Central Transportation Planning Staff to the Boston Region Metropolitan Planning Organization
Job Description

Job Title _________________________________	Group/Team __________________________
Reports to _______________________________	Effective Date _________________________
Job Track _______________________________				

Job Summary
Example:
The Director of Finance and Operations will oversee and assist employees in the performance of their job duties such as responding to public inquiries and resolving issues or complaints.

Essential Functions/Responsibilities
Examples:
· [bookmark: _heading=h.gjdgxs]Recruits, interviews, hires, and trains new staff 
· [bookmark: _heading=h.30j0zll]Oversees the daily workflow of the department
· Provides constructive and timely performance evaluations  
· Handles discipline and termination of employees in accordance with company policy 
· [bookmark: _heading=h.1fob9te]Performs other related duties as assigned 

Supervisory Responsibilities
If any, list the supervisory responsibilities for this position.

Required Skills/Abilities 
[bookmark: _heading=h.3znysh7]Examples: 
· [bookmark: _heading=h.2et92p0]Excellent verbal and written communication skills 
· [bookmark: _heading=h.tyjcwt]Excellent interpersonal skills
· Excellent organizational skills and attention to detail
· Excellent time management skills with a proven ability to meet deadlines
· [bookmark: _heading=h.4d34og8]Strong analytical and problem-solving skills
· Strong supervisory and leadership skills
· Ability to prioritize tasks and to delegate them when appropriate
· [bookmark: _heading=h.2s8eyo1]Proficient with Microsoft Office Suite and Google Suite



Preferred Skills/Abilities 
Example: 
· Experience working on project management platforms (e.g., Asana, Deltek)

Required Education and Experience
Examples:
· A bachelor’s degree in a related field or three years of full-time, or equivalent part-time, professional experience in a similar field

Physical Requirements 
Examples:
· Prolonged periods of sitting at a desk and working on a computer
· Must be able to lift up to 15 pounds at times

Travel Requirements
[bookmark: _heading=h.3rdcrjn]Example:
· Ability to arrange transportation to meetings in different parts of the Boston metropolitan region

Work Authorization Requirements
The employee must have legal authorization to work in the United States.

Equal Employment Opportunity Statement
The Metropolitan Area Planning Council (MAPC) is the fiduciary agent for the Central Transportation Planning Staff (CTPS) and legally employs its staff. MAPC and CTPS are Equal Employment Opportunity employers that take pride in the diversity of their workforces. MAPC participates in the E-Verify system to confirm employment eligibility.

Other Duties
[bookmark: _heading=h.17dp8vu]Please note, this job description is not designed to cover or contain a comprehensive listing of activities, duties, or responsibilities that are required of the employee for this job. Duties, responsibilities, and activities may change at any time with or without notice.

