
Sauk County

Job Description Questionnaire

	
	

	Name:                                    Ashley Nedeau-Owen
	Date: May 1, 2008



	Title: Mobility Manager
	Department: Aging & Disability Resource Center

	Work Location: West Square Building, Baraboo
	Phone: 608-355-3278 

	Immediate Supervisor:  Trish Vandre
	Supervisor’s Title:  Director, ADRC

	
	


	
	

	TIME EMPLOYED IN CURRENT JOB TITLE:  in years and months
	  0 years 11 months

	TIME EMPLOYED IN CURRENT DEPARTMENT:  in years and months
	  0 years 11 months

	TOTAL EMPLOYMENT WITH SAUK COUNTY:  in years and months                
	  0 years 11 months

	 WORK HOURS (Start/Finish):  8:00AM - 4:30PM

	FULL TIME: yes 
	REGULAR PART-TIME  (%): --

	 OTHER 

	
	
	

	
	
	


OUTLINE OF ORGANIZATION CHART
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Your Position





Using the chart below, please fill in the job titles of (1) your immediate supervisor, (2) the jobs of employees you work with who also report to your supervisor and (3) the jobs of any employees you supervise. (If you prefer, attach a printed chart with the same information.)

	I.  POSITION SUMMARY

	Briefly state why your position exists and what you consider its most important impact on the organization.

	Human Services Transportation is supported through State and Federal grants and utilizes very little county tax levy dollars.  The demands (needs) for service require better management and coordination of services in order to better use existing funding.  Mobility Management is a means of maintaining a current level of service with a growing population in the face of diminishing resources.




	% of Time Spent
	ESSENTIAL ACCOUNTABILITIES
	HOW CAN OUTCOMES BE EVALUATED

	2.5%
	Inventory Available Services
	Presence of an Updated and current Directory

	2.5%
	Identifying needs of transportation disadvantaged population
	Results from Needs assessment, surveys, annual questionnaires

	10%
	Developing strategies to meet needs
	Presence of updated written plan - not less than annual written proposals for service models that meet identified needs

	5%
	Coordination of all resources, financial, rolling stock assets, staff (cross-agency) and volunteers including grant writing
	Call-logs, meeting minutes, vehicle maintenance logs, receipt of grant money

	5%
	Improving coordination through transportation brokerages
	Presence of Public-private partnerships MOUs and agreements

	5%
	Training Staff and Volunteers
	Customer surveys, semiannual at minimum

	2.5%
	Promoting use of technologies and services
	Presence of new technologies or services

	50%
	Coordinating travel and trip planning needs of individuals receiving subsidized transportation services
	Ride logs, call logs, customer satisfaction surveys

	5%
	Coordinating transportation services among customers and providers with funding agencies and human service agencies
	Meeting minutes, customer satisfaction surveys or questionnaires

	2.5%
	Policy coordination and implementation
	County Board review of policy implementation

	10%
	Promoting transit-oriented development and land-use policies favoring transit, promoting transit and public transportation, promoting bicycle and pedestrian access and policies that promote increases in walking and bicycling.
	Increases in transit-oriented development countywide, increases in numbers of people walking and bicycling, presence of events that promote walking and bicycling

	20%
	Receiving and responding to telephone requests for transportation
	Call logs, records of completed rides, customer satisfaction surveys

	10%
	Contacting passengers with trip details for thrice weekly flexible route trips
	Mapping comparisons, ridership levels, customer satisfaction surveys

	20%
	Billing/Invoicing, data entry, generating reports
	Accurate records, Reports that offer information needed, Aging of receivables, difference between date of service and date of invoice


	III.  FORMAL PREPARATION / EXPERIENCE

	Please answer the following based on the most representative combination of formal preparation and relevant experience to qualify for position.  

	Bachelor’s degree or higher plus: experience working with volunteers, managing and leading staff, developing new projects, writing grants, policies, manuals and handbooks, familiarity with Federal, State and local transportation policy and practice, marketing and sales experience and training.  Experience building coalitions, leading teams and running meetings as well as history of public speaking, especially to diverse audiences is essential to the performance of this job.


	IV.  JUDGMENTS MADE

	Please identify what you believe are the most important judgment you make in performing jobs.

	EXAMPLES OF JUDGMENTS
	WHO, IF ANYONE, REVIEWS

THESE JUDGMENTS
	WHAT IS THE IMPACT OF THESE

JUDGMENTS

	Identifying best driver for a passenger or denying service when necessary.
	Both the volunteer coordinator and supervisor.
	Service is sometimes not provided and some clients make vocal any disappointments related to their expectations of service.

	Knowing how best to phrase complex and challenging information when making presentations to the public and to elected officials.
	The public, elected officials, the supervisor.
	Policy can be negatively impacted, level of service can be negatively impacted, funding can be jeopardized.


	V. Work Relationships

	Please identify the most typical work relationships of your position with other persons, functions or organizations, inside or outside of your own organization.

	Typical Work Relationships
	Purpose of Relationship

	With volunteers - asking them to provide service without financial compensation
	Providing transportation to the populations served by the agency.

	Department heads and other leaders within county government - one-to-one and in meetings
	More efficiently and more cost effectively providing countywide transportation services.

	Agency Directors, business leaders, Non-profit directors and municipal government staff - one-to-one and in large group meetings
	Networking, coalition building, collaborative use project development, 

	Elected officials in open meetings, small group settings and one-to-one
	Educating about services provided, developing policy alternatives, providing information about all aspects of transportation

	Daily with other agency staff
	Working as a team to provide the highest level of service possible under current budgetary and staffing constraints

	Daily with other agency staff
	Meeting workload schedules


	VI.  WORK ENVIRONMENT

	90% Inside (sheltered)
	% Noise
	8% Travel Required

	2% Outside Work
	% Fumes, Odor
	% Temperature extremes

	% Hazards
	% Other (note)
	

	Are there any unusual requirements for your position? (Y/N)
	
	

	If yes, please explain:
	
	


	VII.  PROBLEM SOLVING

	Please identify the typical types of problems you solve on a regular basis in performing your job.  Also include information on who else may be involved in helping with problem resolution.

	Daily - how to get client from point A to point B 

	How to get reluctant providers to work together for the betterment of all

	Organizing widely divergent schedules.

Communicating difficult and complex information to an intellectually diverse audience.

Meeting deadlines in occasionally stressful environment.

Working with hard to understand persons in very open and noisy environment.

Maintaining focus on detail-intensive tasks in environment plagued with interruptions. 

	


	VIII.  SUPERVISION / MANAGEMENT

	Where it applies answer the following.  Otherwise, put “Not Applicable” or “Don’t Know”.

	Responsibility for others:

	a.Number of People: 

	b.Their Position Titles:

	c.Which, if any, of the following do you perform? (Please give examples of the work performed):

	1.Directly Supervise?

	2.Train / Instruct?

	3.Give Work Direction?

	4.Do Project Management?

	5.Conduct Performance Reviews?

	6.Discipline?

	7.Hire?

	

	Note assets, facilities, equipment or funds, if any, for which you have some degree of accountability:

	


	IX.  UNUSUAL / UNIQUE MENTAL REQUIREMENTS

	Does your position require any unusual or unique mental requirements?

	Requires an ability to gather data across disciplines in order to plan and propose policies that have implications thirty to fifty years into the future.


	X.  ADDITIONAL DATA / NOTABLE INFORMATION

	Please identify any other information, which would help someone else understand your position more clearly:

	


	XI.  SUPERVISOR’S REMARKS

	


COMPLETE THE FOLLOWING SECTION BY HAND AFTER FORM IS PRINTED OUT.
	EMPLOYEE SIGNATURE: 
	DATE: 5/06/2008

	

	ALTHOUGH I HAVE PROVIDED A REASONABLY COMPLETE DESCRIPTION OF MY JOB ON THIS FORM.  I AM ALSO REQUESTING AN OPPORTUNITY TO MEET WITH A CONSULTANT.  (Y/N)

	

	SUPERVISOR SIGNATURE:
	DATE:

	

	DEPARTMENT HEAD SIGNATURE:


	DATE:  
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