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Section 2. Dissemination of EEO Policy and Affirmative Action Plan 
 
The EEO Administrator has responsibility for disseminating the EEO Policy and Affirmative 
Action Plan internally to PRT’s Transit Director, Operations Supervisor, Maintenance Supervisor, 
and all non-supervisory transit employees, and externally to PRT applicants through 
recruitment sources and postings on PRT’s website.   
 
 A.  Internally 
 

1. PRT’s supervisory staff is informed of the policy through written notification and receipt 
of the policy and plan; inclusion of the EEO policy in personnel handbooks; and quarterly 
updates regarding progress of AA goals, as well as discussion of program 
implementation.  The quarterly updates are conducted through written communication 
and provide statistical information of AA accomplishments.   

2. Supervisors and managers are responsible for both affirmative action compliance and 
program implementation. The City of Pocatello will continue to train supervisors and 
managers in the area of equal employment and fair labor practices. The Equal 
Employment Opportunity training includes information on the evolving issue of 
harassment based on protected characteristics (including sexual harassment); with 
emphasis on commitment to our policy that strictly forbids harassment activity in any 
form. 

3. The City’s Equal Employment Policy is available for all employees to see. It is published 
on the City of Pocatello’s Intranet. Electronic copies of this policy are also provided to all 
managers and supervisors.  

4. Official posters located in frequently-used areas that are accessible to all employees.  
5. The EEO policy is included in employee handbooks and discussed during employee 

orientation and training. 
6. PRT does not meet quarterly with employees to discuss EEO/AA issues; however, PRT’s 

Transit Director, Operations Supervisor, and Maintenance Supervisor conduct yearly 
appraisals with employees and discuss EEO/AA issues during the appraisal.  The PRT 
Operations Supervisor sends weekly emails to employees to disseminate the driving 
schedule, which also includes a statement regarding EEO/AA.   

7. When City employees are featured in advertising, employee handbooks, or similar 
publications, minority, non-minority, male, and female employees will be shown.   

8. Management makes and will continue to make known to all employees the existence of 
our AAP, and will make available such elements of the Plan as will enable employees to 
know of and to avail themselves of its benefits. 

 
 B.  Externally 
 

1. PRT distributes its EEO policy to regular recruitment sources such as the state 
Department of Labor, employment services, educational institutions, minority 
organizations, and to others as listed in the Affirmative Action Recruitment List.  See 
Appendix A.    
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2. PRT also works in conjunction with the Bannock Transportation Planning Organization, 
which meets semi-annually with minority and community groups to discuss ridership 
issues and completion of PRT projects.  PRT has posted the EEO/AA Policy posted on its 
website.  

3. PRT also publishes compliance information regarding the ADA and EEO policy on its 
official webpage:  https://pocatellotransit.com/compliance/ 

 
Section 3. Designation of Personnel 
 

A. Mayor 
As Mayor, Brian Blad has overall responsibility and accountability for proper 
implementation of City of Pocatello policies on equal employment opportunity and 
affirmative action.  For management efficiency, he has delegated responsibility for 
day-to-day management of the functions to the Compensation and Benefits 
Coordinator. 
 

B. EEO/AA Administrator 
Laura Judkins, HR Benefits & Compliance Coordinator, (208-234-6171) has been 
appointed EEO/AA Administrator and is responsible for the following: 
1. Developing policy statements, affirmative action programs and both internal and 

external communication programs. 
2. Ensuring the consistency and completeness of the City’s Affirmative Action Plan 

with federal, state and local agencies’ rules and regulations. 
3. Collecting and analyzing employment data, identifying problem areas, setting 

goals and time tables, and developing programs to achieve goals. 
4. Providing feedback to line managers on their affirmative action progress 
5. Designing, implementing and monitoring internal audit and reporting systems to 

measure program effectiveness and to determine where progress has been 
made and where further action is needed. 

6. Ensuring that action is initiated to remedy areas of underutilization. 
7. Reporting once each quarter to the Transit Director on the progress of PRT in 

relation to established goals. 
8. Serving as a liaison between PRT, government regulatory agencies, minority and 

women’s organizations and other community groups serving women and 
minorities. 

9. Ensuring that current legal information affecting affirmative action is 
disseminated to appropriate personnel. 

10. The EEO Administrator does not directly participate in recruiting and hiring 
activities.  Recruiting and hiring practices fall under the purview of the City’s HR 
Generalist - Benefits, PRT’s Transit Director, Operations Supervisor, and 
Maintenance Supervisor.   

11.  The EEO Administrator if available to applicants and employees who wish to file 
a discrimination complaint.  The process of filing a discrimination complaint is 
outlined in PRT’s Title VI Update and is attached as Appendix B.   
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C. Managers and Supervisors 

Managers and supervisors have the ultimate responsibility for decisions affecting 
progress toward achieving affirmative action goals.  Their responsibilities include: 
1. Assisting in identifying problem areas and establishing goals and objectives. 
2. Reviewing qualifications of all employees to ensure minorities and women are 

given full opportunity for transfers and promotions. 
3. Conducting and supporting career counseling for all staff members. 
4. Ensuring that posters and notices are properly displayed. 
5. Ensuring that minority and female employees are afforded full employment 

opportunities and are encouraged to participate in all City-sponsored 
educational, training, and social activities. 

6. Participating in the review and/or investigation of complaints alleging 
discrimination. 

7. Participating in periodic audits to ensure that PRT is in compliance. 
8. Ensuring that their department fully complies with the spirit and policies of the 

Affirmative Action Program. 
9. Accountability to senior management for personal support of the City’s EEO 

policies and for personal contributions toward achieving its Affirmative Action 
goals. 

10. The PRT Transit Director, Operations Supervisor, and Maintenance Supervisor 
conduct yearly evaluations with each individual transit employee.  During the 
yearly appraisals, feedback is solicited from each employee regarding EEO/AA 
issues, including input regarding recruiting and hiring practices.  Informally, the 
PRT Operations Supervisor is readily available for informal discussion with 
employees.   

11. PRT conducts regularly scheduled executive staff meetings to address general 
operations, budgetary issues, and EEO/AA issues.  The following will be present 
during the executive staff meetings:  Transit Director, Operations Supervisor, 
Maintenance Supervisor, Dispatcher, lead Dispatcher, and PRT Administrative 
Assistant.  Additionally, the PRT Transit Director meets with the transit 
supervisors, informally, on a weekly basis.   

 
D. All Employees 

All employees of the City are expected to support and abide by the policies of the 
City, including the EEO/AA policy.  No one may use their lack of knowledge about 
these policies as an excuse for inappropriate behavior or decisions.  All employees 
will be held accountable for their behavior under this policy. 
 

E. HR/EEO Conflict of Interest 
The EEO Administrator is in the human resources office at the City of Pocatello.  
Although this has the potential to raise a conflict of interest should an applicant or 
employee file a formal discrimination complaint, measures have been taken to 
minimize the impact of any conflict of interest.  For example, the EEO Administrator 
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is not directly involved in recruiting or hiring activities or in disciplinary actions (see 
below for complete description of PRT disciplinary procedures), which provides the 
safety for an applicant or employee to file a discrimination complaint with the EEO 
Administrator without fear of retaliation.   

 
F. Organizational Chart  

 
See Appendix C.  
   

Section 4. Internal Audit and Reporting System 
 
To ensure that the City’s Affirmative Action Program is fully implemented and is progressing 
toward accomplishing its goal, the following internal audit system is established: 
 

1. All employment activities are monitored using the following tracking systems: 
a. Applicant Flow Log 
b. Hiring Log 
c. Transfers/Promotions Log 
d. Salary Actions Log 
e. Disciplinary Actions Log 
f. Terminations Log 

2. Detailed data on the above-listed areas is compiled by the EEO Administrator quarterly. 
3. Formal reports from the EEO Administrator regarding progress made toward goals and 

key affirmative action activities are submitted to the Transit Director on a quarterly 
basis. 

4. On a quarterly basis the EEO Administrator updates all management and supervisory 
personnel on affirmative action issues in order to identify and resolve problem areas. 

5. Each year the City prepares and when required will file its EEO-4 report with the EEOC’s 
Joint Committee on Reporting, as required by federal regulations 

 
 
Section 5. Status and Accomplishments During the Previous Year   
 
The following is a record of the applicants, new hires and terminations which occurred during 
the previous Affirmative Action Plan Year.   
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Applicant Flow 

POCATELLO REGIONAL TRANSIT  
July 1, 2018 through June 30, 2019  

 

Applications Received 
 

 Total Male Female 

Job Titles EEO  White Black Hisp A/PI AI/AN White Black Hisp A/PI AI/AN 

Bus Washer 
Time 

08 30 21 1 5 0 0 2 0 1 0 0 

Transit 
Driver-Part-
Time 

08 59 36 1 6 1 1 11 1 1 0 1 

Transit 
Dispatcher 

06 3 2 0 0 0 0 1 0 0 0 0 

Transit 
Driver - Rural 

08 2 1 0 1 0 0 0 0 0 0 0 

Transit 
Driver – Full 
Time 

08 6 3 0 1 0 0 2 0 0 0 0 

Transit 
Maintenance 
Supervisor 

03 8 6 0 2 0 0 0 0 0 0 0 

 
Categories: White = White    Black = Black   
  Hisp = Hispanic    A/PI = Asian/Pacific Islander 
  AI/AN = American Indian/Alaskan Native 
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New Hires and Promotions 

POCATELLO REGIONAL TRANSIT  
July 1, 2018 through June 30, 2019  

 

  
 

 Total Male Female 

Job Titles EEO  White Black Hisp A/PI AI/AN White Black Hisp A/PI AI/AN 

Bus 
Washer  

08 3 3                    

Transit 
Driver-
Part-Time 

08 8 6   1     1         

Transit 
Dispatcher 

06 1 1                   

Transit 
Driver - 
Rural 

08 3 3                   

Transit 
Driver – 
Full Time 

08 3 2         1         

Transit 
Mechanic 

03 7 1                  

 
Categories: White = White    Black = Black   
  Hisp = Hispanic    A/PI = Asian/Pacific Islander 

AI/AN = American Indian/Alaskan Native 
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Terminations and Adverse Personnel Actions 

POCATELLO REGIONAL TRANSIT  
July 1, 2018 through June 30, 2019 

 

Terminations 
 

 Total Male Female 

Job Titles EEO  White Blac
k 

Hisp A/PI AI/AN White Black Hisp A/PI AI/AN 

Bus 
Washer 

08 2 1     1     

Transit 
Clerk 

06 1      1     

Transit 
Driver – 
Full Time 

08 1      1     

Transit 
Driver – 
Part Time 

08 8           

Transit 
Driver - 
Rural 

08 1 5     3     

                            
Total 

 6  6     4     

 
Categories: White = White     Black = Black   
  Hisp = Hispanic     A/PI = Asian/Pacific 
Islander 
  AI/AN = American Indian/Alaskan Native 

 
All terminations were voluntary resignations on the part of the employees.  Reasons for 
resignation where known included such things as retirement, moving out of area, work 
schedule problems, church mission, etc. 
 
We have no self-identified persons with disabilities employed in the Transit Department nor 
were there any during the previous plan year.  Therefore, no adverse employment actions were 
taken against persons with disabilities. 
 
There were two involuntary terminations: On male bus washer was terminated due to him not 
showing up for work and regularly being late. The other male was due to criminal history not 
being disclosed during pre-employment.  
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Accomplishments: 
 

1. The City of Pocatello continues to make strides towards increasing our Hispanic 
applicants and hires by posting our positions with the Idaho Commission on Hispanic 
Affairs, a non-partisan state agency who serves as liaison between the community 
and government entities. The City of Pocatello started listed our job postings here in 
the summer of 2016.  Our postings are available at: 
http://www.icha.idaho.gov/menus/jobs.asp    

2. In October 2015 the City of Pocatello implemented a new electronic applicant 
tracking system (Civic HR), which enables quick reporting, easier applicant tracking 
and the ability to keep applicants active during a period when we are not actively 
hiring for a position.  This new system allows for more effective communication with 
interested applicants and provides a way to build an active applicant pool without 
having an open position. 

3. We continue to maintain acceptable female representation in all Job Groups.  While 
we strive to increase the representation in areas where there is a visual 
underrepresentation, we have no job categories which show statistically valid 
underrepresentation.  

 
 
Section 6. Identification of Problem Areas –   
 
Through statistical analysis of representation of women and minorities in the workforce 
compared with current City employment, by analyzing applicant pool information, and by 
analyzing hiring, promotion and transfer, and termination statistics, the following problem 
areas are identified. 
 

1. The City has an aggregate under representation of minorities and females in the 
service/maintenance job group. In the last year we hired 1 minority and 2 females in 
our Transit Department. While these hires helped toward acceptable 
representation, there is still further to go in this category.  

2. Women and minorities in general make up a small percentage of some job groups 
and while no statistically valid disparity exists in these other areas, an increase in 
women representation in the “officials and administrators,” “technicians,” and 
“skilled craft” job groups, and minority representation in virtually all job groups is 
desirable.  

3. Our applicant tracking log from July 1, 2018-June 30, 2019 shows 23 minorities 
(about 21% of applicants) in the applicant pool and 15 (14% of applicants) were 
Hispanic. These numbers have steadily increased from the previous triennial AAP, 
and we expect them to continue to increase.    

 
PRT based its analysis on the EEO Tabulation 2006-2010 of Ethnicity and Gender Information for 
Bannock, Bingham, Caribou, and Power Counties.  The recruitment area for the local labor 

http://www.icha.idaho.gov/menus/jobs.asp
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market is defined as Bannock, Bingham, Caribou, and Power Counties in southeast Idaho.  
Recruitment for all positions within PRT are confined to this area. 
 
Supporting information for these analyses is maintained by the EEO/AA Administrator. 
 
Statistical information related to utilization is also included. 

1. Workforce Analysis 
2. Availability Factor 
3. Utilization Analysis  (also see Appendix D) 

 
Workforce Analysis is a snapshot of female and minority representation within the City’s 
workforce by occupational category. 
 
Availability Factor combines the City workforce availability of minorities and women with labor 
market availability to set employment representation standards of these protected groups 
within the City.  The percentages of minorities and women are weighted based on the number 
of positions filled from among current PRT and City employees and those positions filled by 
outside recruitment sources.  In some cases there were few or no positions filled in a given 
occupational group making it impossible to determine the likelihood of positions being filled 
solely based on new hires. The evaluation is based on new-hires, promotions and transfers 
occurring between July 1, 2018 and June 30, 2019.    In these cases, a review of potential 
applicants within the PRT and the City of Pocatello were compared with the results of other 
hires of similar positions to estimate the percentage of potential new hires.  The resulting 
percentages are used in the utilization analysis to determine whether there is a statistical 
underutilization of women or minorities in the City’s workforce. 
 
Utilization Analysis compares the representation of women and minorities in the City’s 
workforce with the availability factor for the corresponding job groups and establishes whether 
there is a statistically valid underutilization of women or minorities in the City’s workforce.  The 
first test is whether there is an actual percentage underutilization.  The second test is whether 
the addition of a single employee would change the underutilization.  The third test measures 
statistical significance of the percentage underutilized.  The fourth test is whether there is a 
practical significance in the underutilization, i.e., would the addition of 2 employees change the 
outcome?  If the result of any of these queries is “no”, there is no statistically valid 
underutilization of the tested group in the City’s workforce. 
 
 
 



WORKFORCE ANALYSIS 

POCATELLO REGIONAL TRANSIT  
As of:      June 30, 2019 

 
Employee Headcount Condensed to Summary Occupations 

 

  
Total 
of All 

Male Female 

Summary 
Occupations 

EEO 
Class 

  
Total 
Male 

White Black Hisp A/PI 
AI/ Total 

Female 
White Black Hisp A/PI 

AI/ 

AN AN 

Officials and 
Managers 

1 1 
1 1 

                    
100% 100% 

Professionals 2 0                         

Technicians 3 3 
3 3 

                    
100% 100% 

Protective Services 4 0                         

Para-Professional 5 0                         

Office and Clerical 6 2 
1 1 

        
1 1 

        
50% 100% 50% 100% 

Skilled Craft 
Worker 

7 2 
2 2 

                    
100.00% 100.00% 

Service-
Maintenance 

8 52 
43 40 

  
3 

    
9 9 

      
  

82.69% 93.02% 6.98% 17.31% 100%   

Total 60 50 47   3     10 10         

Percent   83.33% 94%   6%     16.67% 100%         

 
Categories: White = White     Black = Black   
  Hisp = Hispanic     A/PI = Asian/Pacific Islander 
  AI/AN = American Indian/Alaskan Native 



 

 

14 

 

WORKFORCE ANALYSIS 

POCATELLO REGIONAL TRANSIT  
As of:      June 30, 2019 

Transit Employee Headcount 

  
EEO 

Category 

A /PI Black Hispanic AI / AN 
Total 

Minorities White Grand 
Total F M F M F M F M F M F M 

ADMIN SUPPORT - TRANSIT 6           1   1 

BUS WASHER/FUELER CLEANER 8            5 5 

TRANSIT MECHANIC 7            2 2 

PUBLIC TRANS DIR/ADA COORD 1             1 1 

TRANSIT DISPATCHER 6             1 1 

TRANSIT DRIVER/Full Time 8            5 6      11 

TRANSIT DRIVER-PART TIME 8      3    3  20 23 

TRANSIT DRIVER-RURAL-PART TIME 8           4 9 13 

TRANSIT SHIFT SUPERVISOR 3             2 2 

TRANSIT-MAINTENANCE 
SUPERVISOR 3            1 1 

Grand Total 0 0 0 0 0 3 0 0 0 3 10 47 60 
 
Categories: White = White     Black = Black   
  Hisp = Hispanic     A/PI = Asian/Pacific Islander 
  AI/AN = American Indian/Alaskan Native 



WORKFORCE ANALYSIS 
CITY OF POCATELLO  

As of:      June 30, 2019 
City Wide Employee Headcount 

 

  
EEO 

Category 

A /PI Black Hispanic AI / AN 
Total 

Minorities White Grand 
Total Female Male Female Male Female Male Female Male Female Male Female Male 

Officials & 
Administrators 1 1        1  5 18 24 

Professionals 2 1 2       1 2 20 39 62 

Technicians 3     1 3   1 3 12 57 73 

Protective Services 4  2  3  2    7 8 107 122 

Para-Professional 5           14 1 15 

Office and Clerical 6 1    3    4  76 6 86 

Skilled Craft Worker 7      5    5  1 82 88 

Service - Maintenance 8 1 5  2 3 9 3 1 7 17 94 186 304 

Grand Total 4 9 0 5 7 19 3 1 14 34 230 496 774 

 
 
Categories: White = White     Black = Black   
  Hisp = Hispanic     A/PI = Asian/Pacific Islander 
  AI/AN = American Indian/Alaskan Native 
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AVAILABILITY FACTOR 
Job Group: Officials & Administrators     Analysis Date:  June 30, 2019 
 

 RAW DATA  WEIGHTED DATA  

 Black Hispanic 
Asian & 
Pacific 

Islander 

Native 
American 
Alaskan 
Native 

Total 
Minorities 

Female 
Factor 
Weight 

Black Hispanic 
Asian & 
Pacific 

Islander 

Native 
American 
Alaskan 
Native 

Total 
Minorities 

Female  

1 - Percentage of 
minorities and 
women with requisite 
skills in the 
reasonable 
recruitment area. 

0.00% 1.66% 0.25% 1.98% 3.88% 34.69% 50% 0.00% 0.83% 0.13% 0.99% 1.94% 17.35% 

EEO Tabulation 
2006-2010 

Ethnicity and 
Gender Info for 
Bannock-Power-
Caribou-Bingham 

Counties 

1 - Other external 
sources of minorities 
and women with 
requisite skills. 

- - - - - - - - - - - - - - 

2 - Percentage of 
minorities and 
women among those 
promotable or 
transferable within 
the establishment. 

0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 40% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 
Analysis of current 

PRT workforce 

2 - Percentage of 
minorities and 
women among those 
who are trainable 
within the 
establishment 

- - - - - - - - - - - - - - 

2 - Other internal 
sources of minorities 
and women with 
requisite skills 
promotable or 
transferable within 
the City Organization.. 

0.00% 0.03% .01% 0.00% .05% 30.2% 10% 0.00% 0.00% 0.37% 0.00% 0.10% 3.02% 
Analysis of City of 

Pocatello 
Workforce 

Final Availability (%) 0.00% 0.83% 0.13% 0.99% 2.04% 20.37%  
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AVAILABILITY FACTOR 
Job Group: Technicians       Analysis Date:  June 30, 2019 
 

  

RAW DATA 

Factor 
Weight 

WEIGHTED DATA 

  
Black Hispanic 

Asian & 
Pacific 

Islander 

Native 
American 
Alaskan 
Native 

Total 
Minorities 

Female Black Hispanic 
Asian & 
Pacific 

Islander 

Native 
American 
Alaskan 
Native 

Total 
Minorities 

Female 

1 - - Percentage of 
minorities and women 
with requisite skills in 
the reasonable 
recruitment area 

1.18% 5.76% 2.94% 4.71% 14.59% 60.00% 50% .59% 2.88% 1.47% 2.36% 7.30% 30.00% 

EEO Tabulation 
2006-2010 

Ethnicity and 
Gender Info for 
Bannock-Power-
Caribou-Bingham 

Counties 

1 - Other external 
sources of minorities 
and women with 
requisite skills. 

- - - - - - - - - - - - - - 

2 - Percentage of 
minorities and women 
among those 
promotable or 
transferable within the 
establishment. 

0.00% .05% 0.00% 0.00% .05% 16.67% 40% 0.00% .02% 0.00% 0.00% .02% 6.67% 
Analysis of 

current PRT 
workforce 

2 - Percentage of 
minorities and women 
among those who are 
trainable within the 
establishment 

- - - - - - - - - - - - - - 

2 - Other internal 
sources of minorities 
and women with 
requisite skills 
promotable or 
transferable within the 
City Organization.. 

.01%0.00% .03% .01% 0.00% .05% 24.38% 10% 0.00% 0.00% 0.00% 0.00% .01% 2.44% 
Analysis of City 

of Pocatello 
Workforce 

Final Availability (%) .59% 2.90% 1.47% 2.36% 7.33% 39.11%   
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AVAILABILITY FACTOR 
Job Group: Office and Clerical      Analysis Date:  June 30, 2019 
 

  

RAW DATA 

Factor 
Weight 

WEIGHTED DATA   

Black Hispanic 
Asian & 
Pacific 

Islander 

Native 
American 
Alaskan 
Native 

Total 
Minorities 

Female Black Hispanic 
Asian & 
Pacific 

Islander 

Native 
American 
Alaskan 
Native 

Total 
Minorities 

Female   

1 - Percentage of 
minorities and women 
with requisite skills in the 
reasonable recruitment 
area. 

.23% 5.26% .84% 4.31% 10.63% 74.18% 75% .17% 3.95% .63% 3.23% 7.97% 55.64% 

EEO Tabulation 2006-
2010 Ethnicity and 

Gender Info for 
Bannock-Power-
Caribou-Bingham 

Counties 

1 - Other external sources 
of minorities and women 
with requisite skills. 

- - - - - - - - - - - - - - 

2 - Percentage of 
minorities and women 
among those promotable 
or transferable within the 
establishment. 

0.00% .05% 0.00% 0.00% .05% 16.67% 10% 0.00% .005% 0.00% 0.00% .005% 1.67% 
Analysis of current 

PRT workforce 

2 - Percentage of 
minorities and women 
among those who are 
trainable within the 
establishment 

- - - - - - - - - - - - - - 

2 - Other internal sources 
of minorities and women 
with requisite skills 
promotable or 
transferable within the 
City Organization.. 

.01% .03% .01% 0.00% .05% 90.70% 15% 0.00% 0.005% 0.00% 0.00% 0.009% 7.69% 
Analysis of City of 

Pocatello Workforce 

Final Availability (%) 0.17% 3.96% 0.63% 3.23% 7.98% 65.00%   
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AVAILABILITY FACTOR 
Job Group: Skilled Craft      Analysis Date:  June 30, 2019 
 

 RAW DATA   WEIGHTED DATA 

  
 Black Hispanic 

Asian & 
Pacific 

Islander 

Native 
American 
Alaskan 
Native 

Total 
Minorities 

Female 
Factor 
Weight 

Black Hispanic 
Asian & 
Pacific 

Islander 

Native 
American 
Alaskan 
Native 

Total 
Minorities 

Female 

1 - Percentage of 
minorities and women 
with requisite skills in the 
reasonable recruitment 
area. 

0.53% 13.57% 0.35% 6.01% 20.46% 7.21% 50% 0.27% 6.79% 0.18% 3.01% 10.23% 3.61% 

EEO Tabulation 2006-
2010 Ethnicity and 

Gender Info for 
Bannock-Power-
Caribou-Bingham 

Counties 

1 - Other external sources 
of minorities and women 
with requisite skills. 

- - - - - - - - - - - - - - 

2 - Percentage of 
minorities and women 
among those promotable 
or transferable within the 
establishment. 

0.00% 0.05% 0.00% 0.00% 0.05% 0.00% 0% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 
Analysis of current 

PRT workforce 

2 - Percentage of 
minorities and women 
among those who are 
trainable within the 
establishment 

- - - - - - - - - - - - - - 

2 - Other internal sources 
of minorities and women 
with requisite skills 
promotable or 
transferable within the 
City Organization.. 

0.00% 0.03% 0.00% 0.00% 0.03% 0.00% 50% 0.00% 0.02% 0.00% 0.00% 0.02% 0.00% 
Analysis of City of 

Pocatello Workforce 

Final Availability (%) 0.27% 6.81% 0.18% 3.01% 10.25% 3.61%  
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AVAILABILITY FACTOR 
Job Group: Service/Maintenance     Analysis Date:  June 30, 2019 
 

  

RAW DATA 

Factor 
Weight 

WEIGHTED DATA 

  
Black Hispanic 

Asian & 
Pacific 

Islander 

Native 
American 
Alaskan 
Native 

Total 
Minorities 

Female Black Hispanic 
Asian & 
Pacific 

Islander 

Native 
American 
Alaskan 
Native 

Total 
Minorities 

Female 

1 - Percentage of 
minorities and women 
with requisite skills in 
the reasonable 
recruitment area. 

0.06% 17.64% 1.83% 2.82% 22.34% 27.53% 84% .05% 14.81% 1.54% 2.37% 19.19% 23.13% 

EEO Tabulation 
2006-2010 

Ethnicity and 
Gender Info for 
Bannock-Power-
Caribou-Bingham 

Counties 

1 - Other external 
sources of minorities 
and women with 
requisite skills. 

- - - - - - - - - - - - - - 

2 - Percentage of 
minorities and women 
among those 
promotable or 
transferable within the 
establishment. 

0.00% .05% 0.00% 0.00% .05% 16.67% 8% 0.00% 0.004% 0.00% 0.00% 0.004% 1.33% 
Analysis of current 

PRT workforce 

2 - Percentage of 
minorities and women 
among those who are 
trainable within the 
establishment 

- - - - - - - - - - - - - - 

2 - Other internal 
sources of minorities 
and women with 
requisite skills 
promotable or 
transferable within the 
City Organization.. 

0.00% .03% 0.00% 0.00% .06 23.13 8% 0.00% .002% 0.00% 0.00% 0.005% 1.85% 
Analysis of City of 

Pocatello 
Workforce 

Final Availability (%) 0.05% 14.82% 1.54% 2.37% 19.20% 26.31%   

 



Utilization Analysis 
 

Job Group:  Officials & Administrators   Analysis Date:  June 30, 2019 
 

 Total 
Employees 

Black Hispanic Asian/ 
Pacific  
Islander 

Am 
Indian/ 
Alaskan 
Native 

Total 
Minority 

Female 

Employees (#) 1 0 0 0 0 0 0 

Employees (%) 100% 0.0% 0.0% 0.0% 0.0% 0.0% 0.0% 

Availability (%)  0.00% 0.83% .13% .99% 2.40% 20.37% 

        

Visual Underutilization? 
(Actual Difference) 

 No Yes Yes Yes Yes Yes 

% Under  0.00% .83% .13% .99% 2.40% 20.37% 

1 Person Equals  100% 100% 100% 100% 100% 100% 

More than 1 Person Under?  No No No No No No 

Statistical Significance (Z=)        

Underutilized?        

Practical Significance        

Underutilized?        

 
 
 
 
Job Group:  Technician     Analysis Date:  June 30, 2019 
 

 

Total 
Employees 

Black Hispanic Asian/ 
Pacific  
Islander 

Am 
Indian/ 
Alaskan 
Native 

Total 
Minority 

Female 

Employees (#) 3 0 0 0 0 0 0 

Employees (%) 100% 0.0% 0.0% 0.0% 0.0% 0.0% 0.0% 

Availability (%)  0.59% 2.90% 1.47% 2.36% 7.33% 39.11% 

        

Visual Underutilization? 
(Actual Difference) 

 Yes Yes Yes Yes Yes Yes 

% Under  0.59% 2.90% 1.47% 2.36% 7.33% 39.11% 

1 Person Equals  33.33% 33.33% 33.33% 33.33% 33.33% 33.33% 

More than 1 Person Under?  No No No No No Yes 

Statistical Significance (Z=)       1.17 

Underutilized?       No 

Practical Significance        

Underutilized?        
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Job Group:  Office and Clerical    Analysis Date:  June 30, 2019 
 

 

Total 
Employees 

Black Hispanic Asian/ 
Pacific  
Islander 

Am 
Indian/ 
Alaskan 
Native 

Total 
Minority 

Female 

Employees (#) 2 0 0 0 0 0 1 

Employees (%) 100% 0.0% 0.0% 0.0% 0.0% 0.0% 50.00% 

Availability (%)  0.17% 3.96% 0.63% 3.23% 7.98% 65.00% 

        

Visual Underutilization? 
(Actual Difference) 

 Yes Yes Yes Yes Yes Yes 

% Under  0.22% 5.58% 0.93% 2.99% 9.96% 15.00% 

1 Person Equals  50.00% 50.00% 50.00% 50.00% 50.00% 50.00% 

More than 1 Person Under?  No No No No No No 

Statistical Significance (Z=)        

Underutilized?        

Practical Significance        

Underutilized?        

 
 
 
 
Job Group: Skilled Craft     Analysis Date:  June 30, 2019 
 

 

Total 
Employees 

Black Hispanic Asian/ 
Pacific  
Islander 

Am 
Indian/ 
Alaskan 
Native 

Total 
Minority 

Female 

Employees (#) 2 0 0 0 0 0 0 

Employees (%) 100% 0.0% 0.0% 0.0% 0.0% 0.0% 0.0% 

Availability (%)  0.27% 6.81% 0.18% 3.01% 10.25% 3.61% 

        

Visual Underutilization? 
(Actual Difference) 

 Yes Yes Yes Yes Yes Yes 

% Under  0.27% 6.81% 0.18% 3.01% 10.25% 3.61% 

1 Person Equals  50% 50% 50% 50% 50% 50% 

More than 1 Person Under?  No No No No No No 

Statistical Significance (Z=)        

Underutilized?        

Practical Significance        

Underutilized?        
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Job Group:  Service/Maintenance    Analysis Date:  June 30, 2019 
 
 

 

Total 
Employees 

Black Hispanic Asian/ 
Pacific  
Islander 

Am 
Indian/ 
Alaskan 
Native 

Total 
Minority 

Female 

Employees (#) 52 0 3 0 0 3 9 

Employees (%) 100% 0.00% 5.77% 0.0% 0.0% 5.77% 17.30% 

Availability (%)  0.05% 14.82% 1.54% 2.37% 19.20% 26.31% 

        

Visual Underutilization? 
(Actual Difference) 

 Yes Yes Yes Yes Yes Yes 

% Under  0.05% 9.05% 1.54% 2.37% 13.43% 9.01% 

1 Person Equals  1.92% 1.92% 1.92% 1.92% 1.92% 1.92% 

More than 1 Person Under?  No Yes No Yes Yes Yes 

Statistical Significance (Z=)   4.77  1.23 6.99 4.69 

Underutilized?   Yes  No Yes Yes 

Practical Significance   2.36   3.50 2.35 

Underutilized?   Yes   Yes Yes 

 

 Affirmative Action Goals 

 

Job Group Underutili-
zation 

Additional  
# needed 

# Openings 
Forecast 

Placement 
Rate Goal 

Numeric 
Goal 

4-year 
Goal 

Service/ 
Maintenance 

All 
Minorities 

7 7 20.0% 2 = 20% 7 

Service/ 
Maintenance 

Female 5 5 10% 1 = 10% 5 

 
 

 
 
In addition to the above goals where there is a statistical disparity and underutilization, the City 
chooses to have a goal of adding one (1) minority employee in a job group(s) which display a 
visual underutilization. (See Utilization Analysis) 
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Section 7.  Assessment of Employment Practices 
 

A. Recruitment/Recruitment Methods.   
 

PRT informs Human Resources of all transit department vacancies.  The HR Generalist posts job 
advertisements with the Department of Labor, Idaho State University Employment Center, and 
the City of Pocatello website.  If the job opening is in one of the south counties, the HR 
Generalist also posts job advertisements in the Franklin County and Oneida County 
newspapers.   

 
Job openings are also posted on the PRT web site at www.pocatellotransit.com, as well as the 
PRT Facebook page, https://www.facebook.com/pocatelloregionaltransit/.  PRT participates in 
various job and resource fairs around the service area, including the ISU job fair.  We have 
contracted with the Southeast Idaho Council of Governments (SICOG) for mobility support 
services, including the promotion of PRT and employment opportunities to target populations. 

 
B. Personnel Selection.   

 
The Operations Supervisor and/or Maintenance Supervisor review all employment applications.  
During the initial review of each application, the focus is on the applicant’s qualifications (e.g., 
prior bus experience, prior CDL experience, and customer service) while also considering 
veteran’s preference.  If the application does not specifically outline the qualifications 
necessary for the job, the application is removed from further consideration.   
 
Once the applications are reviewed, a list of applicants who have the necessary qualifications is 
provided to the Human Resources Assistant to begin a driving record check on the applicants.  
Upon passing the driving record check, applicants are scheduled for an interview.  See below 
for a complete description of the interview process.  After the interviews have concluded, the 
interview panel discusses and rates the applicant’s performance and ultimately develops a list 
of rank-ordered applicants.  References are then checked for the top applicants prior to an offer 
of employment.   

 
Once an offer of employment is made, the candidate meets with the Human Resources 
Administrative Assistant for pre-employment identification verification and a pre-employment 
FTA-authorized drug test.  Results of the drug test are obtained before a new employee begins 
driving.  Once an employee is hired a fingerprinting background check is conducted by Health 
and Welfare.  Results, including disqualifying findings, are first reported to Anne Butler, Safety 
& Wellness Coordinator, and then to the Transit Director. 
 
PRT, as part of their selection procedure, includes a short driving test.  The driving test includes:  
smooth starts and stops, centering the vehicle between parking space lines, pulling up to a 
curb, and safely exiting and reentering the traffic lane.   
 

http://www.pocatellotransit.com/
https://www.facebook.com/pocatelloregionaltransit/
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PRT’s selection process does not use compensatory hurdles and it does not weight any of the 
hurdles.  The Transit Director and/or Operations Supervisor has full authority for personnel 
selection decisions.   

 
C. Job/Position Descriptions.  

 
PRT maintains the following job descriptions, which are used for recruitment and hiring:   
 

1. These are the job descriptions and pay grades for the City of Pocatello.  
a. Transit Bus Washer- PT 
b. Transit Driver – H05 
c. Transit Dispatcher – H05 
d. Facilities Maintenance 

Worker – H06 
e. Transit Administrative 

Support – H08 
f. Mechanic – H08 

g. Transit Operations Shift 
Supervisor – H09 

h. Transit Maintenance 
Supervisor – H12 

i. Transit Operations Manager 
– H13 

j. Transit Director/ADA 
Coordinator – H17 

  
See Appendix E for current job descriptions.   

 
  

D. Interview Procedures. 
 

Interviews are typically scheduled in half-hour increments using a behaviorally-based question 
format.  See Appendix F.  The interviews are conducted in the Operations Supervisor’s office at 
the transit department; however, future interviews will be conducted at the transit 
department’s conference room (as of summer 2014) or at city hall to minimize disruptions.   
 
Interviews for full time positions are conducted by a panel of three or four persons, typically to 
include the Transit Director, the Operations Manager, a non-PRT supervisor, and a member of 
the Human Resources staff.  Candidates for part-time positions are interviewed by the 
Operations Supervisor and/or Maintenance Supervisor, one or more shift supervisors, and the 
Lead Dispatcher.  The Transit Director or HR staff are consulted as needed for procedural 
guidance.  
 
Prior to the scheduled interviews, members of the interview panel review a standardized list of 
interview questions together to determine if any additions or modifications to the questions 
are necessary.  In the event modifications are deemed necessary, interview panel members 
must agree before implementing any modifications or additions to the questions.   
 
At the beginning of the interview, the interview panel members attempt to put the applicants 
at ease.  This is done by stating, “If we ask a question and you cannot think of an answer, we 
can come back to it.  Please be yourself, we understand that this is an interview and it can be 
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stressful.  If you think of something later on and you want to revisit a question, please feel free 
to do so.”  During the interview, interview panel members share the responsibility of asking the 
questions, as well as asking for clarification from the applicant.   
 
After the interview has ended, interview panel members individually rate the applicant’s 
responses based on general benchmarks (e.g., a poor answer:  “I don’t know” or has no 
response or examples to give; a superior response:  gives a thorough answer and includes 
examples directly related to the question asked).  Once the panel members have individually 
rated the applicant’s interview responses, they discuss their ratings with each other.  If there is 
disagreement in the ratings, the interview panel members discuss their rationale for assigning 
the rates, which may, or may not, lead to changes in the individual ratings.   
 

E. Selection Tests Administered.   
 
PRT does not use any standardized selection tests. 
 

F. Seniority Practices. 
 
PRT does not use seniority practices for promotion to or selection for advancement.  Seniority, 
however, may be a factor when scheduling over-time or call-out.  For example, senior 
employees are likely to be contacted first when over-time or call-out is available; however, if a 
less senior employee is consistently willing to work over-time or call-out, that employee may be 
contacted before a more senior employee.   
 

G. Promotional Procedures.   
 

PRT does not offer promotions.  If an advanced job is vacated, PRT employees have the 
opportunity to apply for the job by submitting an in-City application and proceeding with the 
selection procedure.   
 

H. Transfer Procedures.  
 

PRT does not have formal transfer procedures for employees to transfer from one division to 
another.  If an employee would like to move to another job within PRT, the employee must fill 
out an in-City job application when an opening becomes available.  At that time, the employee 
will go through the selection procedure described above.   

 
I. Training Programs. 

 
New employee training begins with orientation to PRT, along with the rights and responsibilities 
of being an employee of the City of Pocatello.  Through the ICRMP (Idaho Counties Risk 
Management Program) Online University, a new employee reads the City of Pocatello 
personnel policy, vehicle policy, and safety policies and must pass the appropriate tests.  
Employees are also trained on passenger transit passes in order to identify each type of pass 
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and identify the services for which the pass is valid.   Employees receive PASS (Passenger 
Service and Safety) training which includes instruction on securing wheelchairs, operating 
wheelchair lifts, and frequent passenger medical issues.  Classroom training also includes 
customer service skills training, CPR, first aid, defensive driving, day-to-day transit operations, 
and operation of all transit vehicles (vans, small buses, and large buses).  If a new employee is 
hired before obtaining a CDL, training also includes driving instruction and practice to aid the 
employee in obtaining the CDL.   
 
Prior to driving a transit vehicle, a senior transit operator reviews the route with the new 
employee and then has the new employee ride along for at least one hour on that specific 
route.  Once the new employee has observed the senior operator, the new employee drives the 
route for three or more hours while the senior operator provides feedback and evaluates the 
new driver using a standardized performance evaluation.  (See Appendix G.)   The performance 
evaluation form is then given to the Operations Supervisor, who reviews it and then gives 
additional feedback to the new employee.  This process is repeated until the new employee has 
mastered that specific transit route.  After a new employee has mastered the route, the 
employee is allowed to drive the route independently.  PRT operates 11 fixed routes, 2 
commuter bus routes, and 16 demand response routes.  An employee must be trained by a 
senior operator on each route before being allowed to drive the route independently.     
 
PRT is currently developing a training module for managing aggressive passengers and the 
vulnerability of threats against the operator and/or the transit system in general.   
 
The PRT Operations Supervisor tracks all training certifications and notifies employees when 
recertification is due for CPR, first aid, and other specific training.   

 
PRT holds monthly safety meetings for its employees. Topics for safety meetings include:  use of 
fire extinguishers, precautions for railroad crossings, assisting passengers in wheelchairs, etc.  
Prior to each safety meeting, the Operations Supervisor also reviews the previous month’s 
reported accidents to determine what safety issues are consistently emerging and discusses 
those issues during the safety meetings.   

 
J. Wages and Benefits.  

 
PRT uses the City of Pocatello’s pay grade schedule when determining the salary of its 
employees. See Appendix H.   

 
New part-time PRT drivers begin at pay grade P04, step 1 and increase one to two steps in pay, 
depending upon performance (e.g., one step for adequate performance, two steps for excellent 
performance) at the beginning of the fiscal year.  On the anniversary of employment, part-time 
employees advance to pay grade P05, step 1 and continue to increase one to two steps 
annually, depending upon performance. Part-time employees are not offered City benefits. A 
part-time Bus Washer starts at P02, step 1, and receives increases at the beginning of the fiscal 
year. 
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Full-time PRT employees enter the pay grade schedule dependent upon their job.  For example, 
a full-time lead transit dispatcher is pay grade H10 and a full-time transit driver is pay grade 
H05. Full-time employees proceed through their corresponding pay steps as described 
immediately above. Full-time employees are offered full City benefits, including medical and 
dental insurance, PERSI retirement, vacation leave, sick leave, and compensation time.   

 
K. Disciplinary, Discharge, and Termination Procedures. 

 
PRT follows the disciplinary procedures outlined by the City of Pocatello’s Human Resources 
Department:  
 

1. Verbal Reprimand 
 

A verbal reprimand is the least severe form of discipline. It is recommended 
  that the supervisor documents the verbal reprimand. If the supervisor chooses 

to include the verbal reprimand in the employee's personnel file, a written 
notice of verbal warning can be obtained in Human Resources. If the notice is 
placed in the personnel file, the employee must sign the form acknowledging 
receipt of the warning or the refusal to sign must be noted. The employee may add a 
written statement concerning the incident. In any event, the supervisor 
should note the date of any verbal reprimand and briefly note the nature of the 
violation. 

 
2. Written Reprimand 
 
A written reprimand detailing the circumstances and the required corrective 
action shall be completed and filed by the supervisor for inclusion in the 
employee's personnel file. 
 
3. Suspension 
 
Following a hearing, an employee may be suspended from duty without pay for 
a specified length of time, notice of which must be in writing. Suspension 
periods apply to scheduled work days and holidays. Employees who are 
suspended without pay as part of a discipline process are not eligible to use 
vacation, comp, or admin time in order to supplement their pay check. Under 
certain circumstances, an employee may be suspended immediately, with pay, 
pending an investigation and hearing.  
 
4. Demotion 
 
Following a hearing, an employee may be demoted to a lower grade or position. 
A written notice setting forth the effective date, grade, or position to which the 
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employee will be demoted is required. Demotion does result in a pay 
adjustment to the new pay grade and step. 
 
5. Dismissal 
 
Following a hearing, an employee may be dismissed for inefficiency; inability to 
perform the work of the assigned position satisfactorily; or any violation of any 
provision of this Personnel Policy Handbook, department rules, or any other form 
of misconduct not specifically listed herein. 
  

 
Disciplinary Examples.   
 
If discipline is sought due to a positive FTA-sanctioned drug test, the City will proceed with 
termination as outlined in its drug-testing policy. The policy specifically states:  “Any 
prospective employee who tests positive for the presence of illegal drugs or alcohol or who 
tested positive for drugs or alcohol within the past five (5) years while employed by another 
employer will not be hired.  Any current employee who tests positive for the presence of illegal 
drugs or alcohol will be terminated from employment with the City.”  “Any covered individual 
who tests positive for illegal drugs or alcohol will immediately be removed from his safety 
sensitive function and be referred to a substance abuse professional for evaluation. For 
purposes of this policy, an employee tests positive for alcohol when that employee's blood 
alcohol concentration (BAC) is .04 or above. If an employee tests between .02 and .039 BAC, 
that covered individual will not be allowed to perform safety sensitive work for the City for at 
least 8 hours or until their next regularly scheduled shift, whichever is longer.” 
 
If a PRT operator is involved in an accident, the supervisor will first investigate to determine if 
disciplinary actions are necessary. PRT is developing a Vehicle Accident Review form which the 
supervisor and review committee will use to assess culpability and possible disciplinary actions.  
(See Appendix K.)  The form will include a section for the operator to state what happened and 
what could have been done differently to avoid the accident; a section for the supervisor’s 
comments after the investigation has concluded; and a section for the accident review 
committee determining if the accident was preventable and to what extent it was preventable 
(e.g., with mitigating factors or gross negligence), or if it was unpreventable.   

 
If an operator accumulates driving points, the following disciplinary procedure is to be used:  0-
2 points – counseling; 4 points - verbal/written warnings; 8 points - automatic suspension (1-5 
days); 12 points - automatic suspension (6+ days), and may include other disciplinary actions, 
up to and including dismissal.   
 

2. Statistical Chart of Employment Practices. 
 
See Appendix L.   
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Section 8.  Action-Oriented Plans. 
 

A. Reporting, Monitoring, and Evaluating Improvement.   
 
Currently, the EEO Administrator reviews accomplishments quarterly, or as needed, to discuss 
findings with the Transit Director. The purpose of these meetings would be to ensure that 
recruiting and hiring practices continue to improve.    
 

B. Periodic EEO Reports Collected From Supervisory Personnel.   
 
EEO reports from supervisory personnel are collected informally.  The EEO Administrator has 
monthly contact, or as needed, with the Transit Director/Transit Supervisor and asks if there are 
any reports of discrimination or any EEO/AA concerns.   
 

C. Informing Senior Management of Progress and Problems. 
 
PRT has both informal and formal structures to inform senior managers of progress and 
problems.  Informally, the Transit Director, Operations Supervisor, and EEO Administrator have 
frequent discussions regarding operations and any problems that arise.  Formally, PRT follows 
the procedures outlined in its Title VI Update to notify managers of problems.  See Appendix B.   
 

D. Soliciting Recommendations for Corrective Action.  
 
The PRT Transit Director, Operations Supervisor, and Maintenance Supervisor meet informally 
on a weekly basis.  If an EEO/AA issue is salient, it is addressed during those meetings.     
 

E. Mechanisms to Track EEO Complaints.  
 
Currently, PRT has a formal mechanism to track EEO complaints along with a tracking system.    
 

F. Procedures for Monitoring Sub-Contractors.  
 
PRT does not have any sub-contractors.   
 

G. Program Development to Meet EEO/AA Goals. 
 
The following programs have been designed to meet the City’s affirmative action goals: 
 
 
 

Problem Area Action Step Responsibility Target Date 
1.  Need to update 
minority/women 
recruiting resources. 

1.  Contact all current AA 
resources to determine 

EEO/AA Administrator Ongoing 
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effectiveness of 
recruitment activities. 
2.  Make modifications to 
better facilitate 
recruitment efforts. 
3.  Review AA resources 
currently not utilized and 
develop those resources.  

2.  Affirmative Action Plan 
training for Managers and 
Supervisors. 

1.  Develop outline for 
short training sessions to 
cover 
Manager/Supervisor 
responsibilities. 
2.  Prepare handouts and 
presentation materials. 
3.  Mayor’s support of 
Affirmative Action Plan. 

EEO/AA Administrator 
 
 
 
 
 
Mayor 

Ongoing. 

3.  Candidate pools need 
more Minority 
representation.  One 
group underutilized is 
Hispanics in 
service/maintenance and 
the other is minorities in 
general in the service/ 
maintenance job group. 

1.  Review selection 
process to find possible 
barriers to employment 
and eliminate these. 
2.  Emphasize recruitment 
of minorities for 
service/maintenance 
entry positions and 
feeder groups within PRT 

EEO/AA Administrator Ongoing. 

4.  Statistical information 
and data gathering 
methods need to be 
developed and refined to 
better reflect 
employment 
demographics and 
personnel action 
practices. 

1.  Develop record 
keeping procedures and 
train staff in these 
procedures. 
2.  Evaluate and refine  
labor market information 
3.  Statistical information 
will be condensed and 
organized to provide 
meaningful evaluation of 
representation. 

EEO/AA Administrator Ongoing – record 
keeping procedures and 
training. 
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Section 9. Affirmative Action for the Disabled 
 

A. General 
The City supports community programs designed to provide employment opportunities 
for the disabled.  Recognizing that disabled individuals are a valuable human resource, 
the City has formalized its support of these programs by implementing an affirmative 
action plan for the employment and advancement of qualified physically and mentally 
disabled individuals. 

 
B. Definition of Disabled Applicants and Employees 

The Law defines “Disabled Individual” as any person who (1) has a physical or mental 
impairment which substantially limits one or more of such person’s major life activities, 
(2) has a record of such impairment, or (3) is regarded as having such impairment.  For 
purposes of this part, a disabled individual is “substantially limited” if he or she is likely 
to experience difficulty in securing, retaining or advancing in employment because of a 
disability.   
 

C. Consideration of Qualifications 
1. All applicants applying for employment with the City are invited to voluntarily 

identify themselves as disabled and indicate any reasonable accommodation 
that can be made to enable them to perform a job that they would not 
otherwise be able to do. 

2. Whenever disabled applicants are considered for employment, the employment 
applications are annotated to identify positions for which they are considered. 

3. If a disabled applicant or employee is not selected for employment, promotion 
or training, the reason for the non-selection is documented and maintained in 
the personnel file, or with the application. 

4. Whenever an accommodation is made for the hire, promotion or training of a 
disabled individual, a description of the accommodation is documented and kept 
in a confidential file. 

 
D. Physical and Mental Requirements 

1. Selection processes involved in hiring, promotions and training opportunities are 
reviewed annually to ensure that no qualified disabled individual is screened out. 

2. Job requirements are reviewed and updated periodically to ensure that they are 
realistic and do not contain unnecessary qualifications which serve to screen out 
disabled individuals. 

 
E. Accommodations to Physical and Mental Limitations of Employees 

The City will try to reasonably accommodate the physical and mental limitations of 
qualified, disabled applicants or employees so as to ensure that each one is afforded 
equal opportunity for employment and advancement.  In determining the degree of 
accommodations that may be reasonably undertaken, business necessity and expenses 
will be considered with such other related factors as:  efficiency, health and safety, the 
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essential functions of each specific job, etc.  Each decision regarding request for 
accommodations will be determined on an individual basis. 
 
The City will consider the following types of accommodations: 
1. Architectural Modifications 
2. Work Environment Modifications 
3. Work Schedule Modifications 
4. Job Task Modifications 
5. Equipment Modifications 
6. Or any other appropriate modification 

 
 

F. Compensation 
When offering employment or promotion to a qualified disabled person, the City will 
not consider disability income, pension income, or other benefits received by the 
applicant or employee as relevant to determination of his/her salary.  No deductions 
from City pay will be made for any income of that nature. 
 

G. Outreach and Positive Recruitment 
1. The City works with local recruiting sources and special service agencies to ensure 

that disabled individuals are aware of openings and are submitting applications.  
These agencies include: 

a. The State Employment Development Department 
b. Social Services Department 
c. State Department of Rehabilitation 

2. All City recruiters, interviewers and supervisors responsible for employment 
decisions will be given training for interviewing the disabled. 

3. Our employment records are reviewed periodically to determine the availability of 
promotable and transferable disabled employees.  Additionally, the same review is 
made to determine whether disabled employees’ present and potential skills are 
being utilized and/or developed.  

 
H. Development and Execution of Affirmative Action Programs 

1. At least annually, all aspects of selection, training and promotion are reviewed to 
ensure freedom from stereotyping disabled persons that limits their access to jobs 
for which they are qualified. 

2. Disabled employees are encouraged to participate in community-sponsored 
programs designed to provide career-related information. 
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Section 10. Affirmative Action Plan for Disabled Veterans, Veterans of the Vietnam Era, 
and Other Veterans 
 

A. General 
The City supports community programs designed to provide employment opportunities 
for disabled veterans and veterans of the Vietnam Era.  Recognizing that veterans are a 
valuable human resource, the City has formalized its support of these programs by 
implementing an affirmative action plan for the employment and advancement of 
qualified disabled veterans and veterans of the Vietnam Era. 
 

B. Definition of Disabled Veterans and Veterans of the Vietnam Era 
The law defines “disabled Veteran” as a person entitled to disability compensation 
under laws administered by the Veterans’ Administration for disability rated at thirty 
percent (30%) or more, or a person whose discharge or release from active duty was for 
a disability incurred or aggravated in the line of duty. 

  
The law defines “Veteran of the Vietnam Era” as a person (1) who served on active duty 
for a period of more than 180 days, any part of which occurred between August 5, 1964 
and May 7, 1975, and was discharged or released with other than a dishonorable 
discharge, or (2) who was discharged or released from active duty for a service-
connected disability if any part of such active duty was performed between August 5, 
1964 and May 7, 1975. 
 
“Other Veterans” means a veteran who served on active duty during a war or in a 
campaign or expedition for which a campaign badge, a service medal, or an 
expeditionary medal has been authorized.  “War” includes veterans with active duty 
service between December 7, 1941 and April 28, 1952, officially designated as World 
War II.  Active duty veterans of Korea, Vietnam, Desert Shield/Storm and other 
campaigns or expeditions are included because those actions were designated with a 
campaign badge or medal. 
 

C. Identification of disabled Veterans, Veterans of the Vietnam Era, and Other Veterans 
1. The City maintains a listing of all employees who are known to be covered under 

“Disabled Veteran” and “Vietnam Era Veteran” regulations.  The City invites 
those and any other individuals believing themselves to qualify as “Other 
Veterans” to voluntarily identify themselves.  

2. Each job applicant who is given a job offer by the City is also invited to 
voluntarily identify his or her status as a disabled veteran, veteran of the 
Vietnam era or other veteran, and to indicate any reasonable accommodation 
that can be made to enable the successful performance of job duties. 

3. Whenever a job applicant is known to be a disabled veteran, a veteran of the 
Vietnam era, or other veteran, the employment application is annotated to 
identify positions for which the candidate was considered. 
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4. If a disabled veteran, veteran of the Vietnam era, or other veteran is not selected 
for employment, promotion or training, the reason for the non-selection is 
documented and maintained in the personnel file, or with the job application. 

5. Whenever an accommodation is requested and made for the hiring, promotion 
or training of the disabled veteran, a description of the accommodation is 
documented and kept with the personnel file, or with the application. 

 
D. Physical and Mental Requirements 

1. Selection processes involved in hiring, promotions and training opportunities are 
reviewed annually to ensure that no qualified disabled veteran is screened out. 

2. Job requirements are reviewed and updated periodically to ensure that they are 
realistic and do not contain unnecessary qualifications which would serve to 
screen out qualified disabled veterans. 

 
E. Job Listings 

1. In compliance with statute and U.S. Department of Labor regulations, all of the 
City’s job openings will be listed with the state employment service.   

i. Exceptions include:  elected positions, positions that will be filled from 
within the organization, and positions lasting three days or less. 

 
F. Compensation 

1. When offering employment or promotion to a disabled veteran or veteran of the 
Vietnam Era, the City will not consider disability income, pension income, or 
other benefits received by the applicant or employee as relevant to 
determination of his/her salary.  No deduction from City pay will be made for 
any other income of that nature. 

 
G. Outreach and Positive Recruitment 

1. The City works with local recruiting sources and social service agencies to ensure 
that disabled veterans and veterans of the Vietnam Era are aware of openings 
and are submitting applications.  These agencies include: 
a. The State Employment Department 
b. Veterans’ Assistance Center 

2. Our employment records are reviewed annually to determine the availability of 
promotable and transferable disabled veterans and veterans of the Vietnam Era.  
Additionally, the same review is made to determine whether veteran employees’ 
present and potential skills are being fully utilized and/or developed. 

 
H. Development and Execution of Affirmative Action Programs 

1. At least annually, all aspects of selection, training and promotion are reviewed to 
ensure freedom from stereotyping disabled veterans and veterans of the 
Vietnam Era in a manner which limits their access to jobs for which they are 
qualified. 
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2. Disabled veterans and veterans of the Vietnam Era are encouraged to participate 
in community-sponsored programs designed to provide career-related 
information. 

3. The City meets its annual obligation to file a VETS-100 reporting form showing 
the number of veterans in our workforce. 

 
I. Records Retention 

1. We maintain our records of job applicants and employees as required by federal 
regulations (41 C.F.R. 60-250.52).  Records are retained for a period of two years 
and include all requests for accommodation of disability and the City’s response 
to those requests. 

 
J. Complaint Review Procedure 

1. If an applicant or employee files a complaint based on disqualification because of 
a demonstrated disability, it will be referred to the Human Resources office for 
review of all pertinent factors and disposition within a reasonable time after 
referral. 
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Appendix A. 

Affirmative Action Recruitment List 

  
Idaho Department of Labor 

430 N 5th Avenue 

Pocatello ID 83205 

Ph:  208-236-6710 

Fax:  208-232-0865 

 
  
ISU Career Center 

Idaho State University 

Attn:  Lance Erickson, Director  

Campus Box 8108 

Pocatello ID 83209 

Ph:  208-282-2380 

  

 
 

Idaho Commission on Hispanic Affairs 
2399 S. Orchard Street, Suite 102 
PO Box 83720 
Boise, Idaho 83720-0006 
Ph: 208-334-3776 
http://icha.idaho.gov/menus/jobs.asp  

   

http://icha.idaho.gov/menus/jobs.asp
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Appendix B. 

Public Rights and Compliance 

Pocatello Regional Transit 
 

• Pocatello Regional Transit (PRT) operates its programs and services in accordance with the 

Americans with Disabilities Act (ADA), Title VI of the Civil Rights Act of 1964, Equal 

Employment Opportunity (EEO), and Disadvantaged Business Enterprise (DBE).  If you believe 

PRT is not compliant and/or you’ve been discriminated against, a complaint may be filed.  

• Contact PRT to file a complaint and/or obtain more information on the complaint process: 

Phone:  208-232-5057 

Email:  prt@pocatello.us 

PRT’s Office:  5815 South 5th Avenue, Pocatello, ID 83204 

• A complaint may also be filed directly with the Federal Transit Administration (FTA).  

Attention: FTA Office of Civil Rights - Complaint Team, East Building, 5th Floor – TCR, 1200 

New Jersey Avenue, SE, Washington, DC 20590 

• If information is needed in another language, contact PRT at 208-232-5054. 

 

 
____________________________________________________________________________________________________ 

 
Derechos Públicos y Cumplimiento 

   Pocatello Regional Transit 

 
 

• Pocatello Regional Transit (PRT) opera sus programas y servicios de acuerdo con la Ley de 

Estadounidenses con Discapacidades (ADA), Título VI de la Ley de Derechos Civiles de 1964, 

Igualdad de Oportunidades de Empleo (EEO) e Iniciativa de Negocios en Desventaja (DBE). Si 

usted cree que PRT no cumple y / o ha sido discriminado, se puede presentar una queja. 

• Póngase en contacto con PRT para presentar una queja y / o obtener más información sobre el 

proceso de queja: 

Teléfono: 208-232-5057 

Correo electrónico: prt@pocatello.us 

Oficina de PRT: 5815 South 5th Avenue, Pocatello, ID 83204 

• También se puede presentar una queja ante la Administración Federal de Tránsito (FTA). 

Attention: FTA Office of Civil Rights - Complaint Team, East Building, 5th Floor – TCR, 1200 

New Jersey Avenue, SE, Washington, DC 20590 

• Si se necesita información en otro idioma, comuníquese con PRT al 208-232-5054. 
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Appendix C. 

Transit Department 
Organizational Chart 

 

  

Mayor

WM: 1   

Director

WM: 1

Operations 
Supervisor

WM:2

Drivers

WM:35, HM:3, WF: 9

Administrative 
Support

WM: 1 WF: 1

Maintenance 
Supervisor

WM: 1

Maintenance 
Personnel

WM: 2

Fueler/Bus 
Washer

WM: 5

City Council

WM:3 WF: 2 A/PIF: 1
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Appendix D.   
Utilization Analysis 

 

 
Job Group:  Officials & Administrators   Analysis Date:  June 30, 2019 
 

 Total 
Employees 

Black Hispanic Asian/ 
Pacific  
Islander 

Am 
Indian/ 
Alaskan 
Native 

Total 
Minority 

Female 

Employees (#) 1 0 0 0 0 0 0 

Employees (%) 100% 0.0% 0.0% 0.0% 0.0% 0.0% 0.0% 

Availability (%)  0.00% 0.83% .13% .99% 2.40% 20.37% 

        

Visual Underutilization? 
(Actual Difference) 

 No Yes Yes Yes Yes Yes 

% Under  0.00% .83% .13% .99% 2.40% 20.37% 

1 Person Equals  100% 100% 100% 100% 100% 100% 

More than 1 Person Under?  No No No No No No 

Statistical Significance (Z=)        

Underutilized?        

Practical Significance        

Underutilized?        

 
 
 
 
Job Group:  Technician     Analysis Date:  June 30, 2019 
 

 

Total 
Employees 

Black Hispanic Asian/ 
Pacific  
Islander 

Am 
Indian/ 
Alaskan 
Native 

Total 
Minority 

Female 

Employees (#) 3 0 0 0 0 0 0 

Employees (%) 100% 0.0% 0.0% 0.0% 0.0% 0.0% 0.0% 

Availability (%)  0.59% 2.90% 1.47% 2.36% 7.33% 39.11% 

        

Visual Underutilization? 
(Actual Difference) 

 Yes Yes Yes Yes Yes Yes 

% Under  0.59% 2.90% 1.47% 2.36% 7.33% 39.11% 

1 Person Equals  33.33% 33.33% 33.33% 33.33% 33.33% 33.33% 

More than 1 Person Under?  No No No No No Yes 

Statistical Significance (Z=)       1.17 

Underutilized?       No 

Practical Significance        

Underutilized?        
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Job Group:  Office and Clerical    Analysis Date:  June 30, 2019 
 

 

Total 
Employees 

Black Hispanic Asian/ 
Pacific  
Islander 

Am 
Indian/ 
Alaskan 
Native 

Total 
Minority 

Female 

Employees (#) 2 0 0 0 0 0 1 

Employees (%) 100% 0.0% 0.0% 0.0% 0.0% 0.0% 50.00% 

Availability (%)  0.17% 3.96% 0.63% 3.23% 7.98% 65.00% 

        

Visual Underutilization? 
(Actual Difference) 

 Yes Yes Yes Yes Yes Yes 

% Under  0.22% 5.58% 0.93% 2.99% 9.96% 15.00% 

1 Person Equals  50.00% 50.00% 50.00% 50.00% 50.00% 50.00% 

More than 1 Person Under?  No No No No No No 

Statistical Significance (Z=)        

Underutilized?        

Practical Significance        

Underutilized?        

 
 
 
 
Job Group: Skilled Craft     Analysis Date:  June 30, 2019 
 

 

Total 
Employees 

Black Hispanic Asian/ 
Pacific  
Islander 

Am 
Indian/ 
Alaskan 
Native 

Total 
Minority 

Female 

Employees (#) 2 0 0 0 0 0 0 

Employees (%) 100% 0.0% 0.0% 0.0% 0.0% 0.0% 0.0% 

Availability (%)  0.27% 6.81% 0.18% 3.01% 10.25% 3.61% 

        

Visual Underutilization? 
(Actual Difference) 

 Yes Yes Yes Yes Yes Yes 

% Under  0.27% 6.81% 0.18% 3.01% 10.25% 3.61% 

1 Person Equals  50% 50% 50% 50% 50% 50% 

More than 1 Person Under?  No No No No No No 

Statistical Significance (Z=)        

Underutilized?        

Practical Significance        

Underutilized?        
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Job Group:  Service/Maintenance    Analysis Date:  June 30, 2019 
 
 

 

Total 
Employees 

Black Hispanic Asian/ 
Pacific  
Islander 

Am 
Indian/ 
Alaskan 
Native 

Total 
Minority 

Female 

Employees (#) 52 0 3 0 0 3 9 

Employees (%) 100% 0.00% 5.77% 0.0% 0.0% 5.77% 17.30% 

Availability (%)  0.05% 14.82% 1.54% 2.37% 19.20% 26.31% 

        

Visual Underutilization? 
(Actual Difference) 

 Yes Yes Yes Yes Yes Yes 

% Under  0.05% 9.05% 1.54% 2.37% 13.43% 9.01% 

1 Person Equals  1.92% 1.92% 1.92% 1.92% 1.92% 1.92% 

More than 1 Person Under?  No Yes No Yes Yes Yes 

Statistical Significance (Z=)   4.77  1.23 6.99 4.69 

Underutilized?   Yes  No Yes Yes 

Practical Significance   2.36   3.50 2.35 

Underutilized?   Yes   Yes Yes 
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Appendix E. 
Classification Specification/Job Description 

 
 

Transit Driver 
Department: Transit          Reports to: Operations Supervisor          Pay Grade: H05 

Date Established:  3/2014          Date Revised: 12/2017          FLSA Status: Non-Exempt 

 
CLASSIFICATION SUMMARY 
The Transit Driver operates Transit Department vehicles on a fixed route or schedule, or provides 
door-to-door transportation by request for eligible patrons. The job requires safe driving skills and 
exceptional customer service skills to ensure passengers are served in a timely, reliable, and safe 
manner.  
 
Transit Drivers may be assigned additional and/or alternate duties in administration, dispatch, 
Medicaid dispatch, customer service, paratransit, ticketing, and freight operations.  
 
The job requires the ability to maintain a collaborative and cooperative working relationship with 
elected and appointed officials, other City employees, other organizations, and the general public. 
 
The work environment is a Department vehicle and shop environment that may include exposure 
to weather conditions and traffic hazards. The noise level is generally moderate.  
 
ESSENTIAL DUTIES AND RESPONSIBILITIES (illustrative only and may vary by 
assignment) 
Operates Department vehicles, providing passengers with timely, reliable, and safe 
transportation. Transit Drivers operate buses, vans, paratransit vans for handicapped 
passengers, and all other vehicles in the Department inventory, depending on assignment.  
 
Collects fares and/or checks passes or transportation vouchers. 
 
Conducts pre-trip and post-trip check of vehicle including, but not limited to, fuel and fluid levels, 
tires, and mechanical problems or damage. 
 
Assists passengers on and off bus or vehicle as needed, including operating wheelchair lift and 
securing wheelchairs. 
 
Answers questions and inquiries from passengers and provides fare and route information, 
schedules, transfers, and maps. Promotes positive passenger experience. Maintains order in the 
vehicle. 
 
Maintains route logs, reports, and documentation. 
 
Performs all work duties and activities in accordance with City policies, procedures, and safety 
practices. 

 
Performs other duties as assigned. Nothing in this job description restricts management's right to 
assign or reassign duties and responsibilities to this position at any time.  
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CLASSIFICATION REQUIREMENTS 
The requirements listed below are representative of the minimum knowledge, skill, and/or ability 
required for an individual to satisfactorily perform each essential duty satisfactorily and be 
successful in the position.  
Knowledge of: 

• Methods, techniques, and objectives of the operation of all vehicles in the Department 
inventory to provide passengers with timely, reliable, and safe transportation; 

• Transit routes, schedules, fares, and related passenger information; 

• Americans with Disabilities Act (ADA) and other applicable federal, state, and local statutes 
and regulations affecting the providing of transportation to the public; 

• Federal (OSHA) regulations and City policies regarding safe work practices relating to 
operating public transportation vehicles; 

• State, local, and other applicable traffic and vehicle safety codes and regulations; 

• Operation of a personal computer and job-related software applications. 
 
Skill and Ability to: 

• Operate all vehicles in the Department inventory to provide passengers with timely, reliable, 
and safe transportation; 

• Perform safety and damage inspections and refer potential problems to mechanics; 

• Assist passengers on and off bus or vehicle as needed, including operating wheelchair lift and 
securing wheelchairs; 

• Operate a personal computer; 

• Operate a two-way radio; 

• Read and interpret maps, schedules, technical manuals, and diagrams;  

• Maintain route records, logs, and documentation; 

• Maintain a professional demeanor at all times;  

• Communicate effectively in the English language at a level necessary for efficient job 
performance;  

• Complete assignments in a timely fashion; understand and comply with all rules, policies and 
regulations;  

• Perform all duties in accordance with City policies and procedures with regard for personal 
safety and that of other employees and the public. 

 
ACCEPTABLE EXPERIENCE, TRAINING, LICENSES AND/OR CERTIFICATIONS  

• High school diploma or GED required;  

• Class B CDL with airbrake and passenger endorsements required*; 

• One (1) year of large vehicle driving experience is preferred. 
 
An equivalent combination of education and experience that provides the required skills, 
knowledge and abilities to successfully perform the essential functions of the position may be 
considered.  
 

PHYSICAL REQUIREMENTS 
While performing the duties of this classification, the employee is frequently required to stand, 
walk, sit, stoop, kneel, bend, use hands to handle materials, manipulate tools, keyboard or type, 
reach with hands and arms, and operate a motor vehicle or job-related equipment. The employee 
must occasionally lift and/or move up to 50 pounds with assistance.  Sufficient visual acuity and 
hearing capacity to perform the essential functions and interact with the public is required. 
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Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions.   
 
*Hiring Note:   
The Transit Driver position requires a Class B CDL with airbrake and passenger endorsements 
within six (6) months of hire date.  Failure to acquire these endorsements by the established date 
will violate the terms of the position and will result in layoff from the position. 
 
 

 

Transit Maintenance Supervisor 
Department: Transit           Reports to: Public Transit Director           Pay Grade: H12 

Date Established:  3/2014           Date Revised: 12/2017           FLSA Status: Non-Exempt 

CLASSIFICATION SUMMARY 
The Transit Maintenance Supervisor supervises, directs and performs maintenance and repair on 
Transit Department vehicles and equipment to ensure the safe and reliable public operation of all 
Department vehicles.   
 
The job manages the maintenance schedule on vehicles and supervises the Bus Washer, Bus 
Fueler, Mechanic, Lead Mechanic, and Maintenance Worker positions and assists in supervising 
rural driver assignments. The job may perform the duties of the Operations Manager, as needed. 
 
The job requires knowledge of the maintenance, repair, and operation of all vehicles in the 
Department inventory.  The job requires personal tools.   
 
The job requires the ability to maintain a collaborative and cooperative working relationship with 
elected and appointed officials, other City employees, other organizations, and the general public. 
 
The work environment is an office and vehicle and equipment maintenance shop environment 
with work frequently being done at job sites in a public street environment that may include 
exposure to adverse weather conditions, traffic hazards, moving vehicles and hazards involving 
the use of power tools and equipment. The noise level is generally moderate but with occasional 
exposure to noisy and/or loud equipment.  
 
The job is an on-call position, responding to emergency situations. Employees designated as 
immediate response personnel must live 12.5 odometer miles from their usual daily work site and 
must be able to be at the job site in thirty (30) minutes or less. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES (illustrative only and may vary by 
assignment) 
Supervises and ensures the implementation of the maintenance schedule of vehicles operated 
by the Transit Department to ensure the safe and reliable public operation of all vehicles in the 
Department inventory.  Determines if equipment is safe to operate and releases for operation.  
 
Assists in hiring and supervises, trains, schedules, assigns duties, and evaluates fulltime and 
part-time employees. Assists in supervising rural drivers.  
 
Maintains inventory of repair and replacement parts, including ordering and verifying receipt of 
ordered parts for vehicles. Maintains inventory, including ordering and verifying receipt of 
shipment, supplies for facility operation, maintenance, and repair. 
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Assists in researching and writing specifications for new equipment. 
 
Maintains safe work environment, supervising training in and implementation of safety protocols 
and procedures. 
 
Supervises and performs, as needed, maintenance and repair on Department equipment and 
vehicles in Department repair shop and on job sites. Responds to calls of equipment with 
mechanical and/or safety problems on routes, as needed, determining if repairs can be made on 
site or if vehicle must be towed back to shop. 
 
Supervises and performs, as needed, diagnostic and repair work on major assemblies, sub-
assemblies, components, parts, components, and systems including, but not limited to, power 
and drive trains, electrical, air conditioning, fuel, emissions, brake, steering, hydraulic, and related 
systems.  
 
Supervises and performs, as needed, routine and scheduled maintenance and safety inspections 
on Department gasoline and diesel equipment. Performs a variety of inspections and diagnostic 
tests to determine condition of vehicles and equipment, necessary repairs and maintenance, and 
performs maintenance and repairs as needed. 
 
Determines if repairs can be completed in-house or contracted out and determines if repairs are 
under warranty and refers to dealers. 
 
Maintains inspection, maintenance, and repair records, documentation, and logs. 
 
Performs the duties of Driver, as needed. 
 
Performs all work duties and activities in accordance with City policies, procedures, and safety 
practices. 

 
Performs other duties as assigned. Nothing in this job description restricts management's right to 
assign or reassign duties and responsibilities to this position at any time.  
 
CLASSIFICATION REQUIREMENTS 
The requirements listed below are representative of the minimum knowledge, skill, and/or ability 
required for an individual to satisfactorily perform each essential duty satisfactorily and be 
successful in the position.  
Knowledge of: 

• Methods, techniques, and objectives of equipment maintenance, diagnosis, and repair; 

• Methods, techniques, and objectives of maintenance, diagnosis, and repair of vehicles 
including, but not limited to, gasoline and diesel powered light, medium, and heavy 
equipment; 

• Equipment and tools used in the maintenance, diagnosis, and repair of vehicles and 
equipment, including specialized diagnostic equipment, computers, and software; 

• Employee supervision, training, evaluation, and disciplinary methods, techniques, and 
objectives; 

• Budgeting processes, including formulating and implementation; 

• Preparation and maintenance of documents, records, and logs; 

• Operation of a personal computer and job-related software applications; 
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• Federal regulations and City policies regarding safe work practices relating to use of light, 
medium, and heavy equipment, power tools, and hand tools; 

• State, local, and other applicable vehicle safety codes and regulations; 

• Operation of a personal computer and job-related software applications. 
 
Skill and Ability to: 

• Implement the maintenance schedule of vehicles operated by the Transit Department to 
ensure the safe and reliable public operation of all vehicles in the Department inventory.  
Determine if equipment is safe to operate and release for operation; 

• Assign, supervise, and evaluate the work of maintenance and repair employees;  

• Maintain, troubleshoot, and repair all equipment in the Transportation Department inventory; 

• Maintain, troubleshoot, and repair Department gasoline and diesel vehicles, including light, 
medium and heavy equipment; 

• Maintain, troubleshoot, and repair specialized equipment, including but not limited to, 
wheelchair lifts and related systems; 

• Provide direction to and act as a resource to other employees; 

• Operate all vehicles and buses in the Department inventory;  

• Operate hand tools and power equipment; 

• Operate a personal computer and diagnostic equipment; 

• Operate welding, cutting torch, and related fabrication equipment; 

• Read and interpret technical manuals and diagrams;  

• Maintain maintenance records, logs, and documentation; 

• Work on multiple projects, set priorities, and allocate resources for project completion;  

• Maintain a professional demeanor at all times;  

• Communicate effectively in the English language at a level necessary for efficient job 
performance;  

• Complete assignments in a timely fashion; understand and comply with all rules, policies and 
regulations;  

• Perform all duties in accordance with City policies and procedures with regard for personal 
safety and that of other employees and the public. 

 
ACCEPTABLE EXPERIENCE, TRAINING, LICENSES AND/OR CERTIFICATIONS  

• High school diploma or GED required;  

• Associates or other job-related technical school training and/or certification preferred; 

• Class B CDL with airbrake and passenger endorsements required*; 

• Diesel technician certification required;  

• Four (4) to five (5) years of experience is preferred. 
 

An equivalent combination of education and experience that provides the required skills, 
knowledge and abilities to successfully perform the essential functions of the position may be 
considered.  
 

PHYSICAL REQUIREMENTS 
While performing the duties of this classification, the employee is frequently required to stand, 
walk, sit, stoop, kneel, bend, use hands to handle materials, manipulate tools, keyboard or type, 
reach with hands and arms, and operate a motor vehicle or job-related equipment. The employee 
must occasionally lift and/or move up to 50 pounds with assistance.  Sufficient visual acuity and 
hearing capacity to perform the essential functions and interact with the public is required. 
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Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions.   

 
*Hiring Note:   
The Transit Maintenance Supervisor position requires a Class B CDL with endorsements within 
six (6) months of hire date and Diesel technician certification. Failure to acquire this certification by 
the established date will violate the terms of the position and will result in layoff from the position. 
 

 

Transit Operations Manager 
Department: Transit          Reports to: Department Director          Pay Grade: H13 

Date Established:  7/2014          Date Revised: 12/2017          FLSA Status: Exempt 

 
CLASSIFICATION SUMMARY 
The Transit Operations Manager directs and manages the daily operations of the Transit 
Department. The job schedules drivers and routes and monitors operations to ensure passengers 
are served in a timely, reliable, and safe manner, while ensuring that communication systems are 
operable for greatest efficiency. The job directly supervises the Transit Shift Supervisors and 
provides general supervision for all operations employees.  The job is responsible for developing 
department policies and training programs, providing oversight for implementation and training 
and coordinating Shift Supervisor activities.  The job monitors and provides oversight for the 
employee drug and alcohol testing program and new employee fingerprinting/background checks.   
 
The Transit Operations Manager monitors internal compliance for Title VI, Half-fare, and ADA, 
and is responsible for complaint resolution.  The job coordinates fleet availability with the Transit 
Maintenance Supervisor and Transit Dispatcher to ensure daily schedule needs are met.  The job 
manages the ITS components and provides vehicle onboard device oversight.  The job is 
responsible for all Transit Department marketing and information management, including use of 
social media.  The job coordinates transportation for large-scale events.  The job may also 
investigate accidents.   
 
The job requires the ability to maintain a collaborative and cooperative working relationship with 
elected and appointed officials, other City employees, other organizations, and the general public. 
 
The work environment is a Department office, vehicle, and shop environment that may include 
exposure to weather conditions and traffic hazards. The noise level is generally moderate.  
 
The job is an on-call position, responding to emergency situations. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES (illustrative only and may vary by 
assignment) 
Directs the Department’s daily operations, schedules drivers, tracks operations through onboard 
vehicle computer links, and responds to correct service problems or interruptions. 
 
Hires, schedules, supervises, evaluates, and disciplines employees.  Trains Shift Supervisors and 
directs ongoing training and safety programs.  
 
Develops department policies and training programs and provides oversight for implementation.   
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Coordinates with City Human Resources Department on new driver background checks, obtaining 
driving records, and pre-employment drug testing.  Provides oversight to the FTA-mandated drug 
and alcohol testing program.   
 
Monitors internal compliance for Title VI, Half-fare, ADA, and other federal and state programs.  
Responds to customer complaints and inquiries.  
 
Coordinates with Transit Maintenance Supervisor to ensure inventory of buses, paratransit vans, 
and other vehicles are available to meet the daily schedule. 
 
Manages Department computer and IT functions including, but not limited to, onboard vehicle 
computers, scheduling and route software, inventory and ordering, and related applications. 
 
Provides marketing and information management for department, including use of social media.   
 
Plans large-scale events and coordinates transportation needs.   
 
Investigates and documents accidents and/or incidents, working with City Attorney’s office. 
 
Performs duties of Driver and/or Dispatcher, as needed. 
 
Performs all work duties and activities in accordance with City policies, procedures, and safety 
practices. 

 
Performs other duties as assigned. Nothing in this job description restricts management's right to 
assign or reassign duties and responsibilities to this position at any time.  
 
CLASSIFICATION REQUIREMENTS 
The requirements listed below are representative of the minimum knowledge, skill, and/or ability 
required for an individual to satisfactorily perform each essential duty satisfactorily and be 
successful in the position.  
Knowledge of: 

• Methods, techniques, and objectives of the direction of a city transit department to provide 
riders with timely, safe, and reliable public transportation; 

• Employee hiring, supervision, training, evaluation, disciplinary, and termination methods, 
techniques, and objectives; 

• Employee drug and alcohol testing methods and objectives; 

• Title VI, Half-fare, and ADA policies and regulations;  

• Municipal budgeting processes, including formulating and implementation; 

• Preparation and maintenance of documents, records, and logs; 

• Methods, techniques, and objectives of long- and short-term planning and implementation; 

• Methods, techniques, and objectives of marketing and information management;  

• Methods, techniques, and objectives of the operation of all vehicles in the Department 
inventory to provide passengers with timely, reliable, and safe transportation; 

• Transit routes, schedules, fares, and related passenger information; 

• Americans with Disabilities Act (ADA) and other applicable federal, state, and local statutes 
and regulations affecting the providing of transportation to the public; 

• Federal (OSHA) regulations and City policies regarding safe work practices relating to 
operating public transportation vehicles; 

• State, local, and other applicable traffic and vehicle safety codes and regulations; 
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• Operation of a personal computer and job-related software applications. 
 
Skill and Ability to: 

• Direct the daily operations of the City Transit Department to ensure passengers are served in 
a timely, reliable, and safe manner; 

• Hire, train, supervise, and evaluate the work of employees, including directing ongoing drug 
and alcohol testing;  

• Operate a personal computer, including job-related software and applications; 

• Operate all vehicles in the Department inventory; 

• Operate a two-way radio; 

• Maintain operational records, logs, and documentation and prepare and present periodic 
reports; 

• Perform safety and damage inspections and refer potential problems to mechanics; 

• Read and interpret maps, schedules, technical manuals, and diagrams;  

• Maintain route records, logs, and documentation; 

• Maintain a professional demeanor at all times;  

• Communicate effectively in the English language at a level necessary for efficient job 
performance;  

• Complete assignments in a timely fashion;  

• Understand and comply with all rules, policies and regulations;  

• Perform all duties in accordance with City policies and procedures with regard for personal 
safety and that of other employees and the public. 

 
ACCEPTABLE EXPERIENCE, TRAINING, LICENSES AND/OR CERTIFICATIONS  

• High school diploma or GED required;  

• Associates degree in business management or a related field is preferred; 

• Class B CDL with airbrake and passenger endorsements required*; 

• Three (3) to five (5) years of transit and supervisory experience is preferred. 
 
An equivalent combination of education and experience that provides the required skills, 
knowledge and abilities to successfully perform the essential functions of the position may be 
considered.  
 

PHYSICAL REQUIREMENTS 
While performing the duties of this classification, the employee is frequently required to stand, 
walk, sit, stoop, kneel, bend, use hands to handle materials, manipulate tools, keyboard or type, 
reach with hands and arms, and operate a motor vehicle or job-related equipment. The employee 
must occasionally lift and/or move up to 50 pounds with assistance.  Sufficient visual acuity and 
hearing capacity to perform the essential functions and interact with the public is required. 
Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions.   
 
*Hiring Note:   
The Transit Operations Manager position requires a Class B CDL with airbrake and passenger 
endorsements within six (6) months of hire date.  Failure to acquire these endorsements by the 
established date will violate the terms of the position and will result in layoff from the position. 
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Transit Operations Shift Supervisor 
Department: Transit          Reports to: Transit Operations Manager          Pay Grade: H09 

Date Established:  7/2014          Date Revised: 12/2017          FLSA Status: Exempt 

 
CLASSIFICATION SUMMARY 
The Transit Shift Supervisor supervises the day-to-day shift operations of the City Transit 
Department.  The job coordinates driver schedules and routes and monitors operations to ensure 
passengers are served in a timely, reliable, and safe manner. The job includes training and 
evaluating new drivers, monitoring the work of all drivers, and ensuring communication systems 
are operable for greatest efficiency.   
 
The job requires strong organizational and communication skills and the ability to 
manage/coordinate multiple priorities at one time.  The job regularly includes making schedule 
changes during off hours and coordinating with other shift supervisors to ensure route coverage.  
The job occasionally requires formal accident investigation with corresponding written 
documentation and coordinating employee drug and alcohol testing.   
 
The job requires supervisory skills and knowledge of the methods and objectives of the operation 
and of the Transit Department.  Depending upon the assigned shift, the Transit Shift Supervisor 
may also be responsible for the following:  conducting new driver orientation, ordering and 
disbursement of driver uniforms, tracking driver certifications and updating driver forms, 
implementing training objectives, coordinating lost and found, maintaining driver reports, 
conducting trend analyses and data collection for reporting, and occasionally driving assigned 
routes.   
 
The job requires the ability to maintain a collaborative and cooperative working relationship with 
elected and appointed officials, other City employees, other organizations, and the general public. 
 
The work environment is a Department office, vehicle, and shop environment that may include 
exposure to weather conditions and traffic hazards. The noise level is generally moderate.  
 
The job is an on-call position, responding to emergency situations. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES (illustrative only and may vary by 
assignment) 
Supervises the Department’s daily operations, coordinates drivers’ schedules, tracks operations 
through onboard vehicle computer links, and responds to correct service problems or 
interruptions. 
 
Supervises, evaluates, and disciplines employees.  Trains new drivers and implements ongoing 
training and safety programs.  
 
Investigates and documents accidents and/or incidents, working with City Attorney’s office. 
 
Coordinates employee drug and alcohol testing with the City Designated Employer 
Representative.  
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Depending on assigned shift, conducts new driver orientation, orders and disburses driver 
uniforms, tracks driver certifications and maintains driver reports, coordinates lost and found, 
conducts trend analyses and data collection, and occasionally drives assigned routes.   
 
Performs duties of Driver and/or Dispatcher, as needed. 
 
Performs all work duties and activities in accordance with City policies, procedures, and safety 
practices. 

 
Performs other duties as assigned. Nothing in this job description restricts management's right to 
assign or reassign duties and responsibilities to this position at any time.  
 
CLASSIFICATION REQUIREMENTS 
The requirements listed below are representative of the minimum knowledge, skill, and/or ability 
required for an individual to satisfactorily perform each essential duty satisfactorily and be 
successful in the position.  
Knowledge of: 

• Methods, techniques, and objectives of the direction of a city transit department to provide 
riders with timely, safe, and reliable public transportation; 

• Employee supervision, training, evaluation, and disciplinary methods, techniques, and 
objectives; 

• Employee drug and alcohol testing methods and objectives; 

• Preparation and maintenance of documents, records, and logs; 

• Data collection methods and trend analyses; 

• Methods, techniques, and objectives of the operation of all vehicles in the Department 
inventory to provide passengers with timely, reliable, and safe transportation; 

• Transit routes, schedules, fares, and related passenger information; 

• Americans with Disabilities Act (ADA) and other applicable federal, state, and local statutes 
and regulations affecting the providing of transportation to the public; 

• Federal  regulations and City policies regarding safe work practices relating to operating 
public transportation vehicles; 

• State, local, and other applicable traffic and vehicle safety codes and regulations; 

• Operation of a personal computer and job-related software applications. 
 
Skill and Ability to: 

• Supervise the daily operations of the City Transit Department to ensure passengers are 
served in a timely, reliable, and safe manner; 

• Supervise, train, and evaluate the work of employees, including coordinating employee drug 
and alcohol testing;  

• Operate a personal computer, including job-related software and applications; 

• Operate all vehicles in the Department inventory; 

• Operate a two-way radio; 

• Maintain operational records, logs, and documentation and prepare and present periodic 
reports; 

• Perform safety and damage inspections and refer potential problems to mechanics; 

• Read and interpret maps, schedules, technical manuals, and diagrams;  

• Maintain route records, logs, and documentation; 

• Maintain a professional demeanor at all times;  
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• Communicate effectively in the English language at a level necessary for efficient job 
performance;  

• Complete assignments in a timely fashion; understand and comply with all rules, policies and 
regulations;  

• Perform all duties in accordance with City policies and procedures with regard for personal 
safety and that of other employees and the public. 

 
ACCEPTABLE EXPERIENCE, TRAINING, LICENSES AND/OR CERTIFICATIONS  

• High school diploma or GED required;  

• Associates degree in business management or a related field is preferred; 

• Class B CDL with airbrake and passenger endorsements required*; 

• Three (3) to five (5) years of transit and supervisory experience is preferred. 
 
An equivalent combination of education and experience that provides the required skills, 
knowledge and abilities to successfully perform the essential functions of the position may be 
considered.  
 

PHYSICAL REQUIREMENTS 
While performing the duties of this classification, the employee is frequently required to stand, 
walk, sit, stoop, kneel, bend, use hands to handle materials, manipulate tools, keyboard or type, 
reach with hands and arms, and operate a motor vehicle or job-related equipment. The employee 
must occasionally lift and/or move up to 50 pounds with assistance.  Sufficient visual acuity and 
hearing capacity to perform the essential functions and interact with the public is required. 
Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions.   
 
*Hiring Note:   
The Transit Shift Supervisor position requires a Class B CDL with airbrake and passenger 
endorsements within six (6) months of hire date.  Failure to acquire these endorsements by the 
established date will violate the terms of the position and will result in layoff from the position. 
 

 

Transit Bus Washer 
Department: Transit   Reports to: Maintenance Supervisor   Pay Grade____________  

Date Established:  3/2014     Date Revised: _________________        FLSA Status: Non-

Exempt 

 
CLASSIFICATION SUMMARY 
The Transit Bus Washer operates department hand and power equipment to clean the exterior of 
busses and other transit vehicles. 
 
The job requires the ability to maintain a collaborative and cooperative working relationship with 
elected and appointed officials, other City employees, other organizations, and the general public. 
 
The work environment is a Department vehicle and shop environment that may include exposure 
to weather conditions and traffic hazards. The noise level is generally moderate.  
 
ESSENTIAL DUTIES AND RESPONSIBILITIES (illustrative only and may vary by 
assignment) 
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Operates hand and power wash equipment to clean the exterior of Department vehicles. 
 
Performs all work duties and activities in accordance with City policies, procedures, and safety 
practices. 

 
Performs other duties as assigned. Nothing in this job description restricts management's right to 
assign or reassign duties and responsibilities to this position at any time.  
 
CLASSIFICATION REQUIREMENTS 
The requirements listed below are representative of the minimum knowledge, skill, and/or ability 
required for an individual to satisfactorily perform each essential duty satisfactorily and be 
successful in the position.  
Knowledge of: 

• Methods, techniques, and objectives of the operation of hand and power wash equipment to 
clean the exterior of Department vehicles; 

• Federal  regulations and City policies regarding safe work practices. 
 
Skill and Ability to: 

• Operate hand and power wash equipment to clean the exterior of vehicles in the 
Department inventory; 

• Maintain a professional demeanor at all times;  

• Communicate effectively in the English language at a level necessary for efficient job 
performance;  

• Complete assignments in a timely fashion; understand and comply with all rules, policies and 
regulations;  

• Perform all duties in accordance with City policies and procedures with regard for personal 
safety and that of other employees and the public. 

 
ACCEPTABLE EXPERIENCE, TRAINING, LICENSES AND/OR CERTIFICATIONS  

• High school diploma or GED preferred;  

• An equivalent combination of education and experience that provides the required skills, 
knowledge and abilities to successfully perform the essential functions of the position may 
be considered.  

 
PHYSICAL REQUIREMENTS 
While performing the duties of this classification, the employee is frequently required to stand, 
walk, sit, stoop, kneel, bend, use hands to handle materials, manipulate tools, reach with hands 
and arms, and operate job-related equipment. The employee must occasionally lift and/or move 
up to 25 pounds with assistance.  Sufficient visual acuity and hearing capacity to perform the 
essential functions and interact with the public is required. Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions.   

 

 
 

Management Assistant - Transit 
Department:  Various      Reports to: Division Superintendent or Manager      Pay Grade: 

H08 

Date Established:  10/2014      Date Revised:  5/2017      FLSA Status: Non-exempt 
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CLASSIFICATION SUMMARY 
The Management Assistant performs complex secretarial, office administration, and public 
relations assignments for a Division Superintendent or Manager.  These positions complete a 
wide range of complex office support functions using independent judgment in applying existing 
policies and procedures to complete assignments and respond to non-routine inquiries and 
explain department/division services, policies, procedures and rationale for decisions to 
customers. The position serves as a point of contact for staff and/or the public to know who’s 
doing what and where, and to coordinate office functions and perform 
clerical/secretarial/administrative support duties with considerable independence and discretion 
in applying policies and procedures.  

 
This position performs high level secretarial duties.  Incumbents have a major role in coordinating 
administrative activities which requires frequent contact with executives, the public, other 
agencies and elected officials.  This requires the incumbent to utilize effective public relations and 
liaison skills.  Incumbents may attend meetings for the Division Superintendent or Manager to 
relay and collect information.  
 
The position coordinates multi-agency or department activities, and/or may be assigned to 
manage and maintain one or more department specific databases, requiring knowledge of 
department programs and objectives.  The job includes research, compilation and organization of 
materials/data for staff use and/or preparation of reports or presentations. Duties include 
composing correspondence on own initiative or from general instructions, formatting and typing a 
variety of sensitive, confidential, official and/or legal letters and documents. The Management 
Assistant position assists in budget development and monitoring, project accounting and 
invoicing, processing accounts payable and accounts receivable, payroll and time records and 
includes preparing required reports (daily, monthly, annually), and maintaining related files.  
 
The position maintains office records and files, coordinates communications, maintains 
department logs and manuals, tracks assignments, and provides support for various meetings. 
The position may be assigned special projects or be a lead worker who guides staff, monitors the 
work of others and answers their questions.  
 
The Management Assistant works independently under limited supervision following prescribed 
policies, procedures and guidelines requiring initiative, independent judgment, confidentiality, 
sensitivity to customers and meticulous follow through.  
 
Work requires attention to detail and good organizational skills, and is reviewed for adherence to 
instructions, accuracy, completeness and conformance to standard practice or precedent.  
 
The job works in a general office environment with a moderate noise level. 
 
 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES (illustrative only and may vary by 
assignment) 
Coordinates multi-agency or department activities or projects, performs special projects that may 
require independent research and analysis, handles difficult or upset citizens, maintains office 
supply inventory, researches problems, prepares and maintains reports for specific department 
functions, manages/maintains various department specific databases, composes 
correspondence, processes payroll and time records, maintains leave and training records, 
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updates employee information, and keeps co-workers informed on policy changes and current 
department events;  prepares reports on selected issues, processes and maintains employee 
status information, and ensures staff are apprised of important events and issues. May dispatch 
calls in some departments. 
 
Incumbent functions with considerable independence and exercise discretion in applying policies 
and procedures.  The work requires extensive knowledge of department programs and objectives.  
This position is responsible for the research, compilation, and organization of materials for 
superintendent or manager’s use in problem resolution. These positions are often responsible for 
ensuring that assignments given to other staff by Division Superintendent or Manager are 
completed and timelines are met.  Incumbents may supervise staff.  
 
Creates and closes files or work orders, compiles and monitors report data, and enters data into 
database software; coordinates responses to constituent emails and communications by 
providing direct responses or directing inquiries to the appropriate unit or person; manages and 
tracks department assignments, documents, and administrative processes; and coordinates and 
provides support for various meetings, including the transcription and summary of public hearing 
and committee minutes. 
 
Answers inquiries and provides information to the public, other City departments, businesses and  
private individuals.   
 
Performs other duties as assigned. Nothing in this job description restricts management’s right to 
assign or reassign duties and responsibilities to this position at any time.  
   
Performs all work duties and activities in accordance with City policies, procedures, and safety 
practices. 
 
This classification is distinguished from the Administrative Assistant by the primary reporting and 
assistance provided to a Division Superintendent or Manager as well as the higher level of 
responsibilities related to coordination, monitoring, and management of assignments; payroll and 
employee status input, maintaining policies, procedures, and manuals; maintaining official 
minutes and documents; responsibilities related to budgeting and budget monitoring; and in 
assistance/support during presentations to Council and other special meetings.  At this level the 
Management Assistant is expected to handle highly sensitive, confidential, and/or political issues.  
They are also responsible to the coordination of administrative office functions, committees, and 
special projects.   

 
CLASSIFICATION REQUIREMENTS 
The requirements listed below are representative of the minimum knowledge, skill, and/or ability 
required for an individual to satisfactorily perform each essential duty satisfactorily and be 
successful in the position.  
 
Knowledge of: 

• Department programs, objectives, policies and procedures; 

• Customer service principles and procedures;  

• Supervisory, evaluation, and employee training methods;  

• Financial recordkeeping, bookkeeping and accounting methods and payroll processes; 

• Database management; 

• Principles and procedures of record keeping and reporting;  
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• Modern office functions, management, processes and procedures;  

• Operation of standard office equipment and a personal computer and job-related software 
applications for word processing, spreadsheets, desktop publishing and other required 
applications.  

•    Legal terminology; organizational awareness; teamwork; investigative procedures. 

Skill and Ability to: 

• Coordinate and monitor administrative functions to ensure efficient and accurate work flow 
and related products; 

• Interpret, apply and explain complex information such as regulations, policies or services; 

• Perform complex administrative functions such as record keeping, file maintenance, 
prioritizing assignments, contract administration, performing special projects and preparing 
reports; 

• Perform database management; 

• Answer inquiries and provide information to the public, other City departments, businesses 
and private citizens; 

• Independently research, compile and organize materials to prepare reports, handle 
complaints or resolve problems; 

• Operate a personal computer and job-related software applications; 

• Maintain a collaborative and cooperative working relationship with elected and appointed 
officials, other City employees, and the public; 

• Maintain a professional demeanor and confidentiality of work performed at all times;  

• Communicate effectively in the English language at a level necessary for efficient job 
performance;  

• Complete assignments in a timely fashion; understand and comply with all rules, policies and 

regulations;  

• Perform all duties in accordance with City policies and procedures with regard for personal 

safety and that of other employees and the public. 

• Ability to type at the rate of 45+ words per minute. 
 
ACCEPTABLE EXPERIENCE, TRAINING, LICENSES AND/OR CERTIFICATIONS  

• Associates Degree; or 

• Five (5) years’ related administrative support experience, preferably in a governmental 
environment; 

• Two (2) years’ experience in supervision or monitoring the work of others is preferred; 
 
An equivalent combination of education and experience that provides the required skills, 
knowledge and abilities to successfully perform the essential functions of the position may be 
considered.  
 

PHYSICAL REQUIREMENTS 
While performing the duties of this classification, the employee is frequently required to stand, 
walk, sit, stoop, kneel, bend, and work in an office environment. The job requires hand/finger 
dexterity to keyboard or type, handle materials, manipulate tools, and reach with hands and arms. 
The job requires operation of office equipment. The employee must occasionally lift and/or move 
up to 25 pounds with assistance.  Sufficient visual acuity and hearing capacity to perform the 
essential functions and interact with the public is required. Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions.   
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Transit Director/ADA Coordinator 
Department: Transit          Reports to: Mayor          Pay Grade: H17 

Date Established:  3/2014          Date Revised: 12/2017          FLSA Status: Exempt 

CLASSIFICATION SUMMARY 
The Transit Director directs and manages the overall operations of the Transit Department to 
ensure passengers are served in a timely, reliable, and safe manner. This is a management 
position responsible for short and long-range transit planning, acquisitions, maintenance and 
repair of department vehicles and various administrative duties including budget development 
and administration and supervision of staff.  The job supervises the Operations Supervisor, 
Maintenance Supervisor, Lead Dispatch, Transit Administrative Support, and Driver positions. 
 
The job requires the ability to maintain a collaborative and cooperative working relationship with 
elected and appointed officials, other City employees, other organizations, and the general public. 
 
The work environment is a Department office, vehicle, and shop environment that may include 
exposure to weather conditions and traffic hazards. The noise level is generally moderate.  
 
The job is an on-call position, responding to emergency situations. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES (illustrative only and may vary by 
assignment) 
Directs the Transit Department’s overall operations, assessing and providing for the transportation 
needs of the City and adjacent urban and rural areas. Supervises the Department’s operations 
and maintenance activities.  
 
Coordinates Department operations with other City departments and federal and state agencies. 
 
Monitors Department operations for compliance with grant requirements. Monitors Department 
operations for compliance with federal and state statutes, regulations, and requirements. Serves 
as City compliance officer for Americans with Disabilities Act (ADA) requirements. 
 
Directs short- and long-range planning. Directs the acquisition, maintenance, and repair of 
Department vehicles and equipment. 
 
Manages the Department’s budget including creating, revising, and implementing an annual 
budget. 
 
Hires, supervises, trains, schedules, evaluates, and disciplines employees, including 
terminations. 
 
Directs Department community information, education, and relations programs. Responds to 
public requests for information, suggestions, and complaints. Represents the Department to 
community organizations and at events.  
 
Directs Department’s safety programs for employees and the public. 
 
Supervises work of non-departmental consultants, vendors, and contractors. 
 
Reviews and makes recommendations on capital improvement and replacement projects. 
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Prepares and presents periodic reports, as requested. Performs all work duties and activities in 
accordance with City policies, procedures, and safety practices. 

 
Performs other duties as assigned. Nothing in this job description restricts management's right to 
assign or reassign duties and responsibilities to this position at any time.  
 
CLASSIFICATION REQUIREMENTS 
The requirements listed below are representative of the minimum knowledge, skill, and/or ability 
required for an individual to satisfactorily perform each essential duty satisfactorily and be 
successful in the position.  
Knowledge of: 

• Methods, techniques, and objectives of the operation of a city/rural transit district to provide 
riders with timely, safe, and reliable public transportation; 

• Methods, techniques, and objectives of vehicle and equipment acquisition, maintenance, 
and repair; 

• Employee hiring, supervision, training, evaluation, disciplinary, and termination methods, 
techniques, and objectives; 

• Municipal budgeting processes, including formulating and implementation; 

• Federal and state funding and reporting requirements, including grant compliance; 

• Preparation and maintenance of documents, records, and logs; 

• Methods, techniques, and objectives of long- and short-term planning and implementation; 

• Operation of a personal computer and job-related software applications; 

• Americans with Disabilities Act (ADA) and other applicable federal, state, and local statutes 
and regulations affecting the providing of transportation to the public; 

• Federal regulations and City policies regarding safe work practices relating to operating 
public transportation vehicles; 

• State, local, and other applicable traffic and vehicle safety codes and regulations; 

• Employee drug and alcohol testing methods and objectives; 

• Methods, techniques, and objectives of the operation of all vehicles in the Department 
inventory to provide passengers with timely, reliable, and safe transportation; 

• Transit routes, schedules, fares, and related passenger information. 
 
Skill and Ability to: 

• Direct the overall operations of the City Transit District to ensure passengers are served in a 
timely, reliable, and safe manner; 

• Implement relevant federal and state public transportation regulations, statutes, and 
requirements; 

• Monitor Department operations for compliance with federal and state grant and funding 
requirements; 

• Supervise the operation, maintenance, and repair of vehicles and equipment, including 
specialized paratransit equipment; 

• Hire, train, supervise, and evaluate the work of employees, including directing ongoing drug 
and alcohol testing;  

• Operate a personal computer, including job-related software and applications; 

• Operate standard office equipment; 

• Operate all vehicles in the Department inventory; 

• Operate a two-way radio; 

• Maintain maintenance and operational records, logs, and documentation and prepare and 
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present periodic reports; 

• Create and implement an annual budget, including monitoring spending for compliance; 

• Read and interpret maps, schedules, technical manuals, and diagrams;  

• Maintain a professional demeanor at all times;  

• Work on multiple projects, set priorities, and allocate resources for project completion;  

• Communicate effectively in the English language at a level necessary for efficient job 
performance;  

• Complete assignments in a timely fashion;  

• Understand and comply with all rules, policies and regulations;  

• Perform all duties in accordance with City policies and procedures with regard for personal 
safety and that of other employees and the public. 

 
ACCEPTABLE EXPERIENCE, TRAINING, LICENSES AND/OR CERTIFICATIONS  

• High school diploma or GED required;  

• Bachelors degree in business management, public administration,  or a related field is 
preferred; 

• Class B CDL with airbrake and passenger endorsements required*; 

• First Aid/CPR certification required;  

• Three (3) to five (5) years of experience is preferred. 
 
An equivalent combination of education and experience that provides the required skills, 
knowledge and abilities to successfully perform the essential functions of the position may be 
considered.  
 

PHYSICAL REQUIREMENTS 
While performing the duties of this classification, the employee is frequently required to stand, 
walk, sit, stoop, kneel, bend, use hands to handle materials, manipulate tools, keyboard or type, 
reach with hands and arms, and operate a motor vehicle or job-related equipment. The employee 
must occasionally lift and/or move up to 50 pounds with assistance.  Sufficient visual acuity and 
hearing capacity to perform the essential functions and interact with the public is required. 
Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions.   

 
 

Mechanic 
Departments: Parks & Recreation, Sanitation, Streets, Transit, Water 

Reports to: Assigned Department Supervisor          Pay Grade H08 

Date Established:  3/2014          Date Revised: 10/2017          FLSA Status: Non-Exempt 

 
CLASSIFICATION SUMMARY 
The Mechanic performs maintenance and repair duties on vehicles and equipment, including light 
and heavy tools and equipment, gasoline and diesel equipment including, but not limited to, 
vehicles, tractors, mowers, trimmers to name a few. The specific type of vehicles and equipment 
will be related to the Department assignment in Parks & Recreation, Sanitation, Streets, Transit 
and/or Water.  
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This is a full-functioning, journey level, Mechanic position performing routine and scheduled 
maintenance. The job requires knowledge of the maintenance, repair, and operation of power 
tools and specialized diagnostic equipment.     
 
This position may be assigned to one of several City departments.  In all departments, 
assignments include work on gas, diesel and hydraulic equipment and all positions perform 
diagnostic and mechanical repair work.  Mechanics must have their own tools in all departments 
except for Parks and Water.   Department equipment examples include, but are not limited to: 
 

Water Department – Large and small equipment, dump trucks, track hoes, lawnmowers, 
weed eaters, pipe saws and tampers, electric brakes. 
Sanitation Department – Refuse equipment and vehicles, steering systems, air brakes, 
electrical systems, heating and air conditioning units and welding.  This work also includes 
building and grounds maintenance work.  
Streets Department – Large and small equipment, snow and ice control equipment, 
electrical systems, brakes, air conditioning.  This work also includes welding and 
fabrication. 
Parks Department – Small and medium equipment, trucks, mowers, loaders, backhoes, 
electronic equipment.  This work also includes building and grounds maintenance work. 
Transit Department – Small and large busses and vehicles, hydraulic lifts, electronic 
equipment and systems, forklifts.  This work also includes welding and fabrication.     

 
The job requires the ability to maintain a collaborative and cooperative working relationship with 
elected and appointed officials, other City employees, other organizations, and the general public. 
 
The work environment is a vehicle and equipment maintenance shop environment with some 
work being done at job sites in a public street environment that includes hazards involving the use 
of power tools and equipment, moving vehicles, and may occasionally include exposure to 
adverse weather conditions and traffic hazards. The noise level is generally moderate but with 
occasional exposure to noisy and/or loud equipment.  The job is often required to respond to 
emergency situations. 
 
The job is an on-call position, requiring response to emergency situations. Employees designated 
as immediate response personnel must live 12.5 odometer miles from their usual daily work site 
and must be able to be at the job site in thirty (30) minutes or less. 
 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES (illustrative only and may vary by 
assignment) 
Performs routine, scheduled and emergency maintenance and repair on assigned Department 
equipment and vehicles in Department repair shop and on job sites, as needed. Determines if 
equipment is safe to operate and releases for operation.  
 
Responds to calls of equipment with mechanical and/or safety problems, determining if repairs 
can be made on site or if vehicle must be towed back to shop. 
 
Performs diagnostic and repair work on major assemblies, sub-assemblies, components, parts, 
and systems including, but not limited to, power and drive trains, electrical, heating and air 
conditioning, fuel, emissions, brake, steering, hydraulic, and related systems.  Adjusts and 
performs alignments on bearing load, gear tooth contract, valve, governor, oil, control, linkage, 
clutch, traction and related systems and assemblies. 
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Performs a variety of inspections and diagnostic tests to determine condition of vehicles and 
equipment, necessary repairs and maintenance, and performs maintenance and repairs as 
needed.  Maintains vehicle and equipment compliance with air quality and emission standards. 
 
Welds and fabricates parts.  
 
Determines if repairs can be completed in-house or contracted out and determines if repairs are 
under warranty and refers to dealers. 
 
Maintains inspection, maintenance, and repair parts, fluids, supplies, records, documentation, 
and logs.  Maintains and repairs shop and repair equipment. Maintains shop building and grounds, 
including snow removal. 
 
Stays current on knowledge and skills by attending training sessions and staying current on 
technical publications.  Performs the duties of other workers in the assigned department, as 
needed.  May assign work to seasonal employees.   
 
Performs all work duties and activities in accordance with City policies, procedures, and safety 
practices. 

 
Performs other duties as assigned. Nothing in this job description restricts management's right to 
assign or reassign duties and responsibilities to this position at any time.  
 
CLASSIFICATION REQUIREMENTS 
The requirements listed below are representative of the minimum knowledge, skill, and/or ability 
required for an individual to satisfactorily perform each essential duty and be successful in the 
position.  
Knowledge of: 

• Methods, techniques, and objectives of equipment maintenance, diagnosis, and repair; 

• Methods, techniques, and objectives of maintenance, diagnosis, and repair of vehicles 
including, but not limited to, gasoline and diesel powered light, medium, and heavy 
equipment; 

• Equipment and tools used in the maintenance, diagnosis, and repair of vehicles and 
equipment, including specialized diagnostic equipment, computers, and software; 

• Federal regulations and City policies regarding safe work practices relating to use of light, 
medium, and heavy equipment, power tools, and hand tools; 

• State, local, and other applicable vehicle safety codes and regulations; 

• Operation of a personal computer and job-related software applications. 
 
Skill and Ability to: 

• Maintain, troubleshoot, and repair all equipment in the assigned Department inventory; 

• Maintain, troubleshoot, and repair Department gasoline and diesel vehicles, including light, 
medium and heavy equipment, including specialized equipment such as hydraulic lifts and 
related systems; 

• Operate all vehicles and equipment in the Department inventory;  

• Operate hand tools; 

• Operate a personal computer and diagnostic equipment; 

• Operate power equipment;  

• Operate welding, cutting torch, and related fabrication equipment; 
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• Read and interpret technical manuals and diagrams;  

• Maintain maintenance records, logs, and documentation; 

• Work on multiple projects, set priorities, and allocate resources for project completion;  

• Maintain a professional demeanor at all times;  

• Communicate effectively in the English language at a level necessary for efficient job 
performance;  

• Complete assignments in a timely fashion; understand and comply with all rules, policies and 
regulations;  

• Perform all duties in accordance with City policies and procedures with regard for personal 
safety and that of other employees and the public. 

 
ACCEPTABLE EXPERIENCE, TRAINING, LICENSES AND/OR CERTIFICATIONS  

• High school diploma or GED required;  

• Associates or other job-related technical school training and/or certification preferred; 

• Class A CDL with tanker endorsement required for jobs assigned to Streets and Water 
Departments*; 

• Class B CDL with airbrake endorsements required for jobs assigned to Sanitation, Parks & 
Recreation and Transit*;  

• Specific certifications such as Flagging Certification, Diesel Technician Certification, 
Welding/Fabrication Certification and CPR Certification may be preferred/required 
depending on department assignment;  

• At least (2) years of journey level mechanic experience is preferred; or 
 
An equivalent combination of education and experience that provides the required skills, 
knowledge and abilities to successfully perform the essential functions of the position may be 
considered.  
 

PHYSICAL REQUIREMENTS 
While performing the duties of this classification, the employee is frequently required to stand, 
walk, sit, stoop, kneel, bend, use hands to handle materials, manipulate tools, keyboard or type, 
reach with hands and arms, and operate a motor vehicle or job-related equipment. The employee 
must occasionally lift and/or move up to 100 pounds with assistance.  Sufficient visual acuity and 
hearing capacity to perform the essential functions and interact with the public is required. 
Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions.   
 
*Hiring Note:   
The Mechanic position requires either a Class A CDL with tanker endorsement in Street and Water 
or Class B CDL with airbrake endorsement in Sanitation, Parks and Recreation, and Transit within 
six (6) months of hire date.  Failure to acquire this license by the established date will violate the 
terms of the position and will result in layoff from the position. 
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 Facilities Maintenance Worker 
Departments: Airport, Transit, WPC          Reports to: Maintenance Supervisor          Pay 

Grade H06                                                Date Established: 3/2014          Date Revised: 

10/2017          FLSA Status: Non-Exempt 

 
CLASSIFICATION SUMMARY 
The Facilities Maintenance Worker performs maintenance, light construction, grounds keeping, 
and repair duties on public buildings and grounds and related facilities. The job performs and 
assists in performing electrical, plumbing, carpentry, painting, welding and equipment 
maintenance duties.  Grounds keeping duties include landscaping, mowing, trimming trees, 
fertilizing, irrigation and pest and weed control.   
 
The job requires knowledge of building trade skills, grounds maintenance skills, and the ability to 
operate the tools and equipment required to complete the assigned tasks.  The job requires the 
ability to maintain a collaborative and cooperative working relationship with elected and appointed 
officials, other City employees, other organizations, and the general public. 
 
The work environment includes a building maintenance environment and outdoor weather 
conditions including extreme temperatures. The job works at heights and is occasionally exposed 
to hazardous chemicals, street traffic, noisy and/or loud equipment, moving vehicles, heavy 
equipment, and power systems/tools which subjects the employee to mechanical, electrical, and 
traffic hazards. The job requires operating light equipment and power tools and operating 
vehicles, which may include a truck and tanker trailer. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES (illustrative only and may vary by 
assignment) 
Performs building maintenance and repair work on assigned department facilities and structures, 
including, but not limited to, cleaning, carpentry, painting, electrical, plumbing, welding, and 
concrete assignments. Performs grounds maintenance including mowing, fertilizing, pest and 
weed control, and snow and ice removal. 
 
Performs and assists in performing maintenance and repair work on department equipment and 
vehicles and related electrical, plumbing, mechanical, and structural systems. 
 
Maintains, services and repairs equipment and tools. Maintains inventory of fuels and fuel 
additives, including ordering, and prepares and maintains records and reports on fuel usage. 
   
Maintains work orders, maintenance, and inspection records. Maintains tools and equipment. 
 
May weld and fabricate parts as needed.  May perform the duties of other workers in assigned 
department as needed. 
 
May directs work activities of seasonal or part-time employees. 
 
In Transit Department- may perform mechanical repair work on light vehicles and equipment. 
 
Performs other duties as assigned. Nothing in this job description restricts management's right to 
assign or reassign duties and responsibilities to this position at any time.  
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CLASSIFICATION REQUIREMENTS 
The requirements listed below are representative of the minimum knowledge, skill, and/or ability 
required for an individual to satisfactorily perform each essential duty and be successful in the 
position.  
Knowledge of: 

• Building trade skills, including but not limited to, electrical, plumbing, carpentry, mechanical, 
painting, welding, and  concrete; 

• Grounds maintenance skills, including but not limited to, mowing, planting, weeding, 
pruning, irrigation, fertilization, turf and/or pest control, and snow removal; 

• Maintenance and grounds keeping equipment and tool maintenance and repair methods; 

• Applicable regulations and policies regarding safe application of fertilizers, herbicides, and 
pesticides. 

• Federal  regulations and City policies regarding safe work practices relating to fuel storage, 
use of equipment, power tools, ladders and power lifts, grounds keeping equipment, and 
repair and maintenance materials; 

• State, local, and other applicable building, safety, and health codes and regulations; 

• Operation of a personal computer and job-related software applications. 
 
Skill and Ability to: 

• Maintain and repair electrical, plumbing, mechanical, and related operating systems; 

• Operate and maintain power equipment, including but not limited to, grounds keeping and 
turf equipment, riding and walk-behind mowers, trimmers, tractor, snow removal equipment, 
and related equipment; 

• Operate hand tools; 

• Operate and maintain equipment including, but not limited to, backhoe, forklift, and skidster; 

• Operate a motor vehicle, including a semi-truck and tanker trailer; 

• Operate a personal computer; 

• Operate, adjust, and monitor automated sprinkler control systems;  

• Direct the work activities of seasonal and/or part-time employees; 

• Read and interpret technical manuals, blueprints, and diagrams;  

• Maintain maintenance records, logs, and documentation; 

• In Transit Department – Troubleshoot and repair light, medium and heavy equipment; 

• Work on multiple projects, set priorities, and allocate resources for project completion;  

• Work independently and exercise initiative, with general guidance and supervision;   

• Maintain a professional demeanor at all times;  

• Communicate effectively in the English language at a level necessary for efficient job 
performance;  

• Complete assignments in a timely fashion; understand and comply with all rules, policies and 
regulations;  

• Perform all duties in accordance with City policies and procedures with regard for personal 
safety and that of other employees and the public. 

 
ACCEPTABLE EXPERIENCE, TRAINING, LICENSES AND/OR CERTIFICATIONS  

• High school diploma or GED; and 

• Class A CDL with trailer endorsement required for WPC Department*; 

• Class B CDL with airbrake and passenger endorsements required and Diesel Technician 
certification is preferred, for Transit Department*; 
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• One (1) year of general maintenance experience is preferred. 
 
An equivalent combination of education and experience that provides the required skills, 
knowledge and abilities to successfully perform the essential functions of the position may be 
considered.  
 

PHYSICAL REQUIREMENTS 
While performing the duties of this classification, the employee is frequently required to stand, 
walk, sit, stoop, kneel, bend, climb ladders, work at heights, and in confined spaces. The job 
requires hand/finger dexterity to keyboard or type, handle materials, manipulate tools, and reach 
with hands and arms. The job requires operation of job-related equipment and driving a vehicle. 
The employee must occasionally lift and/or move up to 100 pounds with assistance.  Sufficient 
visual acuity and hearing capacity to perform the essential functions and interact with the public 
is required. Reasonable accommodations may be made to enable individuals with disabilities to 
perform the essential functions.   
 

*Hiring Note:   
The Facilities Maintenance Worker position requires a Class A CDL with endorsements for WPC 
positions or a Class B CDL with airbrake and passenger endorsements for positions in Transit within six 
(6) months of hire. Failure to acquire this certification by the established date will violate the terms of the 
position and will result in layoff from the position. 
 

 
 

Transit Dispatcher 
Department: Transit   Reports to: Operations Supervisor   Pay Grade: H05 

Date Established:  5/2018     Date Revised: 6/2018       FLSA Status: Non-Exempt 

 
CLASSIFICATION SUMMARY 
The Transit Dispatcher schedules routes, assigns buses to routes, and monitors route operations 
to ensure passengers are served in a timely, reliable, and safe manner.  The job includes regular 
and detailed customer service responsibilities to educate and inform passengers of routes and 
schedules and other transit services.   
 
Transit Dispatcher may be assigned additional and/or alternate duties in administration, customer 
service, ticketing, and freight operations.  This job also serves as a paratransit and Transit Driver 
as needed. 
 
The job requires the ability to maintain a collaborative and cooperative working relationship with 
elected and appointed officials, other City employees, other organizations, and the general public. 
 
The work environment is a Department office and transit station environment that may include 
exposure to weather conditions and traffic hazards. The noise level is generally moderate.  
 
ESSENTIAL DUTIES AND RESPONSIBILITIES (illustrative only and may vary by 
assignment) 
Evaluates need for equipment on fixed and door-to-door routes and assigns buses, paratransit 
vans, and other transit vehicles from pool of available equipment.  Serves as the department 
administer for the Route Match Computer Program. 
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Monitors operations on fixed and door-to-door routes and assigns additional and/or replacement 
equipment and drivers, as necessary. 
 
Takes call and reservation requests for door-to-door passengers, enters data into computer 
scheduling system, and makes scheduling assignments. 
 
Maintains contact with drivers via two-way radio to answer questions, provide information, and 
respond to breakdowns and/or emergencies. 
 
Sells tickets and provides information and schedules to passengers on the City Transit and 
affiliated (Greyhound and Salt Lake Express) regional bus systems. Operates freight receiving 
and shipping service. 
 
Answers questions and inquiries from passengers and provides fare and route information, 
schedules, transfers, and maps. Promotes positive passenger experience.  
 
Performs duties of Transit Driver, as needed. 
  
Performs all work duties and activities in accordance with City policies, procedures, and safety 
practices. 

 
Performs other duties as assigned. Nothing in this job description restricts management's right to 
assign or reassign duties and responsibilities to this position at any time.  
 
CLASSIFICATION REQUIREMENTS 
The requirements listed below are representative of the minimum knowledge, skill, and/or ability 
required for an individual to satisfactorily perform each essential duty satisfactorily and be 
successful in the position.  
Knowledge of: 

• Methods, techniques, and objectives of bus route driver and equipment scheduling and 
assignments; 

• Methods, techniques, and objectives of the operation of a transit station, including ticket 
sales, freight shipping and receiving, and providing passenger information including fares, 
scheduling, and related information; 

• Methods, techniques, and objectives of the operation of all vehicles in the Department 
inventory to provide passengers with timely, reliable, and safe transportation; 

• Basic cash handling, bookkeeping, and accounting procedures; 

• Customer service methods, techniques, and objectives; 

• Transit routes, schedules, fares, and related passenger information; 

• Americans with Disabilities Act (ADA) and other applicable federal, state, and local statutes 
and regulations affecting the providing of transportation to the public; 

• Federal regulations and City policies regarding safe work practices relating to operating 
public transportation vehicles; 

• Operation of a personal computer and job-related software applications. 
 
Skill and Ability to: 

• Evaluate the need for equipment and drivers on fixed and door-to-door routes and assign 
buses, paratransit vans, and other transit vehicles from pool of available equipment to ensure 
passengers are served in a timely, reliable, and safe manner; 
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• Monitor operations on fixed and door-to-door routes and assign additional and/or replacement 
equipment and drivers, as necessary; 

• Take calls and reservation requests for door-to-door passengers and make scheduling 
assignments; 

• Maintain contact with drivers via two-way radio to answer questions, provide information, and 
respond to breakdowns and/or emergencies; 

• Operate specialized computer scheduling and route equipment; 

• Operate a bus transit station including, but not limited to, ticket sales, freight shipping and 
receiving, and customer service to ensure passengers are served in a timely, reliable, and 
safe manner; 

• Perform cash handling, bookkeeping, and basic accounting functions; 

• Provide efficient customer service; 

• Operate basic office equipment including a personal computer and job-related software and 
applications; 

• Operate a two-way radio; 

• Read and interpret maps and schedules;  

• Maintain ticket sale and freight records, logs, and documentation; 

• Maintain a professional demeanor at all times;  

• Communicate effectively in the English language at a level necessary for efficient job 
performance;  

• Complete assignments in a timely fashion; understand and comply with all rules, policies and 
regulations;  

• Perform all duties in accordance with City policies and procedures with regard for personal 
safety and that of other employees and the public. 

 
ACCEPTABLE EXPERIENCE, TRAINING, LICENSES AND/OR CERTIFICATIONS  

• High school diploma or GED required;  

• Class B CDL with airbrake and passenger endorsements required*; 

• Two (2) to three (3) years of transit experience is preferred. 
 
An equivalent combination of education and experience that provides the required skills, 
knowledge and abilities to successfully perform the essential functions of the position may be 
considered.  
 

 
 
PHYSICAL REQUIREMENTS 
While performing the duties of this classification, the employee is frequently required to stand, 
walk, sit, stoop, kneel, bend, use hands to handle materials, manipulate tools, keyboard or type, 
reach with hands and arms, and operate a motor vehicle or job-related equipment. The employee 
must occasionally lift and/or move up to 60 pounds with assistance.  Sufficient visual acuity and 
hearing capacity to perform the essential functions and interact with the public is required. 
Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions.   
 
*Hiring Note:   
The Transit Dispatcher position requires a Class B CDL with airbrake and passenger 
endorsements within six (6) months of hire date.  Failure to acquire these endorsements by the 
established date will violate the terms of the position and will result in layoff from the position. 
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Appendix F. 

Interview Questions for PRT Full-time Bus Operator 
 

1. Please tell us how long you have been driving PRT buses or similar equipment as a 

qualified commercial operator.  Specify the type of equipment you have operated 

and the nature of the service you have provided. 

2. Discuss your driver safety record.  Tell us what you believe to be important practices 

to safeguard the passengers, equipment, and driving environment for which you are 

responsible as a commercial operator. 

3. This position requires excellent communication skills and sensitive human 

interaction.  Using specific examples, tell us how you qualify in these important 

areas. 

4. Teamwork, including willingness to help where and when needed, is a critical part of 

daily work in the delivery of service.  Cite examples of your work as a team member 

that distinguish you in the eyes of your coworkers, supervisors, and the public. 

5. The operator position reposes significant trust in an employee’s productive use of 

time, including time that would be considered “non-revenue,” or time between 

scheduled runs or pickups.  Tell us about your time-consciousness as it relates to 

attendance, punctuality, and productive use of time on the job. 

6. Discuss a situation that required a quick judgment call on your part.  What did you 

learn from this experience?  Can you recommend any preparation that might benefit 

others when faced with such circumstances? 

7. The bus operator is on the front line of our service to the public.  Can you recall an 

instance that required you to defend and enforce PRT policies?  Were you able to 

help the customer understand and comply with the policy? 

8. PRT appreciates constructive feedback from its employees and others.  Are you 

comfortable in offering such feedback?  Is there an example that illustrates your 

initiative or creativity in suggesting an idea to improve service or solve a problem? 

9. Do you have any questions or comments for us at this time? 
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Appendix G. 
Standard Performance Evaluation. 

This is the new performance management systems we implemented in late summer 2016. 
 

CORE EXPECTATIONS 
Apply To All Employees 

INTERPERSONAL RELATIONSHIPS – Relates with City employees and customers by: 
▪ Demonstrating professionalism and courtesy in all communications with others 
▪ Treating others with respect regardless of differences  
▪ Listening and responding to concerns, always in a helpful manner 
▪ Using the appropriate form of communication for a given situation 
▪ Expressing ideas clearly and concisely, both verbally and in writing 
▪ Keeping supervisor and co-workers well-informed on work-related matters 
▪ Acknowledging and respecting differences of opinion  
▪ Demonstrating teamwork by providing help and support to co-workers and supervisors  
▪ Refraining from initiating or perpetuating rumors 

 

ETHICS AND INTEGRITY - Exhibits ethics and integrity by: 
▪ Consistently complying with the City’s Ethics in Government policy 
▪ Never using their public position for personal gain  
▪ Maintaining confidentiality 
▪ Accurately reporting time worked  
▪ Avoiding conflicts of interest or the appearance of conflicts of interest 
▪ Fully accepting responsibility for own actions and accepting constructive feedback 
▪ Keeping commitments 
▪ Balancing own needs with the needs of others 
▪ Demonstrating honesty and trustworthiness, both in words and action 
▪ Doing the right thing, even when no one is watching 

 

RELIABILITY - Demonstrates reliability in performing job by:  
▪ Complying with all City and department policies and procedures 
▪ Maintaining acceptable attendance 
▪ Arriving on time and prepared to work 
▪ Remaining productive during work hours 
▪ Completing duties and assignments in a timely manner 
▪ Prioritizing work load for optimal effectiveness and efficiency 
▪ Performing job responsibilities without constant supervision, but asking for help when needed 
 

SAFETY - Supports and promotes the City’s commitment to workplace safety by: 
▪ Demonstrating knowledge of safety policies and drug-free workplace policies 
▪ Complying with emergency exit plans and evacuation procedures 
▪ Complying with all safety precautions when performing job responsibilities 
▪ Avoiding putting self and others at risk of injury 
▪ Identifying and correcting unsafe working conditions, behaviors, and hazards 
▪ Maintaining City property 
▪ Operating City equipment in the safest manner possible  
▪ Participating in departmental safety meetings 
▪ Immediately reporting a work-place injury to supervisor 
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JOB-SPECIFIC EXPECTATIONS 
Apply to All Employees  

JOB KNOWLEDGE AND PERFORMANCE – Specific expectations developed based on requirements of the job 
as presented in each classification specification.   
 

MANAGEMENT CORE EXPECTATIONS 

Apply to All Members of the City’s Management Team 

LEADERSHIP – Demonstrates leadership traits and behaviors by: 
▪ Setting high standards for self and employees 
▪ Motivating and encouraging employees towards higher levels of productivity with focus on results 
▪ Treating employees fairly, equitably, and with respect 
▪ Encouraging employees to provide ideas and give feedback 
▪ Maintaining positive work environment 
▪ Demonstrating knowledge of department operations 
▪ Identifying and developing employees for greater responsibility 
▪ Remaining composed and confident when faced with challenges 
▪ Making decisions using sound judgment 
▪ Effectively and persuasively communicating with employees at all levels of the organization 
▪ Working cooperatively with other members of management 
▪ Celebrating individual, department, and City-wide achievements 
 

PERFORMANCE MANAGEMENT – Ensures employees are performing as expected by: 
▪ Communicating and ensuring compliance with department policies, procedures, standards and goals  
▪ Clearly communicating individual employee expectations and goals 
▪ Ensuring department is appropriately staffed with qualified employees 
▪ Ensuring employees are properly trained 
▪ Regularly reviewing employee performance and providing constructive feedback 
▪ Being available to employees 
▪ Providing thorough and honest semi-annual and annual employee performance assessments 
▪ Immediately addressing, correcting, and documenting when performance deviates from 

expectations 
 

ADMINISTRATION – Accomplishes administrative responsibilities by: 
▪ Developing short-term and long-term goals for department with methods to measure progress and 

report on results  
▪ Immediately addressing and correcting problems that arise within department 
▪ Developing, monitoring, and maintaining department budget 
▪ Keeping immediate supervisor informed of department operations 
▪ Expanding knowledge of field of work through reading, research, and training  
▪ Consistently attending management meetings and reporting back to employees as appropriate 
▪ Holding regular and productive staff meetings 
▪ Ensuring compliance with regulatory requirements including records retention 
▪ Immediately correcting unsafe working conditions and reporting workplace injuries 
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DEVELOPMENTAL GOALS 

Apply to All Employees 

Developmental Goals – Specific and measurable agreed-upon goals based on individual employee’s 
performance and developmental aspirations 

 
 

EXPECTATIONS CURRENT PERFORMANCE EXPECTED PERFORMANCE 

Interpersonal Relationships 
 
 
 
 

  

Ethics and Integrity 
 
 
 
 

  

Reliability 
 
 
 
 

  

Safety 
 
 
 
 

  

Management & Supervision 
 
 
 
 

  

Job-Specific Expectations 
 
 
 
 
 

See Job-Specific Expectations Page See Job-Specific Expectations Page 

Developmental Goals 
 
 
 
 
 

  

 
 
 

ANNUAL PLAN AND SEMI-ANNUAL CHECK-IN 
 

EMPLOYEE_____________________________________DEPARTMENT_______________________________
_______ 
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JOB-SPECIFIC EXPECTATIONS CURRENT PERFORMANCE EXPECTED PERFORMANCE 

 
 
 
 
 

  

 
 
 
 
EMPLOYEE SIGNATURE (PLAN)________________________________________DATE____________ 
 
SUPERVISORY SIGNATURE (PLAN)_____________________________________DATE____________ 
 
EMPLOYEE SIGNATURE (CHECK-IN))_______________________________ ____DATE____________ 
 
SUPERVISOR SIGNATURE (CHECK-IN)_________________ _________________DATE____________ 
 
 
 
 
  

ANNUAL PLAN AND SEMI-ANNUAL CHECK-IN 
 

EMPLOYEE_____________________________________DEPARTMENT_______________________________
_______ 
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EXPECTATIONS ASSESSMENT PERFORMANCE LEVEL 

Interpersonal Relationships   
____Exceptional 
____Superior 
____Expected 
____Requires Improvement 
____Unsatisfactory 
 

Ethics and Integrity 
 
 
 
 
 

  
____Exceptional 
____Superior 
____Expected 
____Requires Improvement 
____Unsatisfactory 
 

Reliability   
____Exceptional 
____Superior 
____Expected 
____Requires Improvement 
____Unsatisfactory 
 

Safety   

____Exceptional 
____Superior 
____Expected 
____Requires Improvement 
____Unsatisfactory 
 

Management & Supervision 
 

 ____Exceptional 
____Superior 
____Expected 
____Requires Improvement 
____Unsatisfactory 
____N/A 
 

Job-Specific Expectations  ____Exceptional 
____Superior 
____Expected 
____Requires Improvement 
____Unsatisfactory 
 

ANNUAL ASSESSMENT 
 

EMPLOYEE_____________________________________DEPARTMENT__________________________

____________ 
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Goal Achievement   
____Exceptional 
____Superior 
____Expected 
____Requires Improvement 
____Unsatisfactory 
 

Overall Performance Level  
 
 
 
 

 
____Exceptional 
____Superior 
____Expected 
____Requires Improvement 
____Unsatisfactory 
 

 

Developmental Goals – Bring forward to next assessment cycle 
 
 
 
 
 
 
 
 

Employee Comments 
 
 
 
 
 
 
 
 
 

 
 
EMPLOYEE SIGNATURE____________________________________________________DATE____________ 
 
SUPERVISOR (PLEASE RINT)_________________________________________________________________ 
 
SUPERVISOR SIGNATURE__________________________________________________DATE____________ 
 
DEPARTMENT HEAD SIGNATURE____________________________________________DATE____________ 
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              PERFORMANCE LEVELS 
 
 

Exceptional 
Performance 

 

 

• Performance in all job responsibilities is consistently and significantly beyond established 
expectations 

• Describes those few employees with achievements that far exceed normal requirements 
for the job 

• Accomplishes all goals exceptionally even under challenging circumstances  

• Performance results are clearly recognized within the department and the City as a 
model of excellence 
 

 
Superior  

Performance 

 

• Performance consistently meets and frequently exceeds most established expectations  

• Performance consistently and by a recognizable margin exceeds most aspects of normal 
job requirements 

• Accomplishes all goals, most exceptionally 
 

 
 

Expected 
Performance 

 

• Performance consistently meets established expectations.  

• Performance on all job requirements is effective and efficient with minimal supervision 

• Performance may include few and inconsequential errors which are reported and 
corrected 

• Performance may include instances of better than expected results 

• Accomplishes all goals and may exceed goals on occasion  
 

 
 

Performance 
Requires 

Improvement 

 

• Performance needs improvement to fully meet established expectations 

• Performance on fundamental job requirements is usually adequate 

• Performance does not meet one or more established expectations 

• Performance may be inconsistent with additional supervision required  

• Capable of achieving expected performance with additional training or  performance 
improvement plan 
 

 
 
Unsatisfactory 
Performance 

 

 

• Performance does not meet established expectations 

• Performance on one or more job requirement is unsatisfactory   

• Performance requires excessive supervision 

• Performance at this level has generally already been identified and action taken 

• May have been attempts to improve performance without success 

• Unable or unwilling to perform job requirements 
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EXPECTATIONS PROGRESS DEVELOPMENT  
Required, Necessary, or Recommended 

Interpersonal Relationships 
 
 
 

 
____Progressing as Expected 
____Not Progressing as 
Expected 

 

Ethics and Integrity 
 
 
 

 
____Progressing as Expected 
____Not Progressing as 
Expected 

 

Reliability 
 
 
 

 
____Progressing as Expected 
____Not Progressing as 
Expected 

 

Safety 
 
 
 

 
____Progressing as Expected 
____Not Progressing as 
Expected 

 

Management & Supervision 
 
 
 

 
____Progressing as Expected 
____Not Progressing as 
Expected 
____Not Applicable 

 

Job-Specific Expectations 
 
 
 

 
____Progressing as Expected 
____Not Progressing as 
Expected 

 

 

Introductory Period Successfully Completed 
 

____Yes 
____No 
____Extended 
 

 
 
 

 
 
 
EMPLOYEE SIGNATURE_____________________________________________________DATE____________ 
 

SUPERVISOR (PLEASE PRINT)__________________________________________________________________ 
  

SUPERVISOR SIGNATURE___________________________________________________DATE____________ 
 
DEPARTMENT HEAD SIGNATURE_____________________________________________DATE____________ 

NEW EMPLOYEE INTRODUCTORY PERIOD 
 

EMPLOYEE_____________________________DEPARTMENT____________________HIRE DATE__________ 

3-MONTH CHECK-IN                     6-MONTH ASSESSMENT           INTRODUCTORY PERIOD EXTENSION 

If Introductory Period is extended, describe reason, expectations that must be met and development plan    
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Congratulations on successfully completing the new employee introductory period! 
A number of factors can affect a new employee’s experience and impression of the City as a place to work.  
We are interested in your opinion so we may continuously assess our new hire processes and make 
improvements where necessary.  We value your honest feedback and will use it only to enhance the 
experience of new employees.   
 
The employment application process was easy    ____Yes ____Somewhat  ____No 
My interview(s) was on time and well organized    ____Yes ____Somewhat  ____No 
 
My interviewer(s) was well-prepared for my interview   ____Yes ____Somewhat  ____No 
 
My supervisor met with me on my first day    ____Yes ____Somewhat  ____No 
 
I was given a tour and introduced to my co-workers   ____Yes ____Somewhat  ____No 
 
I was made to feel welcome by my co-workers    ____Yes ____Somewhat  ____No 
 
My desk, computer, email, telephone were set up for me  ____Yes ____Somewhat  ____No 
 
My benefit options and requirements were clearly explained to me ____Yes ____Somewhat  ____No 
 
I was provided with timely training on procedures applicable to my job ____Yes ____Somewhat  ____No 
 
The training I received was effective in learning my job   ____Yes ____Somewhat  ____No 
 
It was clear what was expected of me during the introductory period ____Yes ____Somewhat  ____No 
 
I am aware of what is expected of me going forward   ____Yes ____Somewhat  ____No 
 
My supervisor has been approachable if I have questions  ____Yes ____Somewhat  ____No 
 
My co-workers have been helpful in getting me up to speed  ____Yes ____Somewhat  ____No  
 
The City works hard to create a good work environment   ____Yes ____Somewhat  ____No 
 
Overall, I am satisfied with my job     ____Yes ____Somewhat  ____No 

 
Describe any changes you would make to improve the experience of a new employee of the City? 
 
    
 

NEW EMPLOYEE INTRODUCTORY PERIOD 
 

EMPLOYEE___________________________DEPARTMENT____________________HIRE DATE__________ 
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Appendix H  
City of Pocatello Pay Grade Schedule. 

 
 

 
 

Paygrade FY 2019 1 2 3 4 5 6 

P01   $8.05  $8.31  $8.58  $8.86  $9.15  $9.45  

                

P02   $8.45  $8.73  $9.01  $9.31  $9.61  $9.92  

                

P03   $9.32  $9.62  $9.94  $10.26  $10.59  $10.94  

                

P04   $10.28  $10.61  $10.96  $11.31  $11.68  $12.06  

                

P05   $11.33  $11.70  $12.08  $12.47  $12.88  $13.29  

                

P06   $12.50  $12.91  $13.33  $13.76  $14.21  $14.67  

  

 

City of Pocatello - 2018 Pay Chart Effective: Sept 16, 2017

Grade H01 H02 H03 H04 H05 H06 H07 H08 H09 H10 H11 H12 H13 H14 H15 H16 H17 H18 H19

Step 1 11.66 12.83 14.12 15.53 16.30 17.12 17.97 18.88 19.81 20.81 21.85 24.03 26.43 29.08 31.98 35.18 38.70 42.57 46.82

Step 2 12.12 13.33 14.67 16.14 16.94 17.79 18.67 19.62 20.58 21.62 22.70 24.97 27.46 30.21 33.23 36.55 40.21 44.23 48.65

Step 3 12.57 13.83 15.22 16.74 17.57 18.46 19.37 20.35 21.36 22.43 23.55 25.90 28.49 31.35 34.48 37.92 41.72 45.89 50.47

Step 4 13.03 14.33 15.77 17.35 18.21 19.12 20.07 21.09 22.13 23.25 24.41 26.84 29.52 32.48 35.72 39.30 43.23 47.55 52.30

Step 5 13.48 14.83 16.32 17.95 18.84 19.79 20.77 21.83 22.90 24.06 25.26 27.78 30.55 33.62 36.97 40.67 44.74 49.21 54.13

Step 6 14.00 15.40 16.94 18.64 19.57 20.55 21.57 22.66 23.78 24.98 26.23 28.85 31.73 34.91 38.39 42.23 46.46 51.10 56.21

Step 7 14.07 15.48 17.02 18.73 19.66 20.65 21.68 22.77 23.90 25.10 26.36 28.99 31.89 35.08 38.58 42.44 46.69 51.36 56.49

Step 8 14.14 15.55 17.11 18.82 19.76 20.75 21.79 22.88 24.02 25.23 26.49 29.13 32.05 35.25 38.77 42.65 46.92 51.61 56.77

Step 9 14.28 15.71 17.28 19.01 19.96 20.96 22.00 23.11 24.26 25.48 26.75 29.43 32.37 35.61 39.16 43.08 47.39 52.13 57.34

Step 10 14.35 15.79 17.37 19.10 20.06 21.06 22.11 23.23 24.38 25.60 26.89 29.57 32.53 35.78 39.36 43.29 47.62 52.39 57.63

Step 11 14.42 15.87 17.45 19.20 20.16 21.17 22.22 23.34 24.50 25.73 27.02 29.72 32.69 35.96 39.55 43.51 47.86 52.64 57.91

Step 12 14.56 16.02 17.62 19.39 20.35 21.37 22.44 23.57 24.74 25.98 27.28 30.01 33.01 36.31 39.94 43.93 48.33 53.16 58.48

Step 13 14.64 16.10 17.71 19.48 20.45 21.48 22.55 23.68 24.86 26.11 27.41 30.15 33.17 36.49 40.13 44.15 48.56 53.42 58.76

Step 14 14.71 16.18 17.79 19.57 20.55 21.58 22.66 23.80 24.98 26.23 27.55 30.30 33.33 36.67 40.33 44.36 48.80 53.68 59.04

Step 15 14.78 16.25 17.88 19.67 20.65 21.68 22.77 23.91 25.10 26.36 27.68 30.45 33.49 36.84 40.52 44.57 49.03 53.93 59.33

Step 16 14.85 16.33 17.97 19.76 20.75 21.79 22.88 24.03 25.22 26.49 27.81 30.59 33.65 37.02 40.71 44.79 49.27 54.19 59.61

Step 17 14.92 16.41 18.05 19.86 20.85 21.89 22.98 24.14 25.34 26.61 27.94 30.74 33.81 37.19 40.91 45.00 49.50 54.45 59.90

Step 18 14.99 16.49 18.14 19.95 20.95 22.00 23.09 24.26 25.46 26.74 28.08 30.88 33.97 37.37 41.10 45.21 49.74 54.71 60.18

Step 19 15.06 16.57 18.22 20.05 21.05 22.10 23.20 24.37 25.58 26.87 28.21 31.03 34.13 37.55 41.30 45.43 49.97 54.97 60.46

Step 20 15.13 16.64 18.31 20.14 21.14 22.20 23.31 24.48 25.70 26.99 28.34 31.17 34.29 37.72 41.49 45.64 50.21 55.23 60.75

Step 21 15.20 16.72 18.39 20.23 21.24 22.31 23.42 24.60 25.82 27.12 28.47 31.32 34.45 37.90 41.68 45.85 50.44 55.48 61.03

Step 22 15.27 16.80 18.48 20.33 21.34 22.41 23.53 24.71 25.94 27.24 28.61 31.46 34.61 38.08 41.88 46.07 50.67 55.74 61.32

Step 23 15.34 16.88 18.56 20.42 21.44 22.51 23.64 24.83 26.06 27.37 28.74 31.61 34.77 38.25 42.07 46.28 50.91 56.00 61.60

Step 24 15.41 16.95 18.65 20.52 21.54 22.62 23.75 24.94 26.18 27.50 28.87 31.76 34.93 38.43 42.26 46.49 51.14 56.26 61.88

Step 25 15.48 17.03 18.74 20.61 21.64 22.72 23.86 25.06 26.30 27.62 29.00 31.90 35.09 38.60 42.46 46.71 51.38 56.52 62.17

Step 26 15.55 17.11 18.82 20.70 21.74 22.83 23.96 25.17 26.42 27.75 29.14 32.05 35.25 38.78 42.65 46.92 51.61 56.77 62.45

Step 27 15.63 17.19 18.91 20.80 21.84 22.93 24.07 25.28 26.54 27.87 29.27 32.19 35.41 38.96 42.85 47.13 51.85 57.03 62.73

Step 28 15.70 17.27 18.99 20.89 21.93 23.03 24.18 25.40 26.66 28.00 29.40 32.34 35.57 39.13 43.04 47.35 52.08 57.29 63.02

Step 29 15.77 17.34 19.08 20.99 22.03 23.14 24.29 25.51 26.78 28.13 29.53 32.48 35.73 39.31 43.23 47.56 52.32 57.55 63.30

Step 30 15.84 17.42 19.16 21.08 22.13 23.24 24.40 25.63 26.90 28.25 29.67 32.63 35.89 39.49 43.43 47.77 52.55 57.81 63.59

Step 31 15.91 17.50 19.25 21.17 22.23 23.34 24.51 25.74 27.02 28.38 29.80 32.78 36.05 39.66 43.62 47.99 52.79 58.06 63.87

Step 32 15.98 17.58 19.33 21.27 22.33 23.45 24.62 25.86 27.14 28.50 29.93 32.92 36.21 39.84 43.82 48.20 53.02 58.32 64.15

Step 33 16.05 17.65 19.42 21.36 22.43 23.55 24.73 25.97 27.26 28.63 30.06 33.07 36.37 40.01 44.01 48.41 53.26 58.58 64.44

Step 34 16.12 17.73 19.51 21.46 22.53 23.66 24.84 26.09 27.38 28.76 30.20 33.21 36.53 40.19 44.20 48.62 53.49 58.84 64.72

Step 35 16.19 17.81 19.59 21.55 22.63 23.76 24.95 26.20 27.50 28.88 30.33 33.36 36.70 40.37 44.40 48.84 53.72 59.10 65.01

Step 36 16.26 17.89 19.68 21.65 22.73 23.86 25.05 26.31 27.62 29.01 30.46 33.50 36.86 40.54 44.59 49.05 53.96 59.35 65.29

Max 37 16.34 17.97 19.76 21.74 22.83 23.97 25.17 26.43 27.75 29.14 30.60 33.66 37.03 40.73 44.80 49.28 54.21 59.63 65.60

Grade H01 H02 H03 H04 H05 H06 H07 H08 H09 H10 H11 H12 H13 H14 H15 H16 H17 H18 H19
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Appendix I. 

RECORD OF  
EMPLOYEE VERBAL REPRIMAND  

 
When the Record of Employee Verbal Reprimand is issued, additional documentation is not required but can be attached.  This 

form is a record of the verbal reprimand delivered to the employee.  The employee, supervisor and HR all need a copy of the 
form once delivered.  

 
 

Employee: Click or tap here to enter text. Date of Incident: Click or tap to enter a date. 

Employee 

Position: 

Click or tap here to enter text. Date of Verbal 

Delivery: 

Click or tap to enter a date. 

Department: Click or tap here to enter text.   
 

REASON FOR VERBAL REPRIMAND 

Attendance Job Performance Misconduct Safety Other 

☐ ☐ ☐ ☐ ☐ 

 

Handbook/Policy Violations: 
City of Pocatello Personnel Policy Handbook 8.1.2018 adoption 

 
 
The list of offenses listed in the handbook is not all-inclusive nor intended as a complete catalog 
of every form of misconduct an employee might commit but is provided for general guidelines 
therefore the following item(s) are applicable:  

 

 Date Supervisor Notes 

Previous 

Counseling: 

   

Previous Verbal: Click or tap to enter 

a date. 

Click or tap here to 

enter text. 

Click or tap here to enter text. 

 

Content of Verbal Reprimand: INSERT COMMENTS HERE AND ATTACH DOCUMENTS IF 
APPLICABLE REPRIMAND 
 

I have read and understand the contents of the reprimand.   I may submit comments in writing 
to Human Resources within seven (7) days of delivery of this verbal reprimand for attachment 
to this form.   
 

EMPLOYEE SIGNATURE: 
________________________________________________DATE_________________ 
 

SUPERVISOR 

SIGNATURE:  DATE: Click or tap to enter a date. 

SUPERVISOR 

NAME: Click or tap here to enter text. TITLE: 
Click or tap here to enter 

text. 

DEPT HEAD 

SIGNATURE:  DATE: Click or tap to enter a date. 
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DEPT HEAD NAME Click or tap here to enter text. TITLE: 
Click or tap here to enter 

text. 

☐ Original to Employee   ☐ Copy to Master Personnel File (HR)           ☐ Copy 

to Supervisor  
 

 
 ____________________________________________ 
 
Title of Supervisor_______________________________________________________ 
 
Signature of Supervisor___________________________________________________ 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The purpose of counseling is to correct the employee’s behavior. It is a civil 
discussion without reprimand.  Counseling is appropriate for minor infractions or 
for job performance problems that may escalate if not addressed immediately.  A 
counseling discussion should specifically describe the deficiency with the 
employee and how it can be corrected. The reason for the deficiency provided by 
the employee may indicate the need for further instruction or additional training.    
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Appendix J. 
 

Record of Employee Written Reprimand 
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Appendix K.  
 

Vehicle Accident Review Form. 

CITY OF POCATELLO 

 Pocatello Regional Transit 
 

VEHICLE ACCIDENT REVIEW 
(Completed by Operator) 

 
Date of Accident: _____________ Location of Accident: _____________________ 
Operator Name & #: _________________________________________________ 
Vehicle # Involved in Accident:  _____  Investigated by the Police?  Yes___   No___ 
  
Brief Description of the Accident & how it was caused it: 
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________ 
What could YOU have reasonable done to prevent this accident? (Consider all aspects of 
Defensive Driving, i.e. Did you; make no errors yourself; made adequate allowance for 

conditions of road, weather and traffic and for errors of other drivers?): ________________ 
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________ 
What else could be done to prevent similar accidents in the future? (Consider routing, 
scheduling, training, vehicle type, loading, improved lighting, better signs or any other factors 

not within your control): _________________________________________________ 
___________________________________________________________________ 
___________________________________________________________________ 
___________________________________________________________________ 
___________________________________________________________________ 
___________________________________________________________________ 
___________________________________________________________________ 
 
Operator Signature:  ___________________________       Date: ______________ 
 
Supervisor Signature:  __________________________       Date: ______________ 
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CITY OF POCATELLO 
 Pocatello Regional Transit 

 

VEHICLE ACCIDENT REVIEW  
(Completed by Accident Review Committee) 

 

Date of Review: ___________ Operator Name & 
#:__________________________________ 
Date of Accident: ___________ Location of Accident: 
_________________________________ 
 

Upon reviewing the facts presented of the specified accident and date, this Review 
Committee, in accordance with City/PRT polices, and has found that this accident 
was:  

 

Non-Preventable       Preventable  
Preventable with Mitigating Factors   Preventable with Gross 

Negligence  
 

Considerations of the facts presented indicate the following action(s) should be 
taken to prevent such accidents in the future: 
___________________________________________________________________ 
___________________________________________________________________ 
___________________________________________________________________ 
___________________________________________________________________ 
___________________________________________________________________ 
___________________________________________________________________ 
___________________________________________________________________ 
___________________________________________________________________ 
___________________________________________________________________ 
___________________________________________________________________ 
___________________________________________________________________ 
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CITY OF POCATELLO 
 Pocatello Regional Transit 

 

VEHICLE ACCIDENT REVIEW  
(Completed by Supervisor) 

 
Supervisor Remarks (Accident details, what has been reviewed with the Operator, any 

corrective action taken previous to the accident review): ___________________________ 
___________________________________________________________________ 
___________________________________________________________________ 
___________________________________________________________________ 
___________________________________________________________________ 
___________________________________________________________________ 
___________________________________________________________________ 
___________________________________________________________________ 
___________________________________________________________________ 
___________________________________________________________________ 
___________________________________________________________________ 
___________________________________________________________________ 
___________________________________________________________________ 
___________________________________________________________________ 
 
 
Supervisor Signature: ________________________       Date:  ________________ 
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COMMITTEE MEMBERS 
 

Name: __________________________________________  
 Signature: _______________________________________ 

Title: ___________________________________________  
 
Name: __________________________________________ 
Signature: _______________________________________ 
Title: ___________________________________________  
  
Name: __________________________________________ 
Signature: _______________________________________ 
Title: ___________________________________________  
 
Name: __________________________________________ 
Signature: _______________________________________ 
Title: ___________________________________________  
 
Name: __________________________________________ 
Signature: _______________________________________ 
Title: ___________________________________________  
 
Name: __________________________________________ 
Signature: _______________________________________ 
Title: ___________________________________________  

 
 



CITY OF POCATELLO 
 Pocatello Regional Transit 

 

VEHICLE ACCIDENT REVIEW  
(PRT Review Committee Overview) 

 
PURPOSE  
To review all accidents involving department City vehicles or other vehicles rented/leased 
for the purpose of City business; using uniform guidelines to identify causes so as to 
prevent vehicle accidents and to assure each City employee of fair and uniform treatment.  
 
DEPARTMENT POLICY  
Accidents involving damage to City and/or other property may be reviewed by a “Review 
Committee” regardless of the severity.  
 
DEFINITIONS  
Review Committee:  Composed of three (3) to six (6) City officials appointed by the Transit 
Director.  Three (3) members must be present for a quorum.  
Non-Preventable:  The accident could not have been prevented by the employee.  
Preventable with Mitigating Factors:  An accident found preventable but with mitigating 
factors as   determined by the Committee.  
Preventable:  Evidence indicates accident was preventable by the employee. 
Preventable with Gross Negligence:  Evidence indicates gross violation(s) of state law(s), 
carelessness, poor attitude by employee, etc.  
 
COMMITTEE PROCEDURES  
A PRT Accident Review Committee comprised of city/department officials shall meet upon 
approval of the Transit Director. 
 
The immediate Supervisor of the employee involved should take action in accordance 
with city and/or departmental policies if there is agreement between the Employee, 
immediate Supervisor, and Director as to preventability.  A report of these actions will be 
forwarded to the Review Committee for approval.  
 
The Transit Director and/or immediate Supervisor shall furnish copies of accident 
report(s) and other information as needed and/or requested.  
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The Committee will gather and analyze the factor(s) contributing to the accident to 
determine preventability on the part of the City driver.  Each accident will focus on four 
designations based on: 
Non-Preventable:    0 points 
Preventable with Mitigating Factors:  0 to 2 points 
Preventable:     4 points 
Gross Negligence:    8 points  
 

*An additional six (6) points will be assigned to any driver who fails to report an accident 
to the immediate supervisor and/or the Police Department. 
 
The Committee will report to the Department Head and Driver regarding its findings, 
concerning causes, preventability, and/or any information of benefit to prevent future 
accidents. 
 
A uniform disciplinary procedure will be used for the accumulation of driving points. This 
procedure will be based on a 24-month accumulation record.  
Counseling(s):     0 to 2 points  
Verbal/Written Warning(s):   4 points  
*Automatic suspension (1 to 5 days)  8 points 
*Automatic suspension (6+ days)  12 points 
(May include other disciplinary action as appropriate up to and including dismissal) 
 

*Number of day’s suspension and other disciplinary actions should be determined by 
amount of monetary loss, bodily injury, etc.   
 
Any employee who becomes subject to disciplinary action from the findings of the 
Committee has the opportunity to appeal to the Transit Director. Requests for appeal 
should be forwarded in writing to the Transit Director within seven (7) calendar days of 
receipt of the Committee’s determination.  Any disciplinary action related to a decision of 
the Committee should be delayed until after the appeal should the employees choose to 
exercise this option.  
 
The Transit Director and/or immediate Supervisor may take disciplinary action in 
accordance with this policy and other applicable policies. 
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Appendix L.   
Statistical Chart of Employment Practices. 

Promotions 
 
 

 
Promotion
s # Male 

Race/Ethni
city White 
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Senior 
Level 
officials 
and 
managers                                           

First/Mid 
Level 
Officials 
and 
Managers                                            

Profession
als                                           

Technician
s                                           

Sales 
Workers                                           

Administra
tive 
Support  2 

 
1  50                                     

Craft 
Workers                                           

Operatives                                           

Laborers                                           

Service 
Workers  7 2  29        1  0  0                         

Total 9 3  0 0   1 0   0 0   0 0   0 0   0 0   
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Promotion
s # Female 

Race/Ethni
city White 
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American Hispanic Asian  
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Indian or 
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Executive 
Senior 
Level 
officials 
and 
managers                                           

First/Mid 
Level 
Officials 
and 
Managers                                            

Profession
als                                           

Technician
s                                           

Sales 
Workers                                           

Administra
tive 
Support  1 

 
0                                       

Craft 
Workers                                           

Operatives                                           

Laborers  2 
 
1  50                                     

Service 
Workers                                           

Total 3 1   0 0   0 0   0 0   0 0   0 0   0 0   
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Appendix L. continued 
Statistical Chart of Employment Practices 

Separations  
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Resignation 2   2         1             

Retirement 1                           

Retirement In Lieu Of 
Termination                             

Termination/Discipline                             

Disability Retirement                             

Reduction in force (RIF)                             

Transfer                             

Total 3 0 2 0 0 0 0 1 0 0 0 0 0 0 

 
Disciplinary Actions 
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Termination                             

30-day Suspension                             

5-day Suspension                            

3-day Suspension                             

1-day Suspension                             

Written Warning                            

Verbal Warning  2                           

Suspension w/out pay                             

Reserved                             

Reserved                             

Total 2 0 0 0 0 0 0 0 0 0 0 0 0 0 

 
 


