
PUBLIC TRANSIT SPECIALIST 
 

General Statement of Duties 
 
 Performs responsible scheduling and dispatch work for transit services for the citizens of the 
County. 
  

Distinguishing Features of the Class 
 
 An employee in this class schedules and dispatches drivers in the provision of public transit to 
citizens of the County, including the elderly, transportation deprived, and disabled citizens of all ages to 
and from medical appointments, governmental and non-profit agencies, Alleghany employers, 
grocery/drug stores, airport and similar destinations.  Transit may be by subscription or “on demand” 
and occurs both within and outside the County except for employment-related transit which is only 
within Alleghany County. Work includes developing daily driver schedules, scheduling passengers; 
assigning drivers and equipment based on the needs of the passenger; entering information into the 
scheduling database and general administrative duties in support of the department. Work also includes 
assisting the drivers in the office and by telephone giving directions and rerouting as necessary; and some 
driving duties. The employee has responsibility for classroom training for new employees and annual 
updates for all drivers. Work requires a special understanding of the needs and behavior of clients served, 
and tact and diplomacy under stressful workload demands. Occasional work driving a multi-passenger 
van subjects the employee to inside and outside environmental conditions, fumes and gases. Duties 
may expose the employee to human body fluids thus the work is subject to OSHA requirements on 
blood borne pathogens. Work is supervised by the Public Transit Director, and is evaluated based on the 
safe and efficient operation of the vehicles, accuracy of records and reports, and client feedback. 
 
 Duties and Responsibilities 
 
Essential Duties and Tasks 
         Schedules clients including the elderly, transportation deprived and disabled citizens of all ages to 
and from medical appointments, governmental and non-profit agencies, Alleghany employers, 
grocery/drug stores, airport and similar destinations; schedules both subscription and “on demand” 
transit services; determines rate fees based on passenger, program eligibility, and type of trip; verifies 
eligibility of Medicaid clients with DSS representative.    
  Develops daily schedule for drivers based on needs of the passengers, trip destination, and 
capability of the drivers; schedules most appropriate equipment for the client’s needs; estimates time for 
return trips; assists drivers by telephone to provide information on directions, appointment and route 
changes. 
 Receives fees collected by drivers and performs balancing against scheduled trips; resolves 
discrepancies and gives to employee responsible for deposits. 
 Monitors and reports status and needs of the vehicles for maintenance and safe operation; 
schedules vehicles for maintenance and repairs; performs minor maintenance such as adjusting van lifts. 
 Conducts required classroom training for new employees and annual updates for all employees 
that meets all legal requirements for transit training.  
 Maintains a variety of records on clients, mileage, trip locations, van lift usage, etc. used in required 
reporting based on programs and grants. 
 Maintains first aid supplies and fire suppression equipment on the vehicles. 
 Drives vehicles occasionally to transport passengers as needed when shortages or absences 
occur. 
 Cross trains to assist and/or provide back-up to other staff duties as needed. 
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Additional Job Duties 
Serves as the department’s receptionist.  
Performs related duties as required. 
 

Recruitment and Selection Guidelines 
 
Knowledges, Skills, and Abilities 
 Considerable knowledge of geographical layout of County and surrounding areas and of the 
County’s 911 address system information. 
 Working knowledge of the federal, state and local governmental requirements for use and 
recordkeeping in rural public transit programs.   
 Working knowledge of the principles, practices, and considerations used in scheduling and 
managing transit routes. 
 Working knowledge of the transit needs and accommodations available for special populations 
including the elderly, disabled, and transportation deprived. 

Working knowledge of modern office procedures and related office information technology 
equipment, software, and peripherals used for transit scheduling and recordkeeping. 
 Working knowledge of safe and efficient operation of vehicles. 
 Skill in fielding a high volume of calls and handling numerous demands simultaneously in an 
extremely busy work environment. 
 Ability to use maps and 911 address system information to determine efficient routing.  
 Ability to understand and work with special populations. 
 Ability to communicate effectively in oral and written forms. 
 Ability to compile information and to maintain and keep accurate records and reports. 

Ability to deal with the public in a professional and courteous manner including the management 
of difficult or argumentative clients. 
 Ability to establish and maintain effective working relationships with special population clients, 
supervisors, coworkers, and the general public. 
 
Physical Requirements 

Must be able to physically perform the basic life operational functions of climbing, balancing, 
stooping, kneeling, crouching, reaching, standing, walking, pushing, pulling, fingering talking and 
hearing. 
 Must be able to perform medium work including exerting up to 50 pounds of force occasionally; 
and/or up to 20 pounds of force frequently; and/or a up to 10 pounds of force constantly to move objects.  
 Must possess the visual acuity to prepare figures and data, operate a computer, read 
extensively and operate a multiple passenger vehicle. 
 
Desirable Education and Experience 
 Graduation from high school, a good driving record, and experience in an administrative role 
involving customer service; or an equivalent combination education and experience. Public transit 
experience desirable. 
 
Special Requirement 

Possession of a valid North Carolina Class C driver’s license.   
PASS trainer certification for training of drivers. 
Must be able to pass pre-employment and random alcohol and drug tests. 
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