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FUNCTION ARPROVAL
“SCNATURE TITLE BINE
JOB EVALUATION APPROVAL
SidnATURE . TITLE DAYE
o
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JOB TITLE

Supervisor, Vehicle Dispateching (B)

. FUNCTIONAL PURPOSE

Supervises and coordinates all local dispatching activities
of vehicles on scheduled and non-scheduled runs; ensures

efficient and timely movement of the mails.

il REIPONUBILITY FOR

1. Public Comtact

Has regular contact with drivers of customer vehicles and

with large volume mallers regarding mail pick up.
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. — U, RESPONSIBILITY FOR (Cantineed)
2. Assets (Facilities Equipments Meterials /Cank) ) ) .
Exercises supervisory responsibility for proper use and
protective care of equipment of a large value. i
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3. Perscanal M e
Takes personnel actions for and supervises a large to very 0
large number of motor vehicle operators and/or tractor- :‘.:c'
T W ey
trailer operators. i%
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5. Safeiy iy A
. i
Exercises s normal regard for the safety of self and others X
with particular emphesis for ensuring employed compliance 1%
fe
with =stablished safety policy and procedurss. g%
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[ Wt DUTIES PERPORMED IN EXECUTING THE RE sigiLiTIES -

LT 1. )
Assesses the mail volume and ensures employee and vehicle

- availability to meet dispatch requiremants.

2. Reroutes and reschedules vehicle runs to meet emergencies

and to ensure the timely ‘movement of the mails.

¢ 3. Assigns the vehicles, issues the schedules, keys and truck
cecord card. Takes the necessary action ¢o provide

replacement vehicles when disabling road calls occux.

4. Inspects incoming and outgoing vehicles to ensurs the
proper utiljzation of vehicles, mail destinitiom and

security.

5. Provides on-the-3iob training and orientation for new

SR employees. '

6. Maintains records on all vehicles, verifies the entries
made on vehicle record cafgds by drivers, and prepares

reports.
7. Enters timekeeping information into the postal source

data system and prepares the man-hour reports.

§. Maintains the control board showing location of vehicle

squipment and vehicles.
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1. Disgiplines Acquised tweough Formal S ehooling or Tralning ,t\.,'. '.’,‘,, L]

Secondary level understanding of basic subjects.

1. Exprrioncs "

! Moderate experience as vehicle operator, and in the utilization R ‘
of vehicles, dispatching of vehicles and office administration. {.
Well-developed human relations and cowmunications skills. -
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3. Pnvsical Reguirements .

4, Othar Desirable Characteristios and Skills
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V. HORMAL WORKING CONOTTIONS

ok

A normal office enviromment with daily trips te the garage or ;
’ b

dock area. . - s
i Vi- DECREE OF DIRECTION O& SUPERVISION REQUIRED 3
piversified procedures and standards under general supervision. g
- "
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¥ii, NURMALLY SUPERVISED BY -

Manager, Fleet Operations; or other designated Supervisor.
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