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SENIOR SCHEDULING ANALYST
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BU: 12 (ATU)
FLSA: Non-Exempt                                                    
                          Created: January, 2009
Class specifications are intended to present a descriptive list of the range of duties performed by employees in the class.  Specifications are not intended to reflect all duties performed within the job. 
DEFINITION 

Under direction, participates in the more complex work of planning and organizing the development of revenue vehicle and operations staffing schedules including supervising and reviewing the work of Scheduling Analysts; analyzes and evaluates various studies in support of scheduling activities and patron services aspects of train service scheduling and configuration; performs related work as assigned.

CLASS CHARACTERISTICS

This is the senior level class in the Scheduling Analyst series.  Positions at this level possess a specialized, technical or functional expertise within the area of assignment and exercises lead supervision over assigned lower level staff.  This classification is typically assigned significant responsibilities above the journey level and often exercises independent judgment in the performance of all duties.  This class is distinguished from the Scheduling Analyst in that this position performs the most complex work assigned to series and will serve in a working supervisory capacity over lower level staff.
REPORTS TO

This position reports to the Manager of Schedules and Services

EXAMPLES OF DUTIES   – Duties may include, but are not limited to, the following: 

1. seq level0 \h \r0 

seq level1 \h \r0 

seq level2 \h \r0 

seq level3 \h \r0 

seq level4 \h \r0 

seq level5 \h \r0 

seq level6 \h \r0 

seq level7 \h \r0 Provides quality control of both the vehicle and patron scheduling service functions ensuring compliance with the collective bargaining agreements (CBA), Public Utilities Codes (PUC), etc., efficiency, accuracy and format including bid documents, monthly calendar of events, train loading reports recommendations, etc.
2. Coordinates, directs and reviews the work of Scheduling Analysts.

3. Under general direction develops and administers the Scheduling Analysts training materials and program.

4. Responsible for the update and maintenance of scheduling documents including the Scheduling Procedures Manual (SPM), bid schedule guide and assists with Schedule processor (FCE).
5. Review recertification and ride check activities ensuring compliance in reports to appropriate departments and agencies. 
6. Provides for the on-the-job instruction of employees in work procedures.
7. Prepares, and reviews analysis of projected service requirements.

8. 
Works with Departments and other agencies on any issue relating to vehicle and patron scheduling services.
9. Analyzes, prepares and publishes train schedules, schedule variations, and 
basic train configurations on a daily basis.

10. Coordinates and maintains the scheduling services activities, including data management of changes and corrections, updating documents as required.
11. Adjusts staff and train schedules to ensure adequate coverage.

12. Coordinates and oversees implementation of scheduling computer systems.

13. Performs a variety of other analytical studies in area of expertise.

14. Utilizes and recommends enhancements to computer 
applications for the scheduling process.

15. Maintains records and prepares a variety of periodic and special reports regarding departmental activities.
16. Carries out other relevant duties as described in the collective bargaining agreement and other associated documents, including Scheduling Analyst and Senior Scheduling Analyst Staffing Stipulated Decision/MOU/SL-1-08, and/or successor documents.
QUALIFICATIONS 

Knowledge of:
Principles, practices, methods and techniques of planning and scheduling service requirements, train consists, and staffing requirements.

Supervisory principles and practices, including work planning, assignment, review, evaluation, training and motivation.

Business computer user applications, particularly as related to scheduling, analysis, data management and report production.

Statistical analysis techniques and formulae.

Skill in:  
Quality control for content, compliance, efficiency, accuracy and format.

Planning, assigning, and reviewing the work of assigned staff.

Selecting, training, mentoring and motivating assigned staff. 
Implementing and interpreting goals, objectives, work rules, policies, collective bargaining agreements, procedures and work standards. 

Analyzing, modeling and scheduling train service and staffing requirements.

Preparing, maintaining and reviewing documents, records and reports regarding scheduling.

Exercising sound judgment within general policy guidelines.

Establishing and maintaining effective working relationships with those contacted in the course of the work.

Coordinating multiple projects and meeting critical deadlines.

Working effectively with multifaceted problems under stressful conditions independently or in a team situation.

MINIMUM QUALIFICATIONS 

Education:       
Possession of a high school diploma, GED or recognized equivalent.  

Experience:  
Four (4) years of (full-time equivalent) verifiable experience in public transit or operational scheduling or in administrative, management, systems or operational or other similar analyses, which must have included two (2) years of direct Scheduling Analyst experience. Lead or supervisory experience is desirable.  Full time experience will have priority.
Other Requirements:
Must possess a valid California driver’s license and have a satisfactory driving record.

Must be able to work off-shift hours for specific assignments.

Substitution:  
College level coursework in business and/or public administration or a closely related field may be substituted for the experience on a year for year basis up to a maximum of one year.
Environmental Conditions:
Office environment; exposure to computer screens

Physical Conditions:
Requires maintaining physical condition necessary for walking, standing or sitting for prolonged periods of time.

EEOC Code:
  

Safety Sensitive Designation: 
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