
CLASS SPECIFICATION
County of Fairfax, Virginia

CLASS CODE: 3935 TITLE: TRANSIT RESERVATION OPERATOR
GRADE: S-10

DEFINITION:
Under supervision, takes transit reservations for FASTRAN services over the phone, provides
service information, and enters requested ride information into an automated data base; and
performs related work as required.

DISTINGUISHING CHARACTERISTICS OF THE CLASS:
Not applicable.

ILLUSTRATIVE DUTIES:
Answers phone calls requesting schedule of transit services;
Enters ride request information and/or corrections to client files;
Provides service information and explanations involving procedures and/or policies;
Confirms ride reservations or offers alternative time slots;
Enters client billing codes and/or other fare information into the data base;
Calls clients to confirm scheduled rides and keeps simple records;
Verifies client eligibility and accuracy of information provided by the client against the computer
data base;
Offers alternative transportation options (taxi-cab program) when FASTRAN services cannot meet
client needs;
Performs as back-up to Transit Reservation Monitors in case of staff absences.

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES:
Knowledge of paratransit services and policies;
Knowledge of client eligibility requirements;
Knowledge of transportation options for clients;
Knowledge of procedure for scheduling rides;
Skill in computer keyboarding;
Ability to communicate clearly and concisely;
Ability to establish and maintain effective working relationships with clients requesting paratransit
services;
Ability to exercise tact, good judgment, and initiative in dealing with diverse public contacts.

EMPLOYMENT STANDARDS:
 Any combination of education, experience, and training equivalent to:
High school graduation or a G.E.D. issued by a state department of education; PLUS
One year of experience involving public contact in an automated data processing environment.

CERTIFICATES AND LICENSES REQUIRED:
Not applicable.
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