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Supervisor, Vehicle pispatching (A)

1. FBUNCTIONAL PURPOSE

Supervises and coordinates all local dispstching
actiVitleﬁ of vehicles on scheduled and non-scheduled

Tuns; ensures efficient and timely movemant of the mails.

i1, RESPONSIBILITY FOR

1, Publie Contact

Has regular contact with drivers of customer vehicles and

with large volums mailers regazrding mail pick up.
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W RESPOMSBILITY FOR (Castinand)

.lLExarcises supervisory respo

3 Asssis ﬁ'tdmasﬂawﬂuubuﬂuh;
nsibility for proper use and protective

care of aquipment of a3 large value.

3, Persennc!

Takes personnel actions for and supervisss a mediun-sized

workforce.

4. Vark of Othery

5. Budgnt

£ Saleiy

rrercises a normal regard for the safety of self and others with

particulaz emphasis for ensuring employee compliance with

astablizhed safaty policy and procedures.
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[~ i¥. AEGUIREMENTS FOR POMITION

[ 1. Disciplines Acquired threogh Formal $chooling o Treining

1° secondary level understanding of basic subjects.

2. Lxpenrence
Moderate experience as a vehicle opsrator, and in the utilization

and dispatching of vehicles and office administration.

Well-developed human relations and communications skills.

2, Physicsl Regquirements

4, Other Dexireble Chargoteriatios and Skills

Y. HORRAL WORKING COMDITIONS

A normal office environment with daily trips to the garage

or dock arei.

V. DECREY OF DIRECTION OR SUPER¥ISION RS OUIRED

Divarsified procedures and standards under general supervision.

71l NORMALLY WPLRYISED BY

Manager, Fleet Operations; or other designated Supervisor.
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11, DUTIES PARTORMED IN EXECUTING THE RESPONSIBILITIES 2/ 8- s
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Assasscs'xhc mail voluma and ensures employee and vshicle

availability to meet dispatch requirements.

Rercutes and reschedules vehicle runs to meet emergencies

and to ensure the timely movement of the mails.

Assigns the vehicles, issues the schedules, kays and truck

record card. Takes the nacessary action to provide

replacement vehiclas when disabling road calls occur.

Inspects incoming and outgoing vehiclss to ensure the

propex utilization of vehicles, mail destination, and

security.

Provides on-the-job training and orientation for new

employees,

Maintains records on all vehicles, verifies the entries

made on vahicle racord cards by drivers, and prepares

reports.

Enters timekéeping information into the postal source

data system and prapares the man-hour reports.

Maintains the control board showing lecation of vehiclae

sguipment and vehiclaes. .




