      
22 San Mateo County Transit District: provides Paid Time Off (PTO) which covers vacation, sick and other leaves. 
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Agency 

Sick 
Leave 

Annual 
Accrual 
(Hours) 

Sick Leave 
Maximum 

Accrual 
(Hours) 

Sick Leave Cash-Out Holiday 
Administrative/Personal 

Leave 

Executive Management and  
Unrepresented 

 
64 Unlimited 

Executive: No policies 
Unrepresented: 
Annual Cash-Out: 
With 10 years of service, may cash-out 

balances in excess of 320 hours at the rate 
of 2% for each full year of service, not to 
exceed 50%. Cash out must be for a 
minimum of 40 hours. 

Retirement/Other Separation: 
With 10 years of service, paid off at the rate 

of 2% for each year of service (not to 
exceed 50%), multiplied by the monetary 
value of such sick leave. 

Holiday: 
Floating: 

11 
0 

No policy 
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Table B-10: Total Hours of Paid Time Off Annually 
All amounts are annual accruals 

Agency 
Max Sick Leave 

Accrual 
Hours 

Max Vacation 
Leave Accrual 

Hours 

Administrative 
Leave 
Hours 

Personal Leave 
Hours* 

Holiday 
Hours 

Floating  
Holiday-Hours 

Total Hours of 
Paid Time Off 

Annually-Hours 

Santa Cruz Metro Transit District 96 192 80 0 56 88 512 

Alameda Contra Costa Transit 
District 

Unrepresented 
Represented 

At-Will 
Unrepresented/Executive 

96 
 

0 

240 
 

336 
40 0 72 24 

Unrepresented 
Represented: 

472 
At-Will 

Unrepresented/ 
Executive: 

472 

City of Santa Cruz 96 160 80 0 80 24 440 

County of Santa Cruz 
Executive 
General Unit 

 
48 
0 

 
248 
296 

 
80 
0 

 
0 
0 

 
104 
104 

 
0 
0 

 
480 
400 

Central Contra Costa County 
Transit Authority 

120 240 0 0 96 48 504 

Golden Gate Trans District DNA DNA DNA DNA 88 16 DNA 

Monterey Salinas Transit District 0 272 64 0 96 8 440 

Riverside Transit Agency 96 240 0 0 64 40 440 

San Joaquin Regional Transit 
District 

96 240 0 0 72 24 432 

San Mateo County Transit 0 344.5 0 0 56 40 440.5 

Santa Barbara Metro Transit 
District 

80 200 0 40 60 16 396 

Santa Clara Valley Transportation 
Authority 

       

SEIU 96 216 0 0 96 0 408 
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AFSCME 80 232 0 0 88 0 400 

Executive Management and Non-
Represented 

Management Staff 
64 248 0 0 88 0 400 

Labor Market Median 432 

Labor Market Average 442.49 

% Above/Below Median 27.03% 

% Above/Below Average 25.29% 

*Percentages reflect SCMTD’s increase in both Personal and Administrative leave to 80 hours each in 2019. In 2018, Personal Leave was 40 hours and Administrative Leave 28 hours 

resulting in SCMTD leading the market median by 13.60 
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Appendix C: Salary Survey
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Appendix D: Operations Manager – Paratransit 

Division Updated Job Description
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Class Code:  
       FLSA Status: Exempt 

Facilities Maintenance Manager 
Bargaining Unit: Management 

 
DEFINITION: 
Under the direction of the Chief Operating Officer (COO), the Facilities Maintenance Manager plans, 
organizes, supervises, directs, and monitors the programs and activities of the facilities maintenance 
programs, including a centralized warehouse, in conformance with Santa Cruz METRO’s vision, mission, 
goals and objectives; manages staff and operations responsible for installation, construction, repair, and 
cleaning functions for all Santa Cruz METRO facilities, including bus stops, buildings, and related 
operating equipment; and performs other duties as assigned.  
 
DISTINGUISHING CHARACTERISTICS: 
The Facilities Maintenance Manager reports to the Chief Operating Officer and is responsible for the 
management and supervision of the facility maintenance programs to ensure that Santa Cruz METRO 
facilities are clean and in a state of good repair.  
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 
The duties listed below represent the various types of work that may be performed. The omission of 
specific statements of duties does not exclude them if the work is related or a logical assignment to this 
class. 
 

• Plans, organizes, and directs staff in the maintenance and repair of Santa Cruz METRO owned 
bus stops, buildings and other Santa Cruz METRO facilities and related equipment.  

• Plans, organizes, and directs the work of Custodial Service Workers, Facilities Maintenance 
Workers, and other Santa Cruz METRO employees and supervisory staff involved in facility 
maintenance; selects, supervises, trains, motivates, assigns, evaluates, counsels and disciplines 
staff, primarily through subordinate supervisors. 

• Coordinates the development and implementation of training programs for supervisors and 
employees; monitors and evaluates the department’s performance against OSHA standards and 
Santa Cruz METRO’s safety program.  

• Reviews State and Federal laws, regulations and proposed legislation pertaining to areas of 
responsibility and reports on impact; ensures the application of safety rules and regulations. 

• Reviews and evaluates facility inspections for quality assurance purposes; reviews overall 
performance of the department and recommends long-term improvements. 

• Performs compliance reporting.  
• Assists in the development and implementation of maintenance policies and programs. 
• Develops and reviews work plans to ensure preventive maintenance and repairs; prepares and 

reviews maintenance schedules; ensures appropriate record keeping. 
• Develops, implements, manages and monitors contracts and service agreements with vendors, 

contractors, and consultants. 
• Plans and implements short and long-range projects dealing with facility acquisitions, 

rejuvenation, and maintenance; develops cost estimates of labor, time, costs, and materials 
associated with projects and repairs; prepares construction, renovation, and purchasing 
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contract specifications; inspects contracted work for conformance to standards; reviews and 
approves requisitions for equipment, parts, materials, and supplies.  

• Oversees and participates in the development and administration of the department budget; 
develops, monitors, and manages the budget items related to facilities maintenance. 

• Plans and directs purchasing actions to ensure timely availability of the materials, services, and 
equipment needed to support maintenance and facility operations and programs. 

• Reviews building developments for transit improvements during the environmental review 
process to ensure compliance with model ordinance.  

• Makes presentations to the Santa Cruz METRO Board of Directors, other boards and 
commissions, agencies, employee organizations, and public and private organizations; 
represents Santa Cruz METRO at various meetings.  

• Analyzes and evaluates complex problems; recommends and implements effective solutions. 
• Directs and reviews inventory control activities. 
• Interprets and applies the provisions of labor agreements in accordance with Santa Cruz METRO 

guidelines; may serve as a hearing officer. 
 
EMPLOYMENT STANDARDS: 
 
Knowledge of: 

• Principles and practices of public transportation maintenance organization and operations, 
including applicable safety procedures and requirements.  

• Building construction and repair, electrical, and/or mechanical trades, and related tools and 
equipment.  

• Janitorial services operations.  
• Applicable local, State, and Federal codes and regulations governing transit-related construction 

and facility maintenance. 
• Standard job sequences used in building construction.  
• Industrial safety rules and regulations as applied to a public transit system, including methods 

for safely and legally handling hazardous materials and hazardous waste. 
• Warehouse procedures including the analysis of receipt, storage, issuance, and inventory 

control methods.  
• Principles and practices of budget planning, organization, and administration. 
• Principles and practices of supervision. 
• Administration of labor contracts.  
• Principles and practices of project management including cost estimating, preparation of 

requests for proposals, and contract and specification preparation and administration. 
 
Ability to: 

• Effectively plan, organize, direct, and coordinate the functions and staff activities for area of 
responsibility. 

• Select, supervise, train, motivate, assign, evaluate, counsel, and discipline staff within a union 
environment. 

• Analyze and evaluate complex department/operational problems and recommend and 
implement effective solutions. 
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• Evaluate requests for maintenance, repair, installation and modifications to determine the 
necessity for and the most cost-effective method. 

• Interpret plans, specifications, laws, ordinances, and codes applicable to maintenance and repair 
of transit facilities, office buildings, and related equipment. 

• Ensure the delivery of training programs on new equipment and methods as well as 
departmental procedures and policies.  

• Estimate labor and materials requirements; prepare construction, renovation, and purchasing 
contract specifications; and inspect contracted work for conformance to standards. 

• Prepare reports and keep accurate records. 
• Function as a liaison with public safety agencies. 
• Perform facility inspections for quality assurance purposes. 
• Interpret and apply laws, rules, regulations, and labor contract provisions. 
• Assist in developing, coordinating, and evaluating the delivery of vendor technical and/or 

maintenance training programs. 
• Evaluate bus maintenance efficiency and reliability by reviewing and analyzing daily logs, field 

service reports, and management information system data reports, and initiating corrective 
actions when required. 

• Evaluate and recommend staff development and training opportunities. 
• Recommend and/or review reports regarding repairs and refurbishment of facilities.  
• Maintain records and prepare written reports; perform records and activity management. 
• Administer and monitor contracts with vendors. 
• Develop and monitor department budgets. 
• Ensure the prompt recovery of hazardous spills and the removal of bio-hazardous waste 

following prescribed safety and hazmat practices and procedures. 
• Make oral and written presentations to the Board of Directors, Santa Cruz METRO management, 

and other groups. 
• Utilize standard office equipment and software.  
• Communicate effectively, both orally and in writing.  
• Establish and maintain effective working relationships within the department and with other 

divisions, departments, agencies, suppliers, vendors, and the public.  
 

MINIMUM QUALIFICATIONS: 
 
Education, Training and Experience: 
Bachelor’s degree from an accredited college in engineering, business administration, or a closely 
related field.  
 
AND 
 
Eight (8) years of progressively responsible professional experience in facility maintenance including at 
least four (4) years of responsible supervisory and management experience, preferably in a public 
agency.   
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Familiarity with transit agency or transportation system activities and functions, budget, labor, FTA 
requirements, facility maintenance, ADA, asset management, and report generation is highly desirable.  
Experience in a large public organization is preferred. 
 
LICENSES AND CERTIFICATES: 
A valid Class C driver license and safe driving record is required at the time of application and  
appointment and must be maintained throughout employment. 
 
SPECIAL REQUIREMENTS: 

• Required to be able to respond to emergency situations seven days per week, 24 hours per day. 
• Must be able to work extended hours as needed, often outside regular business hours as 

required by the CEO and the demands of the job. 
• Must maintain strictest confidentiality.  
• Must participate in professional development activities.  
• Requires occasional travel. 

 
PHYSICAL AND MENTAL DEMANDS: 
The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 
  
Physical Demands  
While performing the duties of this job, the employee is regularly required to sit, walk and stand; talk 
and hear; use hands to manipulate, handle, feel or operate objects, tools or controls; reach with hands 
and arms; and perform repetitive movements of hands or wrists. The employee is regularly required to 
bend and twist at the neck, reach with hands and arms.  Occasional standing, walking, overhead 
reaching and lifting up to 50 pounds unaided is required.   Specific visual abilities required for this job 
include close vision, distance vision, and the ability to adjust focus.   
 
Mental Demands  
While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; analyzes and solves problems; uses math and 
mathematical reasoning; performs highly detailed work; deals with multiple concurrent tasks; and 
interacts with others encountered in the course of work. 
 
Work Environment:  
The employee works in a shop environment where the noise level is usually noisy.  May work out in the 
field when needed.  May require availability to work a flexible schedule. 
 
OTHER CONDITIONS OF EMPLOYMENT: 
Must pass requisite background check. 
 
 
*Adopted: 00-00-00  
*BOD Approved: 00-00-00  
*Revised: 00-00-00 
*Job Family:   Management-Maintenance 
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Class Code: 3125-OA58 
3200-OA58 

FLSA Status: Exempt 
Assistant Operations Manager – Paratransit Department 

Bargaining Unit: Management 

DEFINITION: 
Under general direction of the Operations Manager – Fixed Route Division, the Assistant Operations 
Manager Manager– Paratransit Department ; plansmanages, plans, organizes the DistrictAgency’s 
transportation supervision and Operations or Paratransit Control functions.;  Provides technical direction 
and supervision over assigned professional, supervisory, technical and administrative support staff; 
directs and coordinates the activities of a major section or department in the Operations or Paratransit 
Division;, and manages delivery of Santa Cruz METRO’s fixed routeFixed Route and ParaCruz Paratransit  
service.  Ensures Santa Cruz METRO Operations or Paratransit employees meet system performance and 
customer service standards and comply with related internal policies and procedures, federal and state 
law; performs related duties as assigned.   ;   May may be assigned to perform Paratransit duties when 
needed. the Fixed Route Division. 

DISTINGUISHING CHARACTERISTICS: 
This position requires knowledge of the operation and dispatch of Fixed Route and pParatransit functions 
including the monitoring, controlling, and scheduling of Fixed Route and Pparatransit operators, 
supervisors and department staff. .  This position is distinguished from the Operations Manager -– Fixed 
Route/Paratransit Departments in that the Assistant Operations Manager – Paratransit Department 
exercises independent judgment in the performance of a variety of professional, complex and difficult 
management duties and has overall departmental responsibilities under the direction of the Operations 
Manager – Paratransit Department and the Chief Operations Officer.Fixed Route or and may be assigned 
to the Operations Manager - Paratransit Department. 

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 
The duties listed below represent the various types of work that may be performed. .  The omission of 
specific statements of duties does not exclude them if the work is related or a logical assignment to this 
class. 

• Oversees staff to ensure and maintain a high performance and staff conformance with Federal, 
StateState, and Local laws and regulations; Santa Cruz METRO rules and regulations, including
the Drug and Alcohol Testing Policy, as well provisions of labor contracts and agreements. 

• Communicates with employees in the field to provide advice and assistance on how to handle
difficult, sensitive, or potentially dangerous situations as they arise. 

• Communicates effectively and respectfully with people from different racial, ethnic, cultural
groups, physical and intellectual abilities, lifestyle choiceschoices, and ages; is sensitive to the
needs of clients. 

• Participates in establishing operational plans and initiatives to meet department goals and
objectives. 

• Participates in developing and monitoring performance against the annual departmental budget. 
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• Participates in the development, implementation, and review of rules and regulations that
further Santa Cruz METRO’s goal of delivering exceptional public transportation service to Santa 
Cruz County. 

• Participates in the resolution of employee concerns and grievances; makes standard
interpretations of labor contract provisions to supervisors and/or staff. 

• Evaluates employee attendance, performance, and other issues; makes recommendations on
discipline as required; Serves as first level hearing officer for disciplinary hearings... 

• Participates in the selection and training of Operations staff.
• Perform as a hands on “working” Manager;  Prepares and maintains department records and 

reports, including payroll, attendance, and system performance statistics; assists in determining 
staffing needs; Supervises, trains, and evaluates personnel. 

• .
• May represent Santa Cruz METRO in court appearances as needed. 
• Prepares and presents reports at internal and external meetings as well as oral responses to

questions from the public. 
• May monitor in-field operations and communicates with maintenance and other departments as 

needed. 
• May operate Santa Cruz METRO equipment for the purpose of operator training or in emergency 

situations. 
• Under the direction of the Safety, Security and Risk Director, conducts safety training and

licensing audits for Paratransit contractors; trains employees of proper ADA transit techniques
and procedures. 

• Performs other duties as assigned.
• Perform as a hands on “working” Manager. 
• Supervises, trains, and evaluates personnel.
•  Reviews and approves disciplinary actions recommended by supervisory personnel, reports and

data prepared by supervisory personnel; reviews and approves Agency accident reports. 
• Serves as first level hearing officer for disciplinary hearing.
• May coordinate special bus services with outside agencies. 
• Performs short and midterm planning for department including forecasting manpower;
• Attends meetings as assigned; may represent the Agency in court appearances as necessary.
• May assist in preparation of labor contract negotiations. 
• Performs other duties as required 

EMPLOYMENT STANDARDS: 

Knowledge of: 
• Federal, state and local laws and regulations pertaining to transit operations.
• Principles and practices of tTransit bBus and Paratransit operations. ; 
• Principles and practices of Transit bBus and Paratransit operator scheduling. ; 
• Working knowledge of standard office software (e.g., Microsoft Office) systems. ; 
• Grievance procedures, conflict resolution procedures, and labor relations.; 
• Transit scheduling software (i.e. Trapeze, Hastus).); 
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• Principles and practices of organization, administration, supervision, budgeting, and personnel
management of a public transportation agency; 

• Applicable local, state, and federal laws and regulations governing public transportation
systems; 

• The goals, organization, and management practices of a public transportation agency; 
• Typical provisions found in public transit collective bargaining agreements; 
• Industrial safety and general safety rules and regulations a applied to a public transportation 

system; 
• Transportation activities and operations; 
• Organizational development techniques and methods as related to curriculum development and 

training programs for Bus and Paratransit oOperators;  
• Comprehensive, specific technical knowledge of the major functions within assigned areas of

responsibility. 

Ability to: 
• Work independently.
• Effectively motivate, traintrain, and evaluate the performance of staff.
• Communicate effectively in oral and written form to complete paperwork, and effectively

communicate with the majority of clients, employees, and the public. 
• Assess and monitor budgets and departmental performance. 
• Establish and maintain an effective working relationship with employees, customers and the

public. 
• Plan, organize, coordinate, direct, control and manage the assigned areas of responsibility;
• Oversee subordinate supervisors and delegate and/or monitor responsibilities to ensure smooth

operations; 
• Supervise, train, evaluate, counsel, discipline, and motivate staff in a collective bargaining 

environment;  
• Interpret and apply laws, rules, regulations, and labor contract provisions; 
• Oversee and manage bTransit Bus and/or Paratransit operations and training programs; 
• Plan for near and long-term Transit Bbus and/or Paratransit expansion and system

modifications;  
• Manage the development of Transit Bus service and operating plans; 
• Prepare, interpret, and effectively utilize management information reports, and provide KPI

reports; 
• Analyze problemssituations and recommend and/or implement effective solutions to difficult

and politically sensitive problemscircumstances. 

MINIMUM QUALIFICATIONS: 

Education, Training and Experience: 
Two (2) years college level course work from an accredited college in management, business or public 
administration, transportation, or a closely related field; ongoing coursework in obtaining a college 
degree will be considered.  
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AND 

Four (4) years of progressively responsible professional experience in transportation administration 
experience, including at least two (2) years of responsible supervisory and managerial experience, 
preferably in a public agency.  

Experience in the following areas is preferable: 
• Experience managing an ADA complementary paratransitmandated requirements in

operationtransit operation service, either publicly operated or privately operated. 
• Experience managing contracts in a public transit setting.
• Experience interacting with the public, boardsBoard of Directors, and Transit advisory 

committees. 
• Experience developing and managing a budget for operation of a relevant service or program.
• Training in Fixed Route or pParatransit supervision/management, passenger assistance

techniques, paratransit scheduling software, and management principles. 

Familiarity with transit agency or transportation system activities and functions is highly desirable.  
Experience in a large public organization is preferred. 

LICENSES AND CERTIFICATES: 
Ability to obtain Aa valid Class B driver license with Passenger Endorsement and safe driving record is 
required at the time of application and must be maintained throughout .employment.  Within a one (1) 
year period of appointmentappointment, achieve certification in Standardized Emergency Management 
System (SEMS) and Incident Command Structure (ICS).  A valid Class B State driver license with 
passenger Endorsement is required at the time of appointment and must be maintained throughout 
employment. 

SPECIAL REQUIREMENTS: 
• Required to be able to respond to Operational situations or emergency situations seven (7days) 

days per week, twenty-four (24) hours per day. 
• Must maintain strictest confidentiality.
• Must participate in professional development activities.
• Requires occasional travel. 
• May be required to implement SEMS/ICS processes and procedures during declared emergencies. 

PHYSICAL AND MENTAL DEMANDS: 
The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  
While performing the duties of this job, the employee is regularly required to sit, walk and stand; talk 
and hear; use hands to finger, manipulate, handle, feel or operate objects, tools or controls; reach with 
hands and arms; and perform repetitive movements of hands or wrists. .  The employee is regularly 
required to bend and twist at the neck, reach with hands and arms.  Occasional standing, walking, 
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overhead reachingreaching, and lifting up to 50 pounds unaided is required.   .  Specific visual abilities 
required for this job include close vision, distance vision, and the ability to adjust focus.   
 
Mental Demands  
While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; analyzes and solves problems; uses math and 
mathematical reasoning; performs highly detailed work; deals with multiple concurrent tasks; and 
interacts with others encountered in the course of work. 
 
 Work Environment:  
The employee works in an office environment where the noise level is usually quiet.  May work out in 
the field when needed or in areas where loud engine noise may be prevalent. .  .  May rWhen directed 
to do so, may need to be available to work a flexible schedule.equire availability to work a flexible 
schedule. 
 
OTHER CONDITIONS OF EMPLOYMENT: 
Must pass requisite background check. 
 
 
*Adopted: November 2017  
*BOD Approved: 01-26-18  
*Revised: 00-00-0011-16-18 
*Job Family:   Professional – Operations Paratransit 
   Professional – Operations Fixed Route 
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Class Code: 3125-OA58 
3200-OA58 

       FLSA Status: Exempt 
Assistant Operations Manager  
Bargaining Unit: Management 

 
DEFINITION: 
Under general direction of the Operations Manager – Fixed Route Division, the Assistant Operations 
Manager; manages, plans, organizes the Agency’s transportation supervision and Operations or 
Paratransit Control functions.  Provides technical direction and supervision over assigned professional, 
supervisory, technical and administrative support staff; directs and coordinates the activities of a major 
section or department in the Operations or Paratransit Division; manages delivery of Santa Cruz METRO’s 
Fixed Route and Paratransit  service.  Ensures Santa Cruz METRO Operations or Paratransit employees 
meet system performance and customer service standards and comply with related internal policies and 
procedures, federal and state law; performs related duties as assigned;    
 
DISTINGUISHING CHARACTERISTICS: 
This position requires knowledge of the operation and dispatch of Fixed Route and Paratransit functions 
including the monitoring, controlling, and scheduling of Fixed Route and Paratransit operators, 
supervisors and department staff.  This position is distinguished from the Operations Manager – Fixed 
Route/Paratransit Departments in that the Assistant Operations Manager exercises independent 
judgment in the performance of a variety of professional, complex and difficult management duties and 
has overall departmental responsibilities under the direction of the Operations Manager – Fixed Route or 
the Operations Manager - Paratransit Department. 
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 
The duties listed below represent the various types of work that may be performed.  The omission of 
specific statements of duties does not exclude them if the work is related or a logical assignment to this 
class. 

• Oversees staff to ensure and maintain a high performance and staff conformance with Federal, 
State, and Local laws and regulations; Santa Cruz METRO rules and regulations, including the Drug 
and Alcohol Testing Policy, as well provisions of labor contracts and agreements.  

• Communicates with employees in the field to provide advice and assistance on how to handle 
difficult, sensitive, or potentially dangerous situations as they arise.  

• Communicates effectively and respectfully with people from different racial, ethnic, cultural 
groups, physical and intellectual abilities, lifestyle choices, and ages; is sensitive to the needs of 
clients.  

• Participates in establishing operational plans and initiatives to meet department goals and 
objectives.  

• Participates in developing and monitoring performance against the annual departmental budget.  
• Participates in the development, implementation, and review of rules and regulations that 

further Santa Cruz METRO’s goal of delivering exceptional public transportation service to Santa 
Cruz County.  

• Participates in the resolution of employee concerns and grievances; makes standard 
interpretations of labor contract provisions to supervisors and/or staff.  
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• Evaluates employee attendance, performance, and other issues; makes recommendations on 
discipline as required; Serves as first level hearing officer for disciplinary hearings.  

• Participates in the selection and training of Operations staff.  
• Perform as a hands on “working” Manager;  Prepares and maintains department records and 

reports, including payroll, attendance, and system performance statistics; assists in determining 
staffing needs; Supervises, trains, and evaluates personnel.  

  
• Prepares and presents reports at internal and external meetings as well as oral responses to 

questions from the public.  
• May monitor in-field operations and communicates with maintenance and other departments as 

needed.  
• May operate Santa Cruz METRO equipment for the purpose of operator training or in emergency 

situations.  
• Under the direction of the Safety, Security and Risk Director, conducts safety training and 

licensing audits for Paratransit contractors; trains employees of proper ADA transit techniques 
and procedures. 

• . 
• Reviews and approves disciplinary actions recommended by supervisory personnel, reports and 

data prepared by supervisory personnel; reviews and approves Agency accident reports.  
•   
•  May coordinate services with outside agencies.  
• Performs short and midterm planning for department including forecasting manpower;  
•  Attends meetings as assigned; may represent the Agency in court appearances as necessary.  
•  May assist in preparation of labor contract negotiations.  
• Performs other duties as required 

 
EMPLOYMENT STANDARDS: 
 
Knowledge of: 

• Principles and practices of Transit Bus and Paratransit operations;  
• Principles and practices of Transit Bus and Paratransit operator scheduling;  
• Working knowledge of standard office software (e.g., Microsoft Office) systems;  
• Grievance procedures, conflict resolution procedures, and labor relations; 
• Transit scheduling software (i.e. Trapeze, Hastus); 
• Principles and practices of organization, administration, supervision, budgeting, and personnel 

management of a public transportation agency; 
• Applicable local, state, and federal laws and regulations governing public transportation 

systems; 
• The goals, organization, and management practices of a public transportation agency; 
• Typical provisions found in public transit collective bargaining agreements;  
• Industrial safety and general safety rules and regulations a applied to a public transportation 

system; 
• Transportation activities and operations;  
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• Organizational development techniques and methods as related to curriculum development and 
training programs for Bus and Paratransit Operators;  

• Comprehensive, specific technical knowledge of the major functions within assigned areas of 
responsibility.  

 
Ability to: 

• Work independently.   
• Effectively motivate, train, and evaluate the performance of staff.  
• Communicate effectively in oral and written form to complete paperwork, and effectively 

communicate with the majority of clients, employees, and the public.  
• Assess and monitor budgets and departmental performance. 
• Establish and maintain an effective working relationship with employees, customers and the 

public. 
• Plan, organize, coordinate, direct, control and manage the assigned areas of responsibility;  
• Oversee subordinate supervisors and delegate and/or monitor responsibilities to ensure smooth 

operations; 
• Supervise, train, evaluate, counsel, discipline, and motivate staff in a collective bargaining 

environment;  
• Interpret and apply laws, rules, regulations, and labor contract provisions; 
• Oversee and manage Transit Bus and/or Paratransit operations and training programs; 
• Plan for near and long-term Transit Bus and/or Paratransit expansion and system modifications;  
• Manage the development of Transit Bus service and operating plans; 
• Prepare, interpret, and effectively utilize management information reports, and provide KPI 

reports; 
• Analyze situations and recommend and/or implement effective solutions to difficult and 

politically sensitive circumstances.  
 

MINIMUM QUALIFICATIONS: 
 
Education, Training and Experience: 
Two (2) years college level course work from an accredited college in management, business or public 
administration, transportation, or a closely related field; ongoing coursework in obtaining a college 
degree will be considered.  
 
Experience in the following areas is preferable: 

• Experience managing ADA mandated requirements in transit operation service, either publicly 
operated or privately operated.  

• Experience managing contracts in a public transit setting.    
• Experience interacting with the public, Board of Directors, and Transit advisory committees.  
• Experience developing and managing a budget for operation of a relevant service or program.  
• Training in Fixed Route or Paratransit supervision/management, passenger assistance 

techniques, scheduling software, and management principles.    
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LICENSES AND CERTIFICATES: 
Ability to obtain a valid Class B driver license with Passenger Endorsement and safe driving record is 
required at the time of application and must be maintained throughout employment.  Within a one (1) 
year period of appointment, achieve certification in Standardized Emergency Management System 
(SEMS) and Incident Command Structure (ICS).   
 
SPECIAL REQUIREMENTS: 

• Required to be able to respond to Operational or emergency situations seven (7) days per week, 
twenty-four (24) hours per day. 

• Must maintain strict confidentiality.  
• Must participate in professional development activities.  
• Requires occasional travel. 
• May be required to implement SEMS/ICS processes and procedures during declared emergencies.  

 
PHYSICAL AND MENTAL DEMANDS: 
The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 
  
Physical Demands  
While performing the duties of this job, the employee is regularly required to sit, walk and stand; talk 
and hear; use hands to finger, manipulate, handle, feel or operate objects, tools or controls; reach with 
hands and arms; and perform repetitive movements of hands or wrists.  The employee is regularly 
required to bend and twist at the neck, reach with hands and arms.  Occasional standing, walking, 
overhead reaching, and lifting up to 50 pounds unaided is required.  Specific visual abilities required for 
this job include close vision, distance vision, and the ability to adjust focus.   
 
Mental Demands  
While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; analyzes and solves problems; uses math and 
mathematical reasoning; performs highly detailed work; deals with multiple concurrent tasks; and 
interacts with others encountered in the course of work. 
 
 Work Environment:  
The employee works in an office environment where the noise level is usually quiet.  May work out in 
the field when needed or in areas where loud engine noise may be prevalent.  When directed to do so, 
may need to be available to work a flexible schedule. 
 
OTHER CONDITIONS OF EMPLOYMENT: 
Must pass requisite background check. 
 
 
*Adopted: November 2017  
*BOD Approved: 01-26-18  
*Revised: 11-16-18 
*Job Family:   Professional – Operations Paratransit 
   Professional – Operations Fixed Route 
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