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SANTA CRUZ METROPOLITAN TRANSIT DISTRICT (METRO)
PERSONNEL/HUMAN RESOURCES STANDING COMMITTEE AGENDA
FEBRUARY 9, 2024 - 10:30 AM

HYBRID MEETING
Members of the public may attend in-person or participate remotely via Zoom.

METRO Admin Office Zoom Link
110 Vernon Street Dial In: 1-669-900-9128
Santa Cruz, CA 95060 Meeting ID: 872 6876 6614

The Personnel/Human Resources Standing Committee 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, CA.

Public comment may be submitted via email to boardinquiries@scmtd.com. Please indicate in your
email the agenda item to which your comment applies. Comments submitted before the meeting
will be provided to the Directors before or during the meeting. Comments submitted after the
meeting is called to order will be included in the Board’s correspondence that is posted online at the
Board meeting packet link. Oral public comments will also be accepted during the meeting through
Zoom. Each public comment is limited to three minutes or less. Board and Committee Chairs have
the discretion to manage the public comment process in a manner that achieves the purpose of
public communication and assures the orderly conduct of the meeting.

The Committee may take action on each item on the agenda. The action may consist of the
recommended action, a related action, or no action. Staff recommendations are subject to action
and/or change by the Board of Directors.

COMMITTEE ROSTER

Director Shebreh Kalantari-Johnson City of Santa Cruz

Director Kristen Brown City of Capitola

Director Rebecca Downing County of Santa Cruz

Director Donna Lind City of Scotts Valley

Director Larry Pageler County of Santa Cruz

Michael Tree METRO CEO/General Manager
Julie Sherman METRO General Counsel

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

1 CALL TO ORDER
2 ROLL CALL


https://us02web.zoom.us/j/87268766614?pwd=NDJXUkpyZ0Nnb2twU3VtNnhra2VZQT09
http://www.scmtd.com/
mailto:boardinquiries@scmtd.com
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3 ORAL AND WRITTEN COMMUNICATIONS TO THE PERSONNEL/HR

STANDING COMMITTEE

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. Each
public comment is limited to three minutes or less. Board and Committee Chairs
have the discretion to manage the public comment process in a manner that achieves
the purpose of public communication and assures the orderly conduct of the meeting.
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.

4 ADDITIONS OR DELETIONS FROM AGENDA/ADDITIONAL DOCUMENTA-
TION TO SUPPORT EXISTING AGENDA ITEMS

5 !REVIEW REQUEST TO AUTHORIZE FUNDING FOR A SPECIAL PROJECTS\
WANAGER IN THE FINANCE DEPARTMENT|
Chuck Farmer, Chief Financial Officer

6 REVIEW REQUEST FOR AUTHORIZATION AND FUNDING OF UP TO Aj
MAXIMUM OF TWENTY-THREE (23) TRANSIT SUPERVISORS
Margo Ross, Chief Operations Officer

7 ADJOURNMENT
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ACCESSIBILITY FOR INDIVIDUALS WITH DISABILITIES

This document has been created with accessibility in mind. With the exception of certain
third party and other attachments, it passes the Adobe Acrobat Xl| Accessibility Full
Check. If you have any questions about the accessibility of this document, please
email your inquiry to accessibility@scmtd.com. Upon request, Santa Cruz METRO will
provide written agenda materials in appropriate alternative formats, or disability-related
modification or accommodation, including auxiliary aids or services, to enable individuals
with disabilities to participate in and provide comments at/related to public meetings.
Please submit a request, including your name, phone number and/or email address, and
a description of the modification, accommodation, auxiliary aid, service, or alternative
format requested at least two days before the meeting. Requests should be emailed to
boardinquiries@scmtd.com or submitted by phone to the Executive Assistant at
831-426-6080. Requests made by mail (sent to the Executive Assistant, Santa Cruz
METRO, 110 Vernon Street, Santa Cruz, CA 95060) must be received at least two days
before the meeting. Requests will be granted whenever possible and resolved in favor of
accessibility.

PUBLIC COMMENT

If you wish to address the Board, please follow the directions at the top of the agenda. If
you have anything that you wish distributed to the Board and included for the official record,
please include it in your email. Comments that require a response may be deferred for
staff reply.

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 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.



mailto:accessibility@scmtd.com
mailto:boardinquiries@scmtd.com
http://www.scmtd.com/
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Santa Cruz Metropolitan

Transit District
SANTA CRUZ
METRO
DATE: February 9, 2024 4
TO: Personnel/Human Resources Standing
Committee
FROM: Chuck Farmer, Chief Financial Officer

SUBJECT: REVIEW REQUEST TO AUTHORIZE FUNDING FOR A SPECIAL
PROJECTS MANAGER IN THE FINANCE DEPARTMENT

l. RECOMMENDED ACTION

That the Personnel/Human Resources Standing Committee review the

request for authorization to fund a Special Projects Manager in the Finance
Department and recommend approval to the full Board of Directors.

Il SUMMARY

e In December 2023, METRO’s CEO, Michael Tree, requested a classification
study for a position that will support the organization with special projects.

e METRO contracted with Koff & Associates (hereinafter “K&A”) to conduct a total
classification and compensation study.

e HR staff worked with K&A to study the new duties and compensation.

e On January 30, 2024, HR staff presented the classification and compensation
study to CEO, Michael Tree.

M. DISCUSSION/BACKGROUND

To address the needs of METRO, the Special Projects Manager position will
perform, plan, administer, organize, direct, develop, monitor, evaluate and
coordinate the actions, activities, and contracts necessary for METRO’s special
projects.

Under general direction of METRO’s CFO, this position will be responsible for all
special project management assignments, including establishing special project
goals, analyzing problems, and recommending changes to policies and
procedures.

Human Resources staff worked with Koff & Associates, an outside agency, to study
this position job description and corresponding wage scale.

Koff & Associates presented a Total Compensation Study which reflected the
comparison agency salaries and benefits. The seven established labor market
comparable agencies were:

5.1
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VL.

VII.

Central Contra Costa County Transit Authority
City of Santa Cruz

County of Santa Cruz

Monterey- Salinas Transit District

Riverside Transit Agency

San Joaquin Regional Transit District

Santa Barbara Metropolitan Transit District

Upon approval, the Human Resources Department will open this position for
recruitment.

Staff requests the Personnel/Human Resources Standing Committee recommend
to the full Board of Directors approval of the Special Projects Manager position
description and wage scale.

STRATEGIC PLAN PRIORITIES ALIGNMENT

This report ties to the following strategic priorities:

e Service Quality and Delivery
¢ Employee Engagement: Attract, Retain and Develop
e Strategic Alliances and Community Outreach

FINANCIAL CONSIDERATIONS/IMPACT

The adoption of the recommendations contained in this report will require
defunding the current Project Manager position and increase the budget by
approximately $5K in FY 24 and $10K in FY25.

ALTERNATIVES CONSIDERED

e Doing nothing is an alternative. Staff does not recommend this option. This
position meets the needs of METRO.

e Reject the suggested classification and wage survey. Staff does not
recommend this action since the new class specification and its wage survey
were researched and developed based on the developing needs of METRO.

ATTACHMENTS

Attachment A: Special Project Manager Job Description
Attachment B: Special Project Manager Wage Scale

Prepared by: Chuck Farmer, Chief Financial Officer and Monik Delfin,
Deputy HR Director

Special Projects Manager
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VIll. APPROVALS

Dawn Crummié, HR Director E@Ml/\/ é/bt}%u%lf

Approved as to fiscal impact: @A
Chuck Farmer, Chief Financial Officer _

Michael Tree, CEO/General Manager

Special Projects Manager 5 3
]
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Attachment A

HUMAN RESOURCES DEPARTMENT

MR Santa Cruz METRO
FLSA Status: Exempt
Special Projects Manager
Bargaining Unit: Management
DEFINITION:

Under general direction of the Chief Financial Officer, the Special Projects Manager plans, organizes,
directs, manages, evaluates, and implements special projects through the entire project life cycle;
administers professional service contracts; ensures compliance with applicable federal, state, and local
laws and regulations; works closely with internal and external stakeholders to coordinate timely and
seamless service delivery of projects, activities, assignments; performs other duties as assigned.

DISTINGUISHING CHARACTERISTICS:

This is a “working” manager classification responsible for managing and implementing special projects by
establishing project goals in accordance with Santa Cruz METRO goals, recommending changes to policies
and procedures, and coordinating assigned projects and activities with other departments and outside
agencies,

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.

e Directs, manages, and coordinates all phases of special projects, such as but not limited to,
planning assistance for METRO services, assistance with technology projects, records retention
and management, and support with labor agreements, from planning through implementation.

e Develops, implements, evaluates, and monitors special project goals and objectives to achieve
assigned priorities; performs project evaluations and assessments, creates and tracks project
management Key Performance Indicators as needed, and reports on results.

e Evaluates special project management activities for compliance with federal, state, and local
requirements and with Santa Cruz METRO’s policies and procedures.

e Serves as a liaison for and coordinates special projects with various stakeholders including but not
limited to, multiple departments within Santa Cruz METRO, outside agencies, consultants, and
contractors; collaborates with stakeholders to set priorities and allocate resources and staff.

e Prepares request for proposals for contract services and oversees bid processes; prepares scopes
of work, budgets, timelines, and schedules; evaluates proposals and recommends award;
administers contracts, supervises the work of contractors, and ensures compliance with contract
and Santa Cruz METRO service quality requirements; approves invoices within signature
authority.

e Prepares project budgets and cost estimates; identifies needs and allocates resources; prepares
detailed cost estimates with appropriate justifications; monitors and controls expenditures;
complies with funding and reporting requirements.

e Facilitates and oversees the preparation of special project specifications and deliverables.

e Develops and implements change order management processes to minimize conflicts and
maximize project schedule adherence while preserving amicable working relationships between
all stakeholders.

1 Special Projects Manager
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Attachment A

HUMAN RESOURCES DEPARTMENT
Santa Cruz METRO

Prepares technical and administrative reports, correspondence, and written recommendations,
and makes oral presentations to the Santa Cruz METRO Board of Directors, management,
governmental officials, and other organizations or groups as needed.

Directs, trains, oversees, and motivates the work of technical and clerical staff on assigned
projects.

Maintains and directs the maintenance of working and official project files.

Monitors changes in laws, regulations, trends, and technology that may affect assigned projects;
identifies, recommends, and oversees the implementation of changes to standard operating
procedures and/or Santa Cruz METRO policies.

Drives a Santa Cruz METRO vehicle to perform assignments.

Performs other duties as assigned.

EMPLOYMENT STANDARDS:

Knowledge of:

Principles and practices of project management include developing scopes of work, schedules,
budgets, and timelines, preparing bid documents, negotiating price, terms, and conditions,
administering contracts, and overseeing contract services.

Principles and techniques of managing joint agency projects, evaluating alternatives, making
sound recommendations, and preparing and presenting effective and technical reports.
Principles and practices of transit bus and operations.

Federal, state, and local laws and regulations and Santa Cruz METRO policies and procedures
applicable to project management.

Techniques for effectively representing Santa Cruz METRO in contacts with governmental
agencies, community groups, and various business, professional, educational, regulatory, and
legislative organizations.

Techniques for providing a high level of customer service by effectively dealing with the public,
vendors, contractors, and Santa Cruz METRO staff.

The structure and content of the English language, including the meaning and spelling of words,
rules of composition, and grammar.

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:

Recommend and implement goals, objectives, and practices for providing effective and efficient
project management.

Manage multiple and/or joint agency projects in coordination with internal and external
stakeholders.

Develop and implement work plans, negotiate price, terms, and conditions, administer contracts,
and effectively manage projects, project teams, and consultants/contractors.

Gather, analyze, and compile data and prepare project scopes of work, schedules, budgets,
timelines, and bid documents.

Identify problems, research, and analyze relevant information, and develop and present
recommendations and justification for solutions.

2 Special Projects Manager
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HUMAN RESOURCES DEPARTMENT

METRO Santa Cruz METRO

e Prepare administrative and complex technical reports, formal correspondence, written
recommendations, and oral presentations.

e Interpret, apply, explain, and ensure compliance with applicable federal, state, and local laws and
regulations and Santa Cruz METRO policies and procedures related to project management.

e Effectively use computer systems, software applications, and modern business equipment to
perform a variety of work tasks.

e Perform mathematical calculations quickly and accurately.

e Communicate clearly and concisely, both orally and in writing.

e Establish and maintain effective working relationships with employees, union representatives,
Board members, neighbors, property owners, elected and appointed officials, vendors,
contractors, consultants, media representatives, other public agencies, members of the public,
and other project stakeholders.

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 in business, finance, public administration, mathematics, or
a closely related field and four (4) years of project management experience in the public or private sector,
including managing contracts and project schedules and budgets.

LICENSES AND CERTIFICATES:

A valid Class C driver’s license and safe driving record is required at the time of application. A valid Class
C State driver license is required at the time of appointment and must be maintained throughout
employment.

Desired certifications include Project Management Professional (PMP) Certification

SPECIAL REQUIREMENTS:
e 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.
e Must maintain strictest confidentiality.
e Must participate in professional development activities.
e 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 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,

3 Special Projects Manager
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HUMAN RESOURCES DEPARTMENT

METRO Santa Cruz METRO

overhead reaching and lifting up to 20 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 may work in an office, shop, construction site, or bus yard environment where the noise
level may be loud. May require availability to work a flexible schedule.

OTHER CONDITIONS OF EMPLOYMENT:
e Must pass requisite background check.

*Adopted:

*BOD Approved:

*Revised:00-00-00

*)Job Family: Professional- Project Management
Class Code: OA 214

FLSA Status: Exempt

Bargaining Unit: Management

4 Special Projects Manager
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Santa Cruz Metropolitan

Transit District
SANTA CRUZ
METRO
e
DATE: February 9, 2024
TO: Personnel/Human Resources Standing Committee
FROM: Margo Ross, Chief Operations Officer

SUBJECT: REVIEW REQUEST FOR AUTHORIZATION AND FUNDING OF UP TO
A MAXIMUM OF TWENTY-THREE (23) TRANSIT SUPERVISORS

l. RECOMMENDED ACTION

That the Personnel/Human Resources Standing Committee review the
request for authorization of up to a maximum of twenty-three (23) Transit

Supervisors in the Operations Department and recommend approval to the
full Board of Directors

Il SUMMARY

e Santa Cruz Metropolitan Transit District (METRO) is hiring up to two hundred,
twenty-five (225) Bus Operators and therefore will need up to twelve (12)
additional full-time Transit Supervisors above current staff levels.

e Typical transit agencies Bus Operator to Transit Supervisor ratio is 10 to 1.

e Due to the increase of Bus Operators and METRO’s Reimagine phasing of
service, staff is asking to add additional Transit Supervisors to assist with the
monitoring and supervision of the additional Bus Operators and increased
service. This would be in line with the 10 to 1 ratio.

e For reporting structure purposes, the Transit Supervisors position will be
reporting to the Deputy Director of Operations.

e METRO staff and Service Employees International Union Local 521 (SEIU)
representatives met and discussed the needs of the organization. METRO and
SEIU agreed the Operations Department needs to add up to twelve (12)
additional Transit Supervisors to monitor the new Reimagine service changes
and to assist with METRO'’s increase in Bus Operators.

e Staff is recommending the Board of Directors (Board) approval to hire up to
twenty-three (23) Transit Supervisor positions; eleven (11) are already
approved.

M. DISCUSSION/BACKGROUND

METRO is in the process of rolling out Phase 1 of Reimagine Metro and this
coming spring will start the rollout of Phase 2 which requires 70 more Bus
Operators. In order to manage the increase in Bus Operators, Transit Supervisors
will need to be hired.

6.1
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VI.

VII.

Currently METRO has eleven (11) Transit Supervisor roles approved in the budget.
The industry standard is for every ten (10) Bus Operators, there should be one (1)
Transit Supervisor. METRO has already started to increase the hiring of Bus
Operators and the goal is to have two hundred, twenty-five (225) Operators on
staff by Fall 2024. Total Transit Supervisors should be twenty-three (23) by Fall
2024.

Transit Supervisors will be hired in line with the number of Bus Operators hired.
Should we slow down hiring or not reach the full number, Transit Supervisor hiring
will follow.

This also aligns with the approved hiring of additional Bus Operators from the
December 15, 2023 Board meeting.

METRO has identified the need for up to twelve (12) additional Transit Supervisors
to supplement METRO’s current supervisory staff.

STRATEGIC PLAN PRIORITIES ALIGNMENT
These contracts align to the following strategic priorities:

e Service Quality and Delivery
¢ Employee Engagement: Attract, Retain and Develop

FINANCIAL CONSIDERATIONS/IMPACT

If the recommendations contained in this report are adopted, the total Labor and
Fringe Benefits cost of this position will be $70,666 per Transit Supervisor in FY24.
Annual cost for twelve (12) Transit Supervisors with no overtime would be
$1,750,000. This would be covered by the TIRCP funding that is covering Phase
1 and Phase 2.

ALTERNATIVES CONSIDERED

e Do nothing and the current Transit Supervisors will have to manage up to 20
Bus Operators, twice the industry level.
e Could impact the rollout of Phase 2 and timing.

ATTACHMENTS

Attachment A: Transit Supervisor Job Description
Attachment B: Transit Supervisor Wage Scale
Prepared by: Margo Ross, Chief Operations Officer

Transit Supervisor
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VIll. APPROVALS

Approved as to fiscal impact:
Chuck Farmer, CFO

Michael Tree, CEO/General Manager

Transit Supervisor 6 3
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Attachment A

HUMAN RESOURCES DEPARTMENT

METRO Santa Cruz METRO
FLSA Status: Non-exempt
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 Santa Cruz METROQ’s bus fleet; schedules and dispatches
Bus Operators; ensures that assigned operations comply with applicable laws, regulations, policies, and
procedures; and performs other related work as required.

DISTINGUISHING CHARACTERISTICS:

Transit Supervisor is the supervisor level class in the series. In addition to required supervisory duties, an
incumbent in this class primarily performs either field/dispatching or scheduling. However, an incumbent
will also be cross-trained to ensure adequate coverage across all areas and must 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.

e 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; testifies in disciplinary hearings as needed.

e Participates in the recruitment, selection, and onboarding process of new departmental
employees.

o Performs avariety 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.

e 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.

e Responds toissues in the field, including but not limited to, farebox issues, mechanical problems,
route delays, passenger problems, and unusual or emergency situations on buses, bus stops, and
Transit Centers.

e Investigates accidents and incidents; completes required paperwork and reports; identifies causes
of accidents and recommends the follow up action, if needed.

e Performs 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.

e Receives and investigates complaints, completes required paperwork, and recommends the
follow up action, as appropriate.

e Monitors two-way radio system and in-field operations, ensuring compliance with Federal and
State regulations and Santa Cruz METRO operating procedures; communicates with maintenance

1 Transit Supervisor
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HUMAN RESOURCES DEPARTMENT
Santa Cruz METRO

METRO

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._Assigns work to operators and
contacts off duty operators.

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 Santa Cruz 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; utilizes standard business computer software in performing
job tasks.

Drive a Santa Cruz METRO vehicle to perform assignments.

Attends a variety of meetings as directed

Performs related work as required

Participate in bus operator training and leadership programs.

Coordinates long term detours due to construction and other situations.

May perform routine timekeeping and administrative detail as directed by management.

May receive incoming calls and route calls to appropriate personnel.

May research and prepare a variety of reports and perform special investigations as assigned.
Schedules individual runs for bus operators and performs other timekeeping duties which utilize
personnel effectively in accordance with labor contract provisions.

Schedules bus operator replacements for the following day

Prepares various records and reports related to bus operator absenteeism and time off.

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.

Santa Cruz 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.

2 Transit Supervisor
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HUMAN RESOURCES DEPARTMENT

METRO Santa Cruz METRO

Time management techniques.

Clerical customer service techniques.

Basic mathematics, including percentages and basic statistics.

Telephone techniques and etiquette.

e The effective use of modern office equipment, personal computers, and standard business
software.

Ability to:

e Supervise and motivate subordinate staff effectively.

e Interpret, explain, and ensure compliance with relevant laws, policies, regulations, and
requirements.

e Learn radio procedures and operate a base radio station.

e Maintain records and control systems with accuracy and attention to detail.

e |nput data into a database.

e Adhere to established work schedules and timelines.

e Maintain a calm demeanor in stressful situations.

e  Work independently using good judgment, tact, and discretion.

e Balance multiple assignments simultaneously and effectively.

e Utilize standard office equipment and computer software and learn to use specialized Santa Cruz
METRO software if assigned.

e Communicate clearly and effectively in both oral and written form.

e 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:

High School diploma or equivalent AND two (2) years of progressively responsible experience as a Transit
Bus Operator with Santa Cruz Metro.

OR

Four (4) years of progressively responsible experience as a public transit bus operator and comparable
transit experience.

Previous experience serving as a lead worker is desirable.

Supervisor experience or certification and education in supervision desirable.

3 Transit Supervisor
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HUMAN RESOURCES DEPARTMENT

METRO Santa Cruz METRO

LICENSES AND CERTIFICATES:

A valid California Driver’s License will be required at the time of appointment and throughout
employment.

Must be able to obtain and maintain a current, valid California Class “B” Driver’s License with “P”
Passenger endorsement.

SPECIAL REQUIREMENTS:
e Driving record will be reviewed as part of the application process.
e Conversational knowledge of Spanish 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 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:

e Must pass a requisite background check.

e Required to be able to respond to emergency situations seven (7) days per week, twenty four (24)
hours per day.

e Must be able to work a variety of shifts, which may include weekdays or weekends, and day, swing
and/or graveyard shifts.

e Availability for shift assignment Monday through Sunday

e May occasionally work extended hours or hours outside of the regular schedule.

e This position is considered a safety sensitive position and requires participation in Santa Cruz
METROQO’s drug and alcohol testing program.

4 Transit Supervisor
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*Adopted:
*BOD Approved:
*Revised:

*Job Family:
*Job Series:

*Job Series Level:

*Confidential:

Attachment A

HUMAN RESOURCES DEPARTMENT

12-11-18

08-23-19

00-00-00

Transit Operations
Transit Supervisor
Supervisor

No

Santa Cruz METRO

Transit Supervisor
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