4-20-90 R DESHARE PROGRAM ADM NI STRATCR, 2485

Summary of Duties : Pl ans, organi zes, and directs the work of
prof essional, technical, and clerical staff engaged in providing
conprehensi ve rideshare transportati on services and prograns for
Gty enployees as set forth in the Gty's Trip Reduction Plan, or
pl ans, devel ops, and admni sters specific services and prograns
contained in the Plan; pronotes the increased use of trip
reduction nmeasures at all levels of Gty governnent; directs the
admnistrative operations of the Gty Enpl oyee Parking Program
appl i es sound supervisory principles and techni ques in building
and mai ntai ning an effective work force; fulfills affirnmative
action responsi bilities; and does rel ated work.

D stingui shing Features : A R deshare Program Adm ni strator
directs, through subordi nate supervisors, Gty enpl oyee rideshare
prograns and services in accordance with the Gty's Trip
Reduction Plan to alleviate traffic congestion and air pollution
in the Los Angel es Basin by reduci ng enpl oyee commuter trips. An
enpl oyee of this class also admnisters the Enpl oyee ParKking
Program Under general direction, a R deshare Program

Admni strator plans, directs, and coordi nates activities designed
to provi de conprehensi ve enpl oyee rideshare transportation
services and pronotes their usage. Assignnents are received in
terns of broad objectives, and performance is evaluated mainly in
terns of objectives acconplished, services provided, problens
resol ved, and trips reduced. As a bona fide supervisor, a

R deshare Program Adm ni strator is responsible for the
performance of the full range of supervisory activities,

i ncluding: application of discipline, processing and resol ution
of grievances, evaluation of perfornmance, and approval of tine-
of f requests.

Exanpl es of Duties: Pl ans, organi zes, assigns, directs,

coordi nates, and eval uates the work of professional, technical,
and clerical enployees engaged in the admnistration of prograns
and activities related to trip reduction and enpl oyee parKking
managenent, and personally perforns the nore critical aspects of
the work; neets with top-level Gty managenent, ot her

governnental and private agencies, and enpl oyee organi zations to
di scuss and pronote the Gty's rideshare and trip reduction
efforts and to gain their support and cooperation; appears before
the Board of Gvil Service Coomssioners, the Gty Council and
its coomttees, other Gty comm ssions, and various regul atory
agenci es on rideshare and trip reduction issues; works with Gty,
County, State and other public and private agencies to devel op
cooperative relationships to pronote and facilitate trip
reduction efforts, where appropriate; reviews and approves budget
docunent s, special funding applications, requests for proposals,
and bid specifications related to the R deshare Program

supervi ses the preparation of routine and special admnistrative
reports, including neasures of effectiveness and acconpli shrent




R DESHARE PROGRAM ADM NI STRATCR, 2485 Page 2

in reaching the Gty's Trip Reduction goals; prepares progress reports
and policy statenents.

Comuni cat es equal enpl oynent/affirmative action information to

enpl oyees; applies job-related criteria in selecting, orienting,

assi gning, training, counseling, evaluating, and disciplining
subordi nates; assists enployees in preparing for pronotion as
described in the GQty's Affirmative Action Program and nay
occasionally be assigned to other duties for training purposes or to
meet technol ogi cal changes or energenci es.

Qualifications : A good know edge of transportation denmand nmanagenent,
including commuter trip reduction/rideshare prograns and services; a
good know edge of trends and practices in the field of transportation
demand nmanagenent; a good know edge of principles, practices, and
procedures of marketing and pronoting rideshare alternatives; a good
knowl edge of survey techni ques; a good know edge of nethods and

probl ens in operating an enpl oyee vanpool program a good know edge of
t echnol ogi cal devel opnents and sources of information in the design
and conversion of vanpool vehicles, their naintenance, service, and
repair; a good know edge of governnental |egislation and sources of
funding that affect trip reduction activities; a good know edge of
cost-benefit anal ysis techni ques; a good know edge of probl em and
conflict resolution techniques; a good know edge of state |icensing
and other requirenents related to operating a vanpool fleet; a good
know edge of principles of organizati on and nanagenent .

A wor ki ng know edge of the Gty's Enpl oyee Rel ati ons O di nance and
existing Gty policies and practices with respect to collective

negoti ations and adm ni strati on of nenoranda of understandi ng; a
general know edge of laws and regul ations related to equal opportunity
and affirmative action; a general know edge of Gty personnel rules,
policies, and procedures; the ability to exerci se sound adm ni strative
judgenent, originality, and initiative in the devel opnent of new
prograns and services ; the ability to plan, organize, inplenent, and
evaluate effective prograns, services, and activities; the ability to
deal tactfully and convincingly with governnent officials, enployee
organi zations, and enpl oyees; the ability to speak before groups and
direct meetings for the purpose of providing information or pronoting
ri deshare services; the ability to wite and review reports and
correspondence for clarity and effectiveness.

QG aduation froma recogni zed four-year college or university and two
years full-time paid professional experience at the | evel of Senior
Managenent Anal yst in an organi zation with at | east 500 enpl oyees
admnistering the activities of a conprehensive enpl oyee
transportation managenent program which includes vanpool, carpool,
public transportation subsidy, parking nanagenent or other enpl oyee
ri deshare services.

License: Avalid California driver's license is required.
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Physical Requirenents : Strength to performaverage lifting up to five
pounds and occasionally over fifteen pounds; good speaki ng and hearing
ability; and good eyesight. Persons with disabilities may b e capabl e of
performng the duties of this class. Such determnation nus t be nmade by
t he nedi cal exam ner on an individual basis.

As provided in Gvil Service Commssion Rule 2.5 and Secti on

4.55 of the Admnistrative Code, this specification is descr i ptive,
explanatory and not restrictive. It is not intended to declar e
what the duties and responsibilities of any position shall be.



