Sacramento Regional Transit District iy

Title: Assistant Planner
FLSA Status: Non-Exempt

BRIEF DESCRIPTION:

The purpose of this position is to provide supjo#dll aspects of short-range and long-range
planning. This is accomplished by monitoring, gmaig, and reporting ridership, estimating
current demand, formulating recommendations fodpctive service, reviewing development
project proposals, land use plans and other plgmhdcuments, consulting with other
departments, external agencies, officials, andymeral public, and producing related analyses
and reports.

ESSENTIAL FUNCTIONS:

Note: This information is intended to be descviptdf the key responsibilities of the position. eTitst of essential
functions below does not identify all duties penfied by any single incumbent in this position. Audially, please
be aware of the legend below when referring toptingsical demands of each essential function.

(S) Sedentary| (L) Light (M) Medium (H) Heavy

(V) Very Heavy

Exerting up to 10 Ibs.
occasionally or negligible
weights frequently; sitting

most of the time.

Exerting up to 20 Ibs.
occasionally; 10 Ibs.
frequently; or negligible
amounts constantly; OR

Exerting 20-50 Ibs.
occasionally; 10-25 Ibs.
frequently; or up to 10 lbs
constantly.

Exerting 50-100 Ibs.
occasionally; 10-25 Ibs.
frequently; or up to 10-2Q
Ibs. constantly.

Exerting over 100 Ibs.
occasionally; 50-100 Ibs.
frequently; or up to 20-50

Ibs. constantly.

requires walking or standing
to a significant degree.

% of Time
30%

Essential Functions

Maintains and improves data systems by congpazompiling,
monitoring, and updating data sources, monitorguyigacy of
automatic passenger counters, monitoring accurelectronic
fare box data and initiating programs to reduce eser when
warranted, and examining, testing, and formulasiolgtions and/or
recommendations for new technology adoption, inolyd
processing/cleaning software.

# Code
1 S

S Assists in development review process by regalimd reviewing 30%
development review applications, generating respobased on

District guidelines and policies, tracking prograssl issues of
development review applications, and utilizing ajgprate

software to verify distances to bus stop locatiand light rail.

S Prepares reports, analysis, and studies akhgedata by 20%
manipulating, correlating, interfacing, and expagdprojected
ridership data from different sources and orgagizesulting data

into a reusable format by staff.

S Compiles planning research data by conductidgaaalyzing 20%
data research, researching planning library, rewvigwngineering

and construction plans, and responding to subseéauepuiries.
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JOB REQUIREMENTS:

-Description of Minimum Job Requirements-

Formal Education

Work requires broad knowledge gemaeral professional or technical
field. Knowledge is normally acquired through f@¢dy years of an
accredited college or university resulting in a Bzlor's degree or
equivalent in Planning, Environmental Studies czlated field.

Additional directly related experience beyond thaimum requirement
may substitute for the required education basetthematio of one and a
half (1.5) years of experience for each (1) yeagdfcation.

Collaboration Skills

Experience No experience is required; however sexperience performing
planning related tasks is desirable.

Supervision Work requires the occasional directibhelpers, assistants, seasonal
employees, interns, or temporary employees.

Human Decisions regarding implementation of policies rbaymade. Contact

may involve support of controversial positionstw hegotiation of
sensitive issues or important presentations. Ctsitaay involve
stressful, negative interactions with the publiguieing high levels of
tact and the ability to respond to aggressive p@esonal interactions.

Freedom to Act

The employee normally performs thigy dssignment after receiving
general instructions as to methods, proceduresdasided end results.
There is some opportunity for discretion when mglgelections among
a few, easily identifiable choices. The assignmentsually reviewed
upon completion.

Technical Skills

Skilled: Work requires a compresign, practical knowledge of a
technical field with use of analytical judgment afetision-making
abilities appropriate to the work environment af tirganization.

Budget Position has no fiscal responsibility.

Responsibility

Reading Advanced - Ability to read literature, bepkeviews, scientific or
technical journals, abstracts, financial repontsl/ar legal documents.
Ordinarily, such education is obtained in at thibkeg level or above.
However, it may be obtained from experience anfdstetly.

Math Intermediate - Ability to deal with a systerreal numbers; and
practical application of fractions, percentagesops#proportions and
measurement. Ordinarily, such education is obtaindnigh school up to
college. However, it may be obtained from expergeand self-study.

Writing Intermediate - Ability to write reports, gpare business letters,

expositions, and summaries with proper format, fuaton, spelling,
and grammar, using all parts of speech. Ordinasiigh education is
obtained in high school up to college. Howevemay be obtained from
experience and self-study.

Certification &
Other Requirements
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KNOWLEDGE

* Business administration concepts

« Administrative guidelines and manuals related tmgpems and policies

* National Environmental Policy Act (NEPA) and Catifita Environmental Quality
Act (CEQA) requirements

* Available information and data sources

« Current and future transit services, including exgsservice, bus stop locations,
and system expansion plans

« Data collection procedures

« Database principles, statistical sampling methadd, mathematical calculations

» Department's long range planning program activities

* Filing and document storage and retrieval methods

* FTA regulations concerning the National Transitdbaise Report

* General transit planning concepts

* Land use planning practices and principles, inclgdimart growth principles

» Laws regulating scheduling practices

e Local agencies’ applicable planning laws, zoningutations, and adopted plans

» Other agencies’ major program policies and procesiur

» Transit planning concepts

» Transit principles, practices, procedures, measen¢snand information sources

SKILLS

« Advanced word processing, spreadsheet, presamtatito database software
« Specialized software related to functional area

ABILITIES

» Learn the District’s policies, procedures, prograpians, and transit issues

* Communicate effectively orally and in writing.

* Research, collect, tabulate, manipulate, evaluaddrgerpret data pertaining to
planning

* Prepare written reports and verbal presentations

» ldentify and understand the needs of the publiequested information

» Understand contract billing terms to establishhitieng for each special service

* Understand, interpret, and analyze data withirctiregext of given information

» Establish, maintain, and foster positive and haimaworking relationships with
those contacted in the course of work

* ldentify the relevant personnel in local agencgesdordinate actives

* Obtain appropriate background information priopé&sticipation in meetings with
agencies and the public
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OVERALL PHYSICAL STRENGTH DEMANDS:
-Physical strength for this position is indicateddow with “X"-
Sedentary X | Light Medium Heavy Very Heavy

Exerting up to 10 Ibs.
occasionally or negligible]
weights frequently;
sitting most of the time.

Exerting up to 20 Ibs.
occasionally, 10 Ibs.
frequently, or negligible
amounts constantly OR
requires walking or standing
to a significant degree.

Exerting 20-50 Ibs.
occasionally, 10-25 Ibs.
frequently, or up to 10

Ibs. constantly.

Exerting 50-100 Ibs.
occasionally, 10-25 Ibs.
frequently, or up to 10-2¢
Ibs. constantly.

Exerting over 100 Ibs.
occasionally, 50-100 Ibs.
frequently, or up to 20-50

Ibs. constantly.

PHYSICAL DEMANDS:

C F @) R N
Continuously Frequently Occasionally Rarely Never
2/3 or more of the time. From 1/3 to 2/3 of the time. Up to 1/3 of the time. Less than 1 hour per week Never occurs.

Note: This is intended as a description of the tayjob is currently performed. It does not addréne potential

for accommodation.

-Physical Demand- -Frequency- -Brief Description-
Standing @] Making presentations; communicating watworkers;
observing work site

Sitting C Desk work; meetings; driving

Walking F To other departments/office; around waitk

Lifting O] Supplies; equipment; files

Carrying O Supplies; equipment; files

Pushing/Pulling O File drawers; equipment; tablas ehairs

Reaching R Supplies; files

Handling C Paperwork

Fine Dexterity C Computer keyboard; telephone kedypalculator

Kneeling R Filing in lower drawers; Retrieving items from lowe
shelves/ground

Crouching R Filing in lower drawers; Retrieving items from lowe
shelves/ground

Crawling N

Bending R Filing in lower drawers; Retrieving items from lowe
shelves/ground

Twisting R From computer to telephone; gettingdesiehicle

Climbing R Stairs; step stools

Balancing R On step stools

Vision C Reading; computer screen; driving; obsagwivork site

Hearing F Communicating via telephone/radio to arkers/public;

listening to equipment

Talking F Communicating via telephone/radio to corkers/public

Foot Controls R Driving

Other None

(specified if applicable)

MACHINES, TOOLS, EQUIPMENT, SOFTWARE, AND HARDWARE:

Telephone, fax, calculator, copier, vehicle, digi@mera, scanner, computer and associated
hardware and software.
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NI 74
ENVIRONMENTAL FACTORS:
C F O R N W M S N
Continuously | Frequently | Occasionally Rarely Never Daily Several Several Seasonally Never
Times Per Times Per
Week Month

-Health and Safety Factors-

-Environmental Faetors

Mechanical Hazards

Respiratory Hazards

Chemical Hazards

Extreme Temperatures

Electrical Hazards

Noise and Vibration

Fire Hazards

Wetness/Humidity

Explosives

Physical Hazards

ZlNnl=

Communicable Diseases

Physical Danger or Abuse

Other (see 1 below)

R
N
N
N
N
N
R
N

(1) N/A

PROTECTIVE EQUIPMENT REQUIRED Safety equipment (hard hat, orange vest) if

near tracks or in high traffic areas

NON-PHYSICAL DEMANDS:

F

Frequently
From 1/3 to 2/3 of the time

O

Occasionally
Up to 1/3 of the time

Rarely

Less than 1 hour per week

N

Never
Never occurs

-Description of Non-Physical Demands-

-Frequency

Time Pressure

Emergency Situation

Frequent Change of Tasks

Irregular Work Schedule/Overtime

Performing Multiple Tasks Simultaneously

Working Closely with Others as Part of a Team

Tedious or Exacting Work

Noisy/Distracting Environment

Other (see 2 below)

£lojo|nmo oz

(2) N/A

PRIMARY WORK LOCATION:

Office Environment X Vehicle
Warehouse Outdoors
Shop Other (see 3 below)

Recreation/Neighborhood Center

(3)N/A

The above statements are intended to describeetierg nature and level of work being performednlyviduals
assigned to this position. They are not intendetid an exhaustive list of all responsibilitiestiels; and skills
required. This description is subject to modificatas the needs and requirements of the positiange.
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