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DEFINITION

Under general supervision, provides real-time monitoring of vehicle make-up of District revenue vehicles; enters system failure data; maintains and accesses varied information regarding revenue vehicle operations; provides data support in a highly integrated, sensitive and centralized operations control work environment; and performs related work as assigned.

CLASS CHARACTERISTICS

This class provides information support to both operations and maintenance staff by using a computerized tracking and information system to maintain detailed records regarding the current operating status of revenue vehicles.  The class is distinguished from other office support classes in that the duties relate specifically to records, logging and tracking revenue service vehicle and equipment status on a real-time multiple shift basis.

EXAMPLES OF DUTIES

1. Identifies and tracks the location, configuration and status of revenue service vehicles.

2. Determines which track and yard the train departs from; records such information by logging it into a computerized data management system, inputting such information as equipment number, location and configuration;

3. Records and logs details regarding equipment failures or service incidents into the computerized maintenance and reliability information system;

4. Transmits trouble or incident information to maintenance crews or shops using an on‑line computer terminal;

5. Reviews computer‑produced status reports for discrepancies and tracks down and corrects obvious errors; verifies the accuracy of offload and vehicle removal reports; 

6. Transcribes specified information from the computer‑produced reports onto logs and forms;

7. Prepares a variety of operational and reliability reports, compiling information provided by central operations, station operations, maintenance and police services; 

8. Assists in preparing daily, weekly and periodic reports, which includes using standardized statistical formulae to make arithmetic calculations;

9. Monitors train movements using a headset and through visually monitoring central train control computer  displays;  

10. Provides  equipment  identification  and location information to operations, maintenance and other departments during emergency operations;

11. Provides emergency notification to all towers; performs a variety of general office support work such as typing, filing, maintaining records, researching information, and producing reports and operating copy reproduction equipment.
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QUALIFICATIONS

Knowledge of:

Standard office practices and procedures, including filing and record keeping practices;  basic business data processing principles including the use of an on‑line computer terminal; basic business arithmetic and record keeping; familiarity with train and track procedures, designs and functions.

Skill in:
Understanding and applying oral and written directions; maintaining accurate computer‑based and manual logs and records;  making accurate arithmetic calculations; establishing and maintaining effective working relationships with those contacted in the course of the work;  using initiative and independent judgment within established guidelines;  communicating clearly and effectively in English, over the telephone or through an on‑line computer system; typing accurately at a rate of 50 net words per minute from printed copy and entering data accurately into a computerized record maintenance system; reacting quickly and appropriately in unusual or emergency situations.

Ability to: 

Quickly learn the normal timing and flow of revenue vehicles and the operational procedures associated with normal revenue operation.

Other Requirements: 

Must be willing to work weekends, holidays and off‑hours shifts.

MINIMUM QUALIFICATIONS:

Equivalent to graduation from high school and four years of general clerical experience which has included entering data into an on‑line computerized records system.  Experience working in a real-time operating environment is desirable.
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