CASTLE ROCK SENIOR ACTIVITY
CENTER

Transportation Manager

Position Description

Updated: July 2026

Position Summary

The Transportation Manager is responsible for the overall planning, management, coordination,
implementation, and evaluation of the Castle Rock Senior Activity Center's transportation
program. The Transportation Program provides daily and special-activity transportation to
members, seniors, and the disabled population of Douglas County. The CRSAC maintains a fleet
of 14 vehicles, crewed by volunteer drivers, which provide approximately 1,000 rides a month;
funded in large part by governmental grants. This position directs the daily operation of
transportation services, including medical appointments, nutrition services, shopping, activities,
special events, and other approved transportation services that promote the independence and
quality of life of older adults.

The Transportation Manager provides leadership for transportation operations by managing
transportation resources, coordinating fleet utilization, directing daily transportation scheduling,
overseeing transportation software and reporting systems, and ensuring exceptional customer
service for riders and volunteer drivers.

The Transportation Manager exercises independent judgment in establishing transportation
priorities, allocating transportation resources, resolving operational challenges, evaluating
program performance, and recommending improvements that support the Center's mission and
strategic goals.

Supervision

The Transportation Manager reports directly to the Assistant Director — Activities, Services &
Programs and works under the overall direction of the Executive Director.



The position day-to-day operational leadership for transportation operations and coordinates the
work of volunteer drivers assigned to transportation services.

Essential Duties & Responsibilities

Transportation Program Management

Manage the daily operation of the Center's transportation program.

Plan, coordinate, and oversee transportation services for medical appointments, nutrition
programs, shopping, recreational activities, special events, and other approved
transportation services.

Evaluate transportation service levels, operational performance and trends to maximize
efficiency and customer service.

Resolve scheduling conflicts, service interruptions, and operational challenges while
maintaining safe and reliable transportation services.

Monitor transportation performance and recommend operational improvements that
enhance efficiency, service quality, and member satisfaction.

Maintain confidentiality of rider information and transportation records.

Transportation Operations

Exercise independent judgment in daily transportation scheduling, routing, vehicle and
driver assignments, and make operational adjustments as service needs change.

Utilize transportation management software to optimize routing, scheduling, and
reporting.

Ensure transportation operations comply with organizational procedures, grant
requirements, and applicable regulations.

Maintain transportation databases, routing systems, ridership statistics, vehicle mileage
records, and operational reporting

Serve on Center’s Transportation Committee

Fleet Management

Collaborate with the Board of Directors Transportation Vice President to coordinate
preventive maintenance schedules, vehicle inspections, repairs, and fleet replacement
planning.

Monitor vehicle condition and coordinate repairs to ensure fleet safety and operational
readiness.



e Maintain vehicle maintenance records, inspection documentation, and fleet files.

o Ensure compliance and oversee accident reporting, insurance documentation, and vehicle
repair records.

o Ensure fleet vehicles remain clean, properly equipped, and available for daily service.

Volunteer Driver Coordination

e Determine volunteer driver staffing needs to support transportation operations.

e C(Collaborate with the Volunteer & Community Outreach Manager regarding the
recruitment, screening, onboarding, and retention of volunteer drivers.

e Coordinate day-to-day driver schedules, route assignments, and vehicle assignments.

o Provide transportation-specific orientation, operational training, and ongoing guidance
regarding routing procedures, customer service expectations, safety practices, and
transportation software.

e Serve as the primary operational resource for volunteer drivers.

e Conduct driver meetings and continuing education sessions.

e Monitor volunteer driver performance during transportation operations and communicate
training needs, recognition opportunities, or performance concerns to the Volunteer &
Community Outreach Manager.

o Ensure volunteer drivers have the tools, information, and resources necessary to safely
perform their assignments.

Rider Services

o Coordinate rider registration, transportation scheduling, and eligibility verification in
accordance with organizational and funding requirements.

o Assist members with transportation questions, scheduling requests, and service concerns.

e Resolve rider concerns professionally, respectfully, and compassionately.

e Maintain accurate rider records and required program documentation.

o Promote exceptional customer service while supporting member independence and
dignity.

Program Administration

e Analyze ridership statistics, service utilization, and operational performance.

e Prepare monthly transportation reports, operational summaries, and performance metrics.

e Monitor departmental expenditures and recommend purchases within approved budgets.

o Participate in transportation planning meetings, regional transportation partnerships, and
community transportation initiatives as assigned.
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e Assist with transportation-related projects and organizational initiatives.

Community Relations

o Represent the Center at transportation-related meetings, committees, and community
partnerships as assigned.

e Develop collaborative relationships with transportation providers, community agencies,
healthcare organizations, and mobility partners.

e Promote transportation services that support older adults throughout the community.

Decision-Making Authority
The Transportation Manager exercises independent judgment and discretion regarding:

o Transportation operations

e Daily scheduling priorities

e Driver and vehicle assignments

e Route modifications

e Resource allocation

e Fleet utilization

o Transportation service improvements
e Operational problem-solving

e Rider service resolution

o Transportation software utilization

e Departmental recommendations

e Vendor coordination related to transportation operations

Team Collaboration

The Castle Rock Senior Activity Center values teamwork, collaboration, and exceptional
member service. While the primary responsibilities of this position involve leadership,
management, and oversight of transportation operations, as a small nonprofit organization, the
Transportation Manager is expected to provide operational support to other employees when
needed to meet organizational priorities and maintain exceptional service to our members.

Occasional responsibilities may include:

e Assisting with front desk coverage during busy periods or staff absences.
e Answering incoming telephone calls and assisting members and visitors.



e Assisting with program registrations and member services during peak periods.
e Supporting fundraising events, outreach activities, and community events.

e Assisting with special projects and organizational initiatives.

o Performing other duties as assigned in support of the Center's mission.

Qualifications

Education & Experience

o Bachelor's degree preferred in Business Administration, Public Administration,
Transportation Management, Nonprofit Management, Logistics, or a related field.
Equivalent education and experience may be considered.

o Three to five years of progressively responsible experience managing transportation
operations, logistics, or a related field, and nonprofit services, and customer service.

o Experience coordinating transportation services and volunteers preferred.

o Experience working with older adults beneficial.

o Experience using transportation routing or scheduling software preferred.

e Proficiency with Microsoft Office Suite, including Word, Excel, Outlook, and Teams.

e Valid Colorado Driver's License with an acceptable driving record.

Knowledge, Skills & Abilities

o Strong leadership and organizational skills.

o Excellent analytical, organizational, and problem-solving abilities.

e Ability to independently prioritize multiple responsibilities and competing operational
demands.

e Ability to exercise sound judgment and independent decision-making.

e Excellent verbal and written communication skills.

e Strong customer service and relationship-building abilities.

o Ability to establish collaborative working relationships with members, volunteers, Board
members, staff, transportation providers, and community partners.

o Strong attention to detail and organizational accuracy.

e Ability to maintain confidentiality.

e Proficiency with transportation management software and databases, or other similar
software.

Physical Requirements



e Ability to operate passenger vans or similar vehicles when necessary.

o Ability to operate wheelchair securement equipment (training provided).

e Ability to lift up to 25 pounds.

o Ability to move throughout the facility and attend off-site meetings and community
events.

o Ability to communicate effectively in person, by telephone, radio, and electronically.

e Ability to work at a computer for extended periods.

e Must meet applicable ADA requirements.

Position Acknowledgment

This position description is intended to describe the general nature and level of work performed.
It is not intended to be an exhaustive list of all responsibilities, duties, or qualifications required.
Responsibilities may be modified as organizational needs evolve.

Employees are expected to support the mission of the Castle Rock Senior Activity Center,
provide exceptional service to members, demonstrate leadership within their assigned areas, and

contribute positively to a collaborative, team-oriented work environment.

Employee Signature: Date:

Supervisor Signature: Date:
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