	

	 


	Information Center Representative 



	




	Department:   External Relations 
	Job Status:   Full Time 

	FLSA Status:   Non-Exempt 
	Reports To:   External Relations Manager 

	Work Schedule:  Varies  
	Amount of Travel Required:   None 

	Positions Supervised:  None 
	Revised: 12/2015 

	
	



POSITION SUMMARY 
Provides customer service and support to include scheduling/system information, fare sales and the documentation and relaying of customer comments. 
ESSENTIAL FUNCTIONS 
· Document and reconcile fare sales. Prepares bulk ticket orders as needed and completes the appropriate paperwork. Works in conjuction with the finance department regarding invoicing. 
· Key contact for customers in regard to compliments, complaints, requests for service, etc. Elevates information as required to the appropriate person/department for follow-up. 

· Respond to customer questions and concerns in person, over the telephone by email and/or US Mail. 

· Provides information regarding routes, schedules, and trip planning for customers. 

· Produces identification cards for ADA and reduced fare-eligible passengers. 

· Maintain Lost And Found program. 

· Other duties as assigned.

Reasonable Accommodations Statement 
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. Reasonable Accommodations may be made to enable qualified individuals with disabilities to perform the essential functions. 

POSITION QUALIFICATIONS 
Competency Statement(s) 
· Accountability - Takes personal responsibility for the quality and timeliness of the work performed. Achieves results with little oversight.
· Communications - Ability to communicate effectively with others both orally and in writing.

· Customer Service - Ability to take care of the customers’ needs while following company procedures.

· Diversity Oriented - Works effectively with leadership and others to recognize the importance of having and valuing a diverse workgroup.

· Ethics & Integrity - Earns others' trust and respect through consistent honesty and professionalism in all interactions.

· Reliability - Prompt and dependable. At work as scheduled. Plans ahead and communicates scheduling concerns to leadership.

· Responsibility - Ability to be held accountable for the work performed and taking responsibility for your actions.


SKILLS & ABILITIES 
Education: High School Diploma or equivalent

Experience: One to two years related experience 
Computer Skills 
Basic computer skills to include Microsoft Office. Ability to learn systems as required. 

PHYSICAL DEMANDS
Employee must occasionally lift or move up to 25 pounds for movement of boxes, files or other items. May also include frequent bending, stooping, squatting, pushing and pulling.  Employee is required to perform job duties in accordance with existing health and safety procedures and policies. 

While performing the duties of this job, the employee is regularly required to sit for extended periods. The employee is frequently required to walk and stand.  Use of hands and arms is necessary to reach or use various tools or objects. Specific vision abilities required by this job include close vision and ability to adjust focus.  

Employee Signature: ____________________ Date: ______________ 
The Rapid has reviewed this job description to ensure that essential functions and basic duties have been included. It is intended to provide guidelines for job expectations and the employee's ability to perform the position described. It is not intended to be construed as an exhaustive list of all functions, responsibilities, skills and abilities. Additional functions and requirements may be assigned by supervisors as deemed appropriate. This document does not represent a contract of employment, and The Rapid reserves the right to change this job description and/or assign tasks for the employee to perform, as The Rapid may deem appropriate. 
