MOBILITY PROGRAM SPECIALIST
DEFINITION

This is a grant-funded position for calendar year 2009 (grant renewal is subject to a competitive process).  Under general supervision, the position will direct and staff a transportation call line to provide seniors, people with disabilities, low-income workers and families with information, referral and increased access to appropriate transportation resources; make eligibility determinations, authorize and schedule rides for individualized demand-responsive ride programs; provide coordination of individual rides as feasible; assist with hard to serve transportation issues; monitor allocation of funds to ensure ongoing availability of transportation resources; manage travel training referrals; and develop educational materials and web resources to increase public awareness of transportation resources.

EXAMPLES OF DUTIES

Develop and maintain centralized transportation resource call line; develop technical specifications, bid format, and evaluation for software support for call line functions; acquire and adapt leased software to Dane County data systems and call line requirements; develop and maintain protocols for accepting referrals from community organizations; develop format and provide information and referral to community transportation resources; determine eligibility for Department ride programs and ensure that clients understand application forms; revise forms as needed; maintain data on ineligibility; authorize rides and maintain accurate records; coordinate rides where possible; develop and revise coordination protocols and tools as needed; assist clients with hard to serve transportation needs as feasible; maintain updated client files; develop and monitor tracking systems for usage, no-shows, and eligibility review; prepare invoices for ride co-pays and monitor transportation provider invoices for accuracy; prepare reports as directed; maintain records for grant reporting; monitor line item expenditures to ensure continuity and availability of transportation resources, and assist Transportation Manager with modifications to budget as required; comply with all funding source financial, program and reporting requirements; develop referral format and accept referrals from Developmental, Physical and Sensory Disabilities, Mental Health and Aging systems staff for travel training program; schedule, monitor compliance, and maintain client records for travel training program; comply with all funding source financial, program and reporting requirements; create and maintain inventory of transportation resources and services; create customer satisfaction survey and complaint forms; maintain data on unmet need, service issues and customer satisfaction; create educational materials as needed; respond to requests for Department and community website updates, printed materials and other community information.

 EMPLOYMENT STANDARDS

EDUCATION AND EXPERIENCE:  A combination of training and experience equivalent to a Bachelor’s degree in a human services, social work or equivalent field and two years experience in a transportation-related field or two years experience in case management, human services, social work or equivalent field.  One year of experience working with routing, dispatching, large database or other software a plus.

KNOWLEDGE, SKILLS AND ABILITIES:  Knowledge of public transit and transportation resource issues; knowledge of Dane County community resources, rural and urban; experience working directly with persons with disabilities and economically disadvantaged clients; ability to manage simultaneous tasks, negotiate and mitigate crisis, and maintain focus on detail-intensive tasks; excellent problem-solving, analysis and judgment skills; demonstrated creativity, independent initiative and organizational proficiency; excellent written and oral communication and negotiation skills; demonstrated courtesy and tact in dealing with public; ability to create and monitor budgets and financial reports; and ability to use Web-based travel management software.

SPECIAL REQUIREMENTS AND WORK ENVIRONMENT:

Typical office environment with some exposure to occasional/moderate temperature variation, airborne particles, and noise. Occasional travel within and outside of Dane County.
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