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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

Under general supervision, collects, processes, monitors, summarizes and analyzes a variety of data related to operating performance and equipment reliability of revenue vehicles; and performs related work as assigned.

CLASS CHARACTERISTICS

This class is responsible for the compilation, processing and analysis of a wide variety of information regarding operational system performance and the reliability of District vehicles, components and equipment.  This class is distinguished from other analytical support classes in that the duties relate specifically to direct monitoring, statistical analysis and reporting information related to the operational reliability of revenue operations.

EXAMPLES OF DUTIES – Duties may include, but are not limited to, the following:
1.
Using system performance data, identifies unusual or illogical patterns and analyzes such information to determine performance problems or major delays.
2.
Prepares weekly report for Management utilization; prepares and maintains weekly charts, and other graphic representations of periodic maintenance functions.
3.
Assists management and administrative staff in performing a variety of special studies and analyses related to the operational system performance; summarizes and reconciles statistical data.

4.
Prepares historical operational information and summarized trends and changes.

5.
Uses an on-line computer system to enter and retrieve data and to prepare  reports  according to a specific format.

6.
Prepares statistical and narrative reports related to assigned work.

7.
May provide back-up office support such as processing payroll documents, 

periodic analysis of the Budget Performance Report, Capital Work Orders, Goods/Service 
Authorizations and distributing reports.

QUALIFICATIONS

Knowledge of:

Basic operational procedures and terminology of an operating transit system.  

Data collection and statistical analysis techniques and formulae.  

Business data processing principles as applied to the use of a computer-based management information system.

Skill in:

Compiling, processing, analyzing, summarizing and verifying a variety of statistical information related to operating system performance and equipment.

Applying statistical analysis techniques, recognizing patterns, and reaching sound conclusions.  

Making accurate arithmetic calculations. 

Using a computer-based management information system to enter and retrieve data and prepare a variety of periodic reports. 

Preparing charts, graphs and other graphic representations.  

Maintaining accurate records and files. 

Preparing clear, concise and accurate reports and written materials. 

Making sound independent judgment within established guidelines. 

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

MINIMUM QUALIFICATIONS

Education:

Possession of a high school diploma, GED or recognized equivalent.

Experience:

Three (3) years of (full-time equivalent) verifiable experience in the compilation, processing and analysis of various statistical or performance information.

WORKING CONDITIONS:

Office environment; exposure to computer screens.

Physical Conditions:

May require maintaining physical condition necessary for sitting for prolonged periods of time.
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