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   Revised: April, 2009
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, develops and monitors revenue vehicle and operations staffing schedules; performs responsible analytical studies in support of scheduling activities and patron service functions; performs related duties as assigned.

CLASS CHARACTERISTICS

This class is responsible for performing the difficult analytical work of assisting with the development, implementation and maintenance of two types of schedules:  revenue vehicle schedules to maximize patron service in a cost effective manner, and operational staff schedules to ensure full staffing of vehicles and stations for revenue service.  Projects also include statistical analyses of varied operational aspects and conditions, simulations studies and the production of varied reports.  Incumbents are expected to exercise independent judgment in developing techniques for analyzing proposed work programs and train schedules.  Incumbents must also make sound scheduling recommendations ensuring the accuracy of conceptual work plans and scheduling proposals are implemented. This class is distinguished from other analytical classes in that the duties relate specifically to scheduling of operations activities and personnel.

REPORTS TO

This position reports to Manager of Schedules and Services.

EXAMPLES OF DUTIES – Duties may include, but are not limited to, the following:
1.
Under general direction plans and organizes analytical studies relating to patron services and staff scheduling, provides administration of the District’s scheduling program.
2.
Gathers patron loading and staffing data through actual field passenger counts or through the analysis of computer-produced records and reports and makes recommendations for adjustments as necessary.
3.
Analyzes staff and/or management initiated alternatives and makes recommendations regarding such activities as revenue service train frequency and configuration to maximize service availability within cost constraints.

4.
Under general direction, works with proposed service level to develop long term patron service assessments for management and District Board feedback. 

5.
Under general direction, develops train break-down and build-up schedules to cover peak hour or special events usage.

6.
Analyzes staffing requirements to meet scheduled services, as well as develop and recommending staffing schedules for train operators, station agents and foreworkers.

7.
Administers the vacation week, overtime and extra-board programs including the development of spreadsheets and schedules to ensure coverage for unscheduled absences. 
8.
Analyzes anticipated vacancies and develops and implements bid schedules to ensure ongoing coverage within contract provisions.

9.
Under general direction, develops and administers the bid process for all ATU classifications including Foreworkers, Train Operators, Transportation Administrative Specialists, Station Agents, Communication Specialists, Power and Support Controllers, Employee Development Specialists and Scheduling Analysts.

10.
Utilizes and recommends modifications and enhancements to developed computer applications for the scheduling process.

11.
Maintains current recertification schedule projecting future recertification requirements needed for CPUC compliance reporting. 

12.
Provides administrative support and tracking for the issuance and delivery of initial and replacement transportation and system service uniforms, as well as the maintenance and replacement of the radios and other transportation equipment.  Conducts varied administrative duties related to operations activities including administering employee status changes, creating seniority lists, and the distribution of uniforms, trunk radios and nametags, etc.
13.
Confers with representatives of other departments and divisions or transit agencies, vendors and others, as required by project assignments. 

14.
Provides administrative and technical assistance to others on scheduling and analytical matters including the development and utilization of computer applications to assist with scheduling studies; preparing technical and statistical reports, correspondence and other written materials related to operations activities.

15.
May direct the work of support staff on a project or relief basis.

16. 
Carries out other relevant duties as described in the collective bargaining agreement and other associated documents, including Scheduling Analyst and Senior Scheduling Analyst Staffing Stipulated Decision/MOU/SL-1-08, and/or successor documents.
QUALIFICATIONS

Knowledge of:
Principles, practices and techniques of vehicle and staff scheduling.

Principles, practices and methods of administrative and staffing analysis.

Business computer user applications, particularly as related to schedule analysis, data management and report production.

Basic statistical analysis techniques and formulae.

Skill in:

Analyzing difficult patron and staff scheduling problems, evaluating alternatives and reaching sound conclusions. 

Collecting, evaluating and interpreting statistical data. 

Interpreting and applying laws, regulations, collective bargaining agreements, policies and procedures.

Preparing clear, concise and complete reports and other written materials.

Maintaining accurate records and files.

Directing the work of others on a project or a relief basis.

Coordinating multiple projects and meeting critical deadlines.

Exercising sound independent judgments 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:  
Two (2) years of (full-time equivalent) verifiable experience in public transit or operational  scheduling or in administrative, management, systems or operational or similar analyses.  Full time experience will have priority.
Other Requirements:
Must possess a valid California driver’s license and have a satisfactory driving record.

Must be able to work off-shift hours for specific assignments.
Substitution:
College level course work in business and/or public administration or a closely related field may be substituted for the experience on a year for year basis up to  a maximum of one year.   

WORKING CONDITIONS

Environmental Conditions:
Office environment; exposure to computer screens.

Physical Conditions:
Requires maintaining physical condition necessary for walking, standing or sitting for prolonged periods of time.

EEOC:

Safety Sensitive Designation:
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