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Class specifications are intended to present a descriptive list of the range of duties performed by employees in the class.  Specifications are not intended to reflect all duties performed within the job.

DEFINITION

Performs project management duties relative to an assigned District customer access program; oversees, assigns, reviews and participates in the work of staff responsible for planning, implementing and operating the District’s customer access programs which may include parking; develops, implements, coordinates and maintains the assigned customer access programs and related services; provides complex administrative support for the assigned manager in the Department of Customer Access; and performs related duties as assigned.

CLASS CHARACTERISTICS

This position performs the day-to-day coordination and implementation for assigned customer access programs and related services.  Incumbents may supervise, assign and review the work of subordinate or contract staff to ensure the implementation and operation of the assigned programs and services.  This position is distinguished from the Access Administrator in that the latter has full supervisory responsibility for an assigned customer access and/or parking program or programs and has responsibility for directing and implementing policies and operational procedures related to those programs.

REPORTS TO

The Access Coordinator may report to either the Access Administrator, the Parking Division Manager, or the Department Manager, Customer Access.

EXAMPLES OF DUTIES – Duties may include, but are not limited to, the following:

1. Establishes schedules and methods for providing customer access services; identifies and reviews resource needs with appropriate management staff; allocates resources accordingly; monitors the operation and activities associated with customer access in field locations and at station facilities; recommends and implements changes as needed.

2. Participates in the development of policies and procedures; monitors work activities to ensure compliance with established policies, procedures and governmental regulations; makes recommendations for improvements to existing standards and procedures to ensure compliance with governmental regulations.

3. Performs complex analytical tasks in support of the District customer access programs; evaluates various aspects of the assigned customer access programs; develops and implements operational services, policies and procedures.

4. Participates in strategic planning activities with District management; negotiates contracts with parking vendors; recommends solutions and alternatives to meet District’s customer access goals and objectives 

5. Represents the District at a variety of meetings both internally and externally; presents goals and objectives of customer access projects; responds to questions from concerned parties.

6. Prepares publication and distribution of passenger promotional materials. 

7. Participates in the preparation and administration of the assigned customer access program budget; submits budget recommendations; responsible for tracking assigned portion of budget and ensuring expenses remain within budget guidelines; monitors and approves expenditures and revenues for given programs.      

8. Prepares analytical and statistical reports, memoranda, and other communications to senior staff, board members, and outside agencies and committees; develops and provides presentations to various public agencies and officials.   

9. Responds to written and oral requests from board members, management, outside agencies and the public.    

10. Attends and participates in professional group meetings; stays abreast of new trends and innovations in customer access programs.

11. Serves as a liaison for the Customer Access Department with other divisions, departments and with internal and external advisory committees regarding customer access issues; negotiates and resolves sensitive and controversial issues.

12. Prepares and presents staff reports and other necessary correspondence and provides the Department’s/District’s support responsibilities for various task forces and committees.

QUALIFICATIONS
Knowledge of:

Operations, services and activities related to a variety of transportation access programs.

Procedures and practices of procurement and contract management.

Principles and practices of finance and funding.

Methods and techniques of financial cost/benefit analysis.

Statistical techniques, methods and formulas.

Related Federal, State, and local codes, laws and regulations.

Skill in:

Participating in the development and administration of departmental goals, objectives, and procedures.  

Analyzing problems, identifying alternative solutions, projecting consequences of proposed actions and implementing recommendations in support of goals.

Researching, analyzing and evaluating new service delivery methods and techniques.

Evaluating District access requirements.

Participating in negotiations of agreements with local agencies, developers and private organizations.

Interpreting and applying applicable Federal, State and local policies, laws and regulations.

Communicating clearly and concisely, both orally and in writing.

Establishing and maintaining effective working relationships with those contacted in the course of work.

MINIMUM QUALIFICATIONS

Education:

A Bachelor’s degree in transportation planning, urban planning, business or public administration or a closely related field from an accredited college or university.

Experience:

Three (3) years of (full-time equivalent) verifiable professional planning, project management, or business management experience.

Other Requirements:

Must possess a valid California driver’s license and have a satisfactory driving record.

Substitution:
Additional professional experience as outlined above may be substituted for the education on a year-for-year basis.  A college degree is preferred.

WORKING CONDITIONS

Environmental Conditions:
Office environment; exposure to computer screens; field/station environment; may be subjected to inclement weather conditions.

Physical Conditions:

Requires maintaining physical condition necessary for sitting, walking, standing for prolonged periods of time, driving a vehicle and walking around station environments and facilities.
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