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POSITION TITLE: Transportation Program Manager

POSITION OBJECTIVE: Manage VEAP’s Transportation Program as it relates to the agency’s mission.

POSITION RESPONSIBILITIES: 

PROGRAM MANAGEMENT

·  Manage transportation routes.

·  Supervise routine van maintenance with volunteers.

· Maintain client database as it relates to the Transportation Program.

·  Provide statistical reports for VEAP and regulatory agencies.

·  Comply with appropriate regulatory agency guidelines.

·  Evaluate program in relation to agency’s mission.

· Create/update client policies and procedures.

· Modify transportation policies and procedures according to evaluation process

CASE MANAGEMENT
· Screen/process applicants’ request for service.

·  Provide information and referral.

·  Manage transportation arrangements with family, medical and social service agencies.

FINANCIAL MANAGEMENT

· Prepare Transportation budget. 

· Maintain program expenses within the VEAP approved budget.

· Have working knowledge of agency budget.

VOLUNTEER MANAGEMENT      

·  Provide training and education for transportation volunteers.

·  Supervise transportation volunteers.
COMMUNITY RELATIONS

· Maintain collaborative relationships with other organizations that relate to the Transportation Program.
· Work with Public Relations Staff to ensure updated information on Transportation Committee.

· Represent VEAP on various task forces and groups that relate to program.
CONTINUING EDUCATION

· Attend workshops, conferences and classes related to seniors, disabilities and transportation, in order to stay current on trends in programs, services and skills needed to perform job.

GENERAL ADMINISTRATION

· Ensure that information on VEAP and its programs is available for clients, volunteers, donors and other interested parties.

· Help with general office tasks as needed.

Experience/Qualifications: Gerontology or social service related field - Public interaction and communication skills (written and verbal) - Detail oriented and well organized - Knowledge of scheduling and routing a plus -Good problem solving skills -Ability to provide Volunteer direction -Work independently and as a team -Working knowledge of Microsoft Word, Access, Excel 

Bachelor’s degree preferred or 2-year degree with 1-2 years experience in social service programs

How to Apply: no phone calls please
Email to Frances Lubecke, Program Director, francesl@veapvolunteers.org or
Fax to Frances Lubecke, Program Director, at 952-881-8322

Mail to Frances Lubecke, Program Director, 9728 Irving Ave So. Bloomington, MN  55431 
Blythe, David
Exempt: 	 	Salaried


Hours:		Full Time


Reports to: 	Program Director


Salary Range:  	$37,000 – $42,000


Benefits:  	Fully funded








