Job Description
Transportation Coordinator

The Transportation Coordinator is responsible for overseeing the PLE Transportation Department which
provides home bound seniors throughout Hamilton County with transportation to PLE and essential services
such as medical appointments and grocery visits. This is a part-time (Mon-Fri, 25-30 hours per week) position
that utilizes special transportation scheduling software.

RESPONSIBILITIES

Oversee the daily scheduling of ride reservations by the transportation reservationist and the
daily scheduling of rides by the transportation scheduler in TripMaster scheduling software.
Provide back up support as needed for the reservationist and scheduler.

Check to see what transportation changes have been requested overnight and update the
daily transportation schedule.

Answer the PLE driver’s line.

Attend quarterly Hamilton County Transportation meetings.

Schedule drivers for each week and find replacement drivers as necessary.

Work with senior driver, community engagement, and the assistant director to recruit drivers.
Keep a roster of all drivers and their contact information.

Work with the assistant director to update the driver’'s manual and rider's manual.

Create and email the PLE Transportation Update to all drivers and transportation department
employees.

Check and respond to the PLE driver's email account.

Ensure each driver’s license and FIRST AID/CPR/AED certification is current.

Renew van license plates and disabled signs as needed. Ensure a current vehicle registration
and insurance card are in each PLE van.

Work with the assistant director and senior driver to hire and schedule training for new drivers.
Work with the facilities manager to record and schedule vehicle maintenance in TripMaster
scheduling software.

Run transportation reports as requested by the executive director or assistant director.

Work with the office manager to set up and assist drivers with Parascope driving program.
Other duties as assigned by assistant director.

QUALIFICATIONS

Knowledge of MS Word, Excel, and Google documents required; proficiency with scheduling
software desirable

Compassion for the elderly and disabled

Excellent organization skills and interpersonal skills

Excellent verbal and written communication skills

Self-motivated and able to work without daily supervision

Experience working in transportation a plus

Ability to multi-task and be a team player

Positions reports to PLE Assistant Director. Send resume and cover letter to Gary Wagner at
gwagner@primelifeenrichment.com
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