
Job Announcement: 
 

Director of Transportation 
Variable Hour Position 

 

Responsibilities of the successful candidate will 
include, but are not limited to, the management of 
daily operations for a 4 vehicle fleet operating from 
May to October including record keeping, grant 
application/ accounting/reimbursements, supervision 
and scheduling of drivers/dispatchers, budget 
development/implementation including capital 
improvement projects, and preparing work orders for 
trolley maintenance and repairs. 
 

Candidate must be computer proficient and have 
demonstrated communication, supervisory and 
procurement skills.  Salary is dependent on 
qualifications.  For a complete job description, please 
call 757-336-6519 
 

Send confidential letter of application, resume and 
references to: 

Town Manager 
Town of Chincoteague, Inc. 

6150 Community Drive 
Chincoteague Island, VA  23336-2400 

 

All applications must be received no later than the 
close of business on August 9, 2013 



DIRECTOR OF PUBLIC TRANSPORTATION  
Part Time Position 

(Annual Salary $9,000 - $14,000) 
 

GENERAL DEFINITION AND CONDITIONS OF WORK: 
The position must comply with all provisions in the current version of the Town of Chincoteague employee policy 
handbook. Performs complex professional and difficult administrative work overseeing the trolley system: does related 
work as required. Work is performed under general supervision. Supervision is exercised over all trolley personnel.  

This is sedentary work requiring the exertion of up to 20 pounds of force occasionally and a negligible amount of  
force frequently or constantly to move objects; work requires climbing, crouching, reaching, standing, walking.  
fingering, grasping, and repetitive motions; vocal communication is required for expressing or exchanging ideas by  
means of the spoken word; hearing is required to perceive information at normal spoken word levels; visual acuity is  
required for preparing and analyzing written or computer data, visual inspection involving small defects and/or small  
parts, assembly or fabrication of parts at or within arm’s length, operation of machine, operation of motor vehicles  
or equipment, determining the accuracy and thoroughness of work, and observing general surrounding and  
activities; the worker is subject to inside and outside environmental conditions, extreme cold, noise, hazards, and  
atmospheric conditions.  

ESSENTIAL FUNCTIONS/TYPICAL TASKS: 
Planning, organizing and directing the public transportation system, responsible making sure all maintenance 
and repair of trolley system records are kept up; keeping up with RTAP changes; coordinating work with 
other departments and Town Manager; maintaining records and files; preparing reports.  
Plans, organizes, directs and coordinates the activities of all Public Transportation;  
Plans, schedules and manages department's workload;  
Ensures projects comply with town standards; ensures quality control of projects;  
Designs projects; prepares bid specifications and bid package for support service contracts;  
Ensures project comply with specifications;  
Purchases materials and supplies for the department;  
Prepares a variety of correspondence concerning department operations: enforcement of town policies, inter-agency 
communications, civic groups and other individuals or agencies;  
Participates in the selection of private contractors for services;  
Makes field inspections of public transportation projects to ascertain status; maintains quality control;  
Establishes operating policies and procedures;  
Monitor progress on public transportation projects and other capital improvements; Provide technical 
and administrative support to committees; 
Handles correspondence, prepares a wide variety of reports on department activities as requested; 
Recommends operational changes to the Town Manager;  
Evaluates employee performance; takes disciplinary action; hires employees for department, subject to Town 
Manager's approval; Direct Department during Town wide emergencies such as hurricane and floods; 
Receives citizen inquiries or complaints and handles appropriately;  
Prepares department budgets and monitor their expenditures;  
Performs related tasks as required.  
 
KNOWLEDGE, SKILLS AND ABILITIES: 
Comprehensive knowledge of the practices of public transportation, comprehensive knowledge of municipal public 
transportation planning; ability to review and analyze public transportation: ability to formulate comprehensive 
operational policies and procedures: ability to prepare technical reports: ability to supervise the work of staff; ability to 
establish and maintain effective working relationships with Town officials, other public officials, associates, State and 
Federal agencies, and the general public; Skill in the operation of standard office and word processing equipment 
(Excel and Word). 
 
EDUCATION AND EXPERIENCE:  
Any combination of education and experience equivalent to graduation from an accredited college or university with  
major course work in accounting or related field and extensive experience in a responsible position in the  
supervision of people.  

SPECIAL REQUIREMENTS:   
Possession of a driver's license valid in the Commonwealth of Virginia. 
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