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Position Description

 (For electronic versions of this document, please use the tab key to move from field to field) 
	Position Title: 
	Operations Manager
	FLSA Classification: 
	Exempt

	Department / Location: 
	Operations/New Bedford
	Job Code:
	

	Completed By: 
	Human Resource
	Date: 
	July 2026



	Title of this Position’s Supervisor: 
	Assistant General Manager of Operations



	Job Title(s) of Employees that Directly Report to this Position: 
	Operations Supervisors, Vehicle Operators, Dispatchers, Schedulers, Terminal Supervisors, Asst. Demand Response Supervisors, Call Center Agents, Ticket Agents

	Total Number of Employees (direct or through subordinates) Supervised by this Position: 
	95+



	Job Purpose or Scope: 
	Oversees daily activities of New Bedford and Fall River bus operations to ensure that each location is being properly operated for the safety and security of our passengers. 

This position does require an on-call rotation schedule. 

This is not a safety-sensitive position subject to the rules and regulations of the Drug and Alcohol Policy. This position is subjected to the Drug Free Workplace Policy. 




	Major
Responsibilities: 
List in order of 
importance 
	1) 
	Assumes first-line supervision of agency employees. Ensures company policies and procedures are followed.

	
	2) 
	Assists the AGM-Operations in the day-to-day operational oversight of location operations including routing/scheduling, FTA and MASSDoT compliance, safety and security of buses and facilities.

	 
	3) 
	Ensures drivers have the daily documentation necessary to complete their routes. 

	
	4) 
	Coordinates the dispatching, in-service monitoring, and turn-in activities involved in daily transit operations. Acts as an emergency back up member of Dispatch or Scheduling Team.

	 
	5) 
	Completes necessary daily, weekly, and/or month reports for agency.

	
	6) 
	Properly document accidents or incidences, respond in emergency if necessary, and communicate with the safety department pertaining to the accidents and incidences.

	
	7) 
	Monitor operations to ensure that staff members comply with administrative policies and procedures, safety rules, union contracts, and government regulations.

	
	8) 
	Participate as needed in safety meetings, labor-management meetings, IT and software implementation meetings, and other operational or administrative meetings. Meet with employees individually to address safety, performance, attendance, policy compliance, and other workplace matters to support efficient and effective operations.

	 
	9) 
	Assists the AGM-Operations to communicate with Finance and HR to develop manpower requirements for dispatchers, operators, and assists with evaluating trip patterns for run structure revisions.

	
	10) 
	Tracks and maintains employee attendance system, processes driver and operations staff vacation requests. Maintains, orders necessary driver and staff uniforms.

	
	11) 
	Monitors and evaluates Operations activities.  Includes vehicle on-time statistics, missed runs, revenue/cost data, total work hours, total pay hours, customer complaint data, road call data, and other operations related functions.

	
	12)
	Performs all other duties as assigned and may assist with other areas of the agency based on needs.
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Position Description

	Describe level of decision making and list examples of common decisions made:
	· Define problems, collect data, establish facts and draw valid conclusions
· Manage and monitor daily operations
· Investigation of complaints, determines outcomes, implement appropriate disciplinary action
· Demonstrates customer service skills at public feedback meetings to improve overall service




	Minimum Education & Certifications Required: 
	A Bachelor’s degree in business/public relations or related field. 5-years of high performing road supervisor experience can be used in lieu of college degree.




	Experience & Skills Required: 
	· A minimum requirement of at least three to five years relevant transportation experience.
· Two of which must be in a supervisory capacity.
· Ability to make decisions independently, set priorities, develop individual goals, measure progress, implement rewards or discipline as required.
· Ability to use diplomacy and tact in dealing with clients, peers and subordinates.
· Excellent written and verbal communication skills; interpersonal and communication skills.
· Ability to build and motivate teams.



	Physical Requirements & Working Conditions (include amount of travel): 
	· [bookmark: OLE_LINK1]May work extended hours including weekends in accordance with business needs.
· Must have the ability to climb, stand, walk, stoop, kneel, crouch or crawl when required.  
· Must have good visual ability in order to complete tasks.  
· Area may be warm in summer and cold in winter.   
· Be able to read and write and speak English.



	List any additional measures applicable to this position (Revenue, Headcount, # of buses; Budgets $ etc.):
	




	Nothing in this job description restricts management’s right to assign or reassign duties and responsibilities to this job at any time. This job description reflects management’s assignment of essential functions, it does not prescribe or restrict the tasks that may be assigned. 




I have been issued a copy of the employee description and job duties and I have read and understand them.  I further understand that any violation of these duties may result in disciplinary action as outlined in the general work rules.

Name:										Date:			
	
DISCLAIMER STATEMENT
The above statements are intended to describe the general nature and level of work performed.  These are not intended to be construed as an exhaustive list of all responsibilities, duties and skills required of personnel so qualified.		
Updated July 2026
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