
 
 

SANTA CRUZ METROPOLITAN TRANSIT DISTRICT (METRO) 
BOARD OF DIRECTORS AGENDA 

REGULAR MEETING 
AUGUST 23, 2019  – 9:00 AM 

METRO ADMIN OFFICES  
110 VERNON STREET, SANTA CRUZ, CA   

 
MISSION STATEMENT: “To provide a public transportation service that enhances personal 
mobility and creates a sustainable transportation option in Santa Cruz County through a cost-
effective, reliable, accessible, safe, clean and courteous transit service.” 

The Board Meeting Agenda Packet can be found online at www.SCMTD.com and is available for 
inspection at METRO’s Administrative offices at 110 Vernon Street, Santa Cruz, California.  

This document has been created with accessibility in mind. With the exception of certain 3rd party 
and other attachments, it passes the Adobe Acrobat XI Accessibility Full Check.  If you have any 
questions about the accessibility of this document, please email your inquiry to 
accessibility@scmtd.com 

The Board of Directors may take action on each item on the agenda.  The action may consist of 
the recommended action, a related action or no action.  Staff recommendations are subject to 
action and/or change by the Board of Directors.  

 

BOARD ROSTER 
Director Ed Bottorff    City of Capitola 
Director Trina Coffman-Gomez  City of Watsonville 
Director Aurelio Gonzalez    City of Watsonville 
Director John Leopold    County of Santa Cruz 
Director Donna Lind    City of Scotts Valley 
Director Cynthia Mathews   City of Santa Cruz  
Director Bruce McPherson   County of Santa Cruz 
Director Donna Meyers   City of Santa Cruz  
Director Larry Pageler     County of Santa Cruz  
Director Dan Rothwell    County of Santa Cruz 
Director Mike Rotkin    County of Santa Cruz 
Ex-Officio Director  Alta Northcutt  Cabrillo College  
Ex-Officio Director Stephen Preston  UC Santa Cruz 
 
Alex Clifford     METRO CEO/General Manager  
Julie Sherman     METRO General Counsel 

TITLE 6 - INTERPRETATION SERVICES / TÍTULO 6 - SERVICIOS DE TRADUCCIÓN 
Spanish language interpretation and Spanish language copies of the agenda packet are available 
on an as-needed basis. Please make advance arrangements with the Executive Assistant at 831-
426-6080. Interpretación en español y traducciones en español del paquete de la agenda están 

mailto:accessibility@scmtd.com
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disponibles sobre una base como-necesaria. Por favor, hacer arreglos por adelantado con 
Coordinador de Servicios Administrativos al numero 831-426-6080. 

AMERICANS WITH DISABILITIES ACT 
The Board of Directors meets in an accessible facility.  Any person who requires an accommodation 
or an auxiliary aid or service to participate in the meeting, or to access the    agenda and the agenda 
packet (including a Spanish language copy of the agenda packet), should contact the Executive 
Assistant, at 831-426-6080 as soon as possible in advance of the Board of Directors meeting. 
Hearing impaired individuals should call 711 for assistance in contacting Santa Cruz METRO 
regarding special requirements to participate in the Board meeting.  For information regarding this 
agenda or interpretation services, please call Santa Cruz METRO at 831-426-6080. 

SECTION I: OPEN SESSION 
NOTE: THE BOARD CHAIR MAY TAKE ITEMS OUT OF ORDER 

1 CALL TO ORDER 

2 ROLL CALL 

3 ANNOUNCEMENTS 
3-1. Mindy Esqueda to introduce her Spanish language interpretation services, which will 

be available during "Oral Communications" and for any other agenda item for which 
these services are needed. 

3-2. Today’s meeting is being broadcast by Community Television of Santa Cruz County. 

4 BOARD OF DIRECTORS COMMENTS 

5 ORAL AND WRITTEN COMMUNICATIONS TO THE BOARD OF DIRECTORS 
This time is set aside for Directors and members of the general public to address any item not 
on the Agenda which is within the subject matter jurisdiction of the Board. No action or 
discussion shall be taken on any item presented except that any Director may respond to 
statements made or questions asked, or may ask questions for clarification. All matters of an 
administrative nature will be referred to staff. All matters relating to Santa Cruz METRO will 
be noted in the minutes and may be scheduled for discussion at a future meeting or referred 
to staff for clarification and report. Any Director may place matters brought up under 
Communications to the Board of Directors on a future agenda. In accordance with District 
Resolution 69-2-1, speakers appearing at a Board meeting shall be limited to three minutes 
in his or her presentation.  Any person addressing the Board may submit written statements, 
petitions or other documents to complement his or her presentation. When addressing the 
Board, the individual may, but is not required to, provide his/her name and address in an 
audible tone for the record. 

5.1 August 8, 2019 Letter from the Santa Cruz County Commission on Disabilities  
5.3 August 12, 2019 email from Rick Longinotti, Campaign for Sustainable Transportation 

6 WRITTEN COMMUNICATIONS FROM MAC (if applicable) 

7 LABOR ORGANIZATION COMMUNICATIONS 

8 ADDITIONAL DOCUMENTATION TO SUPPORT EXISTING AGENDA ITEMS 
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CONSENT AGENDA 
All items appearing on the Consent Agenda are recommended actions which are considered to be 
routine and will be acted upon as one motion. All items removed will be considered later in the agenda. 
The Board Chair will allow public input prior to the approval of the Consent Agenda items. 

9-01 RECOMMENDED ACTION ON TORT CLAIMS 
Alex Clifford, CEO/General Manager 

9-02 ACCEPT AND FILE PRELIMINARY APPROVED CHECK JOURNAL DETAIL FOR 
THE MONTHS OF JUNE AND JULY 2019 
Angela Aitken, CFO 

9-03 ACCEPT AND FILE THE MINUTES OF THE JUNE 28, 2019 REGULAR METRO 
BOARD OF DIRECTORS MEETING AND THE AUGUST 9, 2019 SPECIAL METRO 
BOARD OF DIRECTORS MEETING  
Alex Clifford, CEO/General Manager  

9-04 ACCEPT AND FILE THE METRO PARACRUZ OPERATIONS STATUS REPORT 
FOR APRIL, MAY AND JUNE 2019  
Daniel L. Zaragoza, Operations Manager, Paratransit Division 

9-05 ACCEPT AND FILE METRO SYSTEM RIDERSHIP REPORTS FOR THE FOURTH 
QUARTER OF FY19  
Barrow Emerson, Planning and Development Director 

9-06 ACCEPT AND FILE QUARTERLY STATUS REPORT OF GRANT APPLICATIONS 
AND ACTIVE GRANTS FOR THE FOURTH QUARTER OF FY19 
Wondimu Mengistu, Grants/Legislative Analyst   

9-07 ACCEPT AND FILE THE YEAR TO DATE MONTHLY FINANCIAL REPORT AS OF 
MAY 31, 2019    
Angela Aitken, CFO 

9-08 APPROVE:  CONSIDER A RESOLUTION DESIGNATING THE CEO AS THE 
AUTHORIZED AGENT TO SUBMIT A PROJECT LIST AND EXECUTE AGREEMENTS 
TO RECEIVE CALIFORNIA STATE OF GOOD REPAIR FUNDS  
Wondimu Mengistu, Grants/Legislative Analyst 

9-09 APPROVE: CONSIDER A RESOLUTION AUTHORIZING THE CEO TO SUBMIT 
APPLICATIONS AND EXECUTE AGREEMENTS FOR GRANTS FROM THE 
FEDERAL TRANSIT ADMINISTRATION AND FROM THE CALIFORNIA 
DEPARTMENT OF TRANSPORTATION       
Wondimu Mengistu, Grants/Legislative Analyst 

9-10 APPROVE: CONSIDERATION OF DECLARING VEHICLES AND/OR EQUIPMENT 
AS EXCESS FOR PURPOSES OF DISPOSAL OR AUCTION 
Angela Aitken, CFO   
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9-11 CONSIDERATION OF APPROVAL OF AUDIT ENGAGEMENT LETTER WITH 
BROWN ARMSTRONG ACCOUNTANCY CORPORATION FOR FINANCIAL 
AUDIT AND TAX SERVICES FOR THE FISCAL YEAR ENDED JUNE 30, 2019  
Angela Aitken, CFO   

9-12 APPROVE: RENEWAL OF PROPERTY INSURANCE COVERAGE FOR FY20 
WITH ZURICH AMERICAN INSURANCE COMPANY 
Angela Aitken, CFO  

9-13 APPROVE: CONSIDERATION OF RATIFICATION OF CONTRACT WITH ALLIANT 
INSURANCE SERVICES, INC. FOR EMPLOYEE VISION CARE INSURANCE NOT 
TO EXCEED $701,500  
Dawn Crummié, HR Director  

9-14 CONSIDERATION OF AWARD OF CONTRACT TO CENTRAL ELECTRIC 
COMPANY FOR PURCHASE AND INSTALLATION OF AN EMERGENCY POWER 
GENERATOR NOT TO EXCEED $307,732  
Freddy Rocha, Facilities Manager  

9-15 APPROVAL OF THE FINAL SEIU POSITION DESCRIPTIONS 
Dawn Crummié, HR Director 

9-16 CONSIDERATION OF AUTHORIZATION TO USE THE STATE OF CALIFORNIA  
DEPARTMENT OF GENERAL SERVICES CONTRACT FOR THE PURCHASE OF 
SIX STERTIL-KONI WIRELESS MOBILE COLUMN LIFTS AND ONE FACILITIES 
SUPPORT VEHICLE 
Eddie Benson, Maintenance Manager  

9-18 CONSIDERATION OF RATIFICATION OF USE OF STATE OF CALIFORNIA 

9-17 CONSIDERATION OF AWARD OF CONTRACT FOR ONE CNG BUS TO GILLIG, 

REGULAR  AGENDA 

10 PRESENTATION OF EMPLOYEE LONGEVITY AWARDS: 
10 YEARS: LISA MITCHELL, CLARENCE ARAGON, JULIO GARCIA VELASCO  
20 YEARS: SALVADOR CALDERON, EDUARDO MONTESINO, RICHARD 
OROZCO, JOSE HERRERA, CHRIS KANE 
30 YEARS: SERGIO LONA-GONZALEZ AND A.J. DAUGHERTY  
Ed Bottorff, Board Chair      

11 CEO ORAL REPORT 
Alex Clifford, CEO/General Manager 

DEPARTMENT OF GENERAL SERVICES CONTRACT FOR THE PURCHASE OF 
ONE LOW ROOF CARGO VAN  
Eddie Benson, Maintenance Manager  

LLC IN AN AMOUNT NOT TO EXCEED $664,797  
Eddie Benson, Maintenance Manager   
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12 CONSIDERATION OF THE APPOINTMENT OF JAMES VON HENDY TO THE 
METRO ADVISORY COMMITTEE (MAC) FOR A  TERM OF OFFICE ENDING 
DECEMBER 31, 2021 AND EXTEND THE NOMINATION PERIOD TO SOLICIT AND 
ACCEPT BOARD NOMINEES AND CITIZEN APPLICATIONS FOR TWO SEATS 
EXPIRING DECEMBER 31, 2019  
Alex Clifford, CEO/General Manager   

13 CONSIDERATION OF RATIFICATION OF CONTRACT WITH CENTRAL 
ELECTRIC COMPANY FOR CONSTRUCTION TO INSTALL ELECTRIC VEHICLE 
CHARGING INFRASTRUCTURE NOT TO EXCEED $646,496  
Erron Alvey, Purchasing & Special Projects Director 

14 AUTHORIZE A PUBLIC HEARING ON A FIXED ROUTE FREE FARE PROGRAM 
FOR LEGALLY BLIND CUSTOMERS  
Jayme Ackemann, Marketing, Communications and Customer Service Director 

15 RECEIVE AN UPDATE ON THE SCCRTC RAIL CORRIDOR ALTERNATIVE 
ANALYSIS STUDY SCOPE OF WORK  
Barrow Emerson, Planning and Development Director 

16 ORAL PACIFIC STATION UPDATE 
Barrow Emerson, Planning and Development Director 

17 APPROVE: RESOLUTION OF THE BOARD OF DIRECTORS OF THE SANTA 
CRUZ METROPOLITAN TRANSIT DISTRICT DECLARING THE COMPENSATION 
AND BENEFITS OF METRO EMPLOYEES UNCERTAIN AS OF JULY 1, 2019 
Julie Sherman, General Counsel  

18 REVIEW OF ITEMS TO BE DISCUSSED IN CLOSED SESSION 
Julie Sherman, General Counsel 

19 ANNOUNCEMENT OF NEXT MEETING: FRIDAY, SEPTEMBER 27, 2019 AT 9:00 
AM, AT THE SANTA CRUZ CITY COUNCIL CHAMBERS, 809 CENTER STREET, 
SANTA CRUZ, CA  
Ed Bottorff, Board Chair   

20 RECESS TO CLOSED SESSION 

SECTION II: CLOSED SESSION 

21 CONFERENCE WITH LEGAL COUNSEL – EXISTING LITIGATION (Government 
Code Section 54956.9 (d)(1)) 
Case:   WCAB No. ADJ10647200 and ADJ10646540 
Claimant: Tarquino Chacon Chavarria 
Agency:  Santa Cruz Metropolitan Transit District 

Marie Sang, Attorney 

22    CONFERENCE WITH LEGAL COUNSEL – ANTICIPATED LITIGATION 
Significant exposure to litigation pursuant to Government Code Section 54956.9 (d)(2) – One 
potential case 
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SECTION III: RECONVENE TO OPEN SESSION 

23 REPORT OF CLOSED SESSION ITEMS  
Julie Sherman, General Counsel 

24 ADJOURNMENT        
Ed Bottorff, Board Chair 

Pursuant to Section 54954.2(a)(1) of the Government Code of the State of California, this agenda was posted at least 72 hours in advance of the scheduled 
meeting at a public place freely accessible to the public 24 hours a day.  The agenda packet and materials related to an item on this Agenda submitted to the 
Board of Directors after distribution of the agenda packet are available for public inspection in the Santa Cruz METRO Administrative Office (110 Vernon Street, 
Santa Cruz) during normal business hours. Such documents are also available on the Santa Cruz METRO website at www.scmtd.com subject to staff’s ability 
to post the document before the meeting.
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From: Rick Longinotti <longinotti@baymoon.com>  
Sent: Monday, August 12, 2019 3:50 PM 
To: Ed Bottorff <ebottorff167@yahoo.com>; Michael Rotkin <openup@ucsc.edu>; 
dlindslind@earthlink.net; Donna Meyers <dmeyers@cityofsantacruz.com>; 
cmathews@cityofsantacruz.com; trina.coffman@cityofwatsonville.org; 
aurelio.gonzalez@cityofwatsonville.org; bruce.mcpherson@santacruzcounty.us; darothwe@cabrillo.edu 
Cc: Alex Clifford <AClifford@scmtd.com> 
Subject: contract settlement 

Dear METRO Board Members, 

Our organization has heard from METRO riders about the inconvenience of cancelled routes. 
This concerns us, as our organization has put considerable effort into advocating that public 
transit become a higher priority in this community. We’re concerned that METRO’s reputation 
may be tarnished due to the service disruption. This is the last thing that METRO needs. 

We aren’t fully informed about the issues standing in the way of a labor agreement with the bus 
drivers. However, we do appreciate the drivers for deferring increased compensation during the 
recent past when METRO was facing a serious structural deficit. Now with a better financial 
picture, we hope METRO would put a high priority on compensating drivers. We realize that the 
METRO is still unable to purchase needed vehicles, expand frequency and duration of routes, 
which are also important. We feel that it’s our job as community members to advocate for better 
funding for METRO so that it can get to the next level of community support.  

We suggest that high morale among drivers is a key piece of the quest for improved transit 
service. The fact that drivers rejected a tentative contract does not indicate high morale. We 
suggest that METRO settle this contract dispute on terms that are acceptable to the drivers. 

Thank you, 

Communications to the Board of Directors

5.3
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Rejection of Claim 

 

 

DATE: August 23, 2019 

TO: Board of Directors 

FROM: Alex Clifford, CEO/General Manager 

SUBJECT: RECOMMENDED ACTION ON TORT CLAIMS 

I. RECOMMENDED ACTION 

That the Board of Directors Approve Staff Recommendations for Claims for 
the Month of August 2019  

II. SUMMARY 

This staff report provides the Board of Directors with recommendations on claims 
submitted to the Santa Cruz Metropolitan Transit District (METRO). 

III. DISCUSSION/BACKGROUND 

METRO’s Risk Department received one claim for the month of August 2019 for 
money or damages. As a public entity, METRO must act “within 45 days after the 
claim has been presented” (Govt C §912.4(a)).  See staff recommendations in 
paragraph VI. 

IV. FINANCIAL CONSIDERATIONS/IMPACT 

None 

V. ALTERNATIVES CONSIDERED 

Within the 45-day period, the Board of Directors may take the following actions: 
• Reject the claim entirely; 
• Allow it in full; 
• Allow it in part and reject the balance; 
• Compromise it, if the liability or amount due is disputed (Govt C 

§912.4(a)); or 
• Do nothing, and allow the claim to be denied by operation of law (Govt C 

§912.4 (c)). 
 
 
 

Santa Cruz Metropolitan 
Transit District 

 

9-01.1
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Rejection of Claim 

VI. DESCRIPTION OF CLAIMS 

 

 
Prepared by: Tom Szestowicki, Safety Specialist 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Claimant Claim # Description Recommended 
Action 

Jager, Stephanie  19-0008 Claimant alleges that an 
improperly secured wheel 
chair fell onto her leg 
causing an injury. Amount 
of claim: $4,980.00. 

Reject 

 

9-01.2
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VII. APPROVAL: 

Rufus Francis 
Safety, Security and Risk Director 

Alex Clifford, CEO/General Manager 

Rejection of Claim 9-01.3
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DATE: August 23, 2019 

TO: Board of Directors 

FROM: Angela Aitken, Chief Financial Officer 

SUBJECT: ACCEPT AND FILE PRELIMINARY APPROVED CHECK JOURNAL 
DETAIL FOR THE MONTHS OF JUNE AND JULY 2019 

I. RECOMMENDED ACTION 

That the Board of Directors accept and file the preliminary approved Check 
Journal Detail for the months of June and July 2019 

II. SUMMARY

• This staff report provides the Board with a preliminary approved Check
Journal Detail for the months of June and July 2019.

• The Finance Department is submitting the check journals for Board
acceptance and filing.

III. DISCUSSION/BACKGROUND

This preliminary approved Check Journal Detail provides the Board with a listing
of the vendors and amounts paid out on a monthly cash flow basis (Operating
and Capital expenses).

All invoices submitted for the months of June and July 2019 that have been
processed, checks issued and signed by the Chief Financial Officer.

IV. FINANCIAL CONSIDERATIONS/IMPACT

None. The check journals are a presentation of invoices paid in June and July
2019 for purposes of Board review, agency disclosure, accountability and
transparency.

V. ALTERNATIVES CONSIDERED 

N/A 

VI. ATTACHMENTS

Attachment A: Check Journal Detail for the Months of June and July 2019 
Prepared by:  Holly Alcorn, Accounting Specialist

Santa Cruz Metropolitan 
Transit District 

9-02.1
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VII . APPROVALS: 

Angela Aitken, Chief Financial Officer 

Alex Clifford , CEO/General Manager 

June and July 2019 Check Journal 9-02.2
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DATE: August 23, 2019    

TO: Board of Directors 

FROM: Alex Clifford, CEO/General Manager   

SUBJECT: ACCEPT AND FILE THE MINUTES OF THE JUNE 28, 2019 REGULAR 
METRO BOARD OF DIRECTORS MEETING AND THE AUGUST 9, 2019 
SPECIAL METRO BOARD OF DIRECTORS MEETING  

I. RECOMMENDED ACTION 

That the Board of Directors Accept and File the Minutes of the June 28, 
2019 Board of Directors Regular Meeting and the August 9, 2019 Board of 
Directors Special Meeting  

II. SUMMARY  

• Staff is providing minutes from the Santa Cruz Metropolitan Transit District 
(METRO) June 28, 2019 Board of Directors Regular Meeting and the August 
9, 2019 Board of Directors Special Meeting.    

• Each meeting staff will provide minutes from the previous METRO Board and 
Committee meetings. 

III. DISCUSSION/BACKGROUND 

The Board requested that staff include, in the Board Packet, minutes from 
previous METRO Board and Committee meetings.  Staff is enclosing the minutes 
from these meetings.   

IV. FINANCIAL CONSIDERATIONS/IMPACT 

None.  

V. ALTERNATIVES CONSIDERED 

None. 
 
 
 
 
 

Santa Cruz Metropolitan 
Transit District 
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BOD Meeting Minutes SR 

VI. ATTACHMENTS

Attachment A: Draft minutes for the Regular Board of Directors Meeting of 
June 28,  2019  

Attachment B: Draft minutes for the Special Board of Directors Meeting of 
August 9, 2019  

Prepared by:  Gina Pye, Executive Assistant 
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VII. APPROVALS 

Alex Clifford, CEO/General Manager 
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SANTA CRUZ METROPOLITAN TRANSIT DISTRICT (METRO) 
BOARD OF DIRECTORS AGENDA MEETING MINUTES* 

JUNE 28, 2019 – 9:00 AM 
WATSONVILLE CITY COUNCIL CHAMBERS 

275 MAIN STREET, WATSONVILLE, CA   

A regular meeting of the Board of Directors of the Santa Cruz Metropolitan Transit District (METRO) 
was convened on Friday, June 28, 2019, at the Santa Cruz City Chambers, 809 Center Street, Santa 
Cruz, CA.  

The Board Meeting Agenda Packet can be found online at www.SCMTD.com and is available for 
inspection at Santa Cruz METRO’s Administrative offices at 110 Vernon Street, Santa Cruz, California. 
*Minutes are “summary” minutes, not verbatim minutes. Audio recordings of Board meeting open
sessions are available to the public upon request. 

This document has been created with accessibility in mind. With the exception of certain 3rd party and 
other attachments, it passes the Adobe Acrobat XI Accessibility Full Check.  If you have any questions 
about the accessibility of this document, please email your inquiry to accessibility@scmtd.com 

SECTION I: OPEN SESSION 

CALL TO ORDER at 9:01AM by Chair Bottorff. 

ROLL CALL: The following Directors were present, representing a quorum: 
Director Ed Bottorff  City of Capitola 
Director Trina Coffman-Gomez  City of Watsonville     
Director Aurelio Gonzalez  City of Watsonville     
Director John Leopold County of Santa Cruz  
Director Donna Lind  City of Scotts Valley 
Director Cynthia Mathews  City of Santa Cruz  
Director Donna Meyers City of Santa Cruz   
Director Bruce McPherson  County of Santa Cruz  
Director Larry Pageler County of Santa Cruz 
Director Dan Rothwell  County of Santa Cruz  
Director Mike Rotkin  County of Santa Cruz  
Ex-Officio Director Alta Northcutt  Cabrillo College  
Ex-Officio Director Stephen Preston UCSC  

Ex-Officio Director Northcutt and Director Lind were absent. 

STAFF PRESENT: 

Alex Clifford  METRO CEO/General Manager 
Julie Sherman METRO General Counsel  

METRO EMPLOYEES AND MEMBERS OF THE PUBLIC WHO VOLUNTARILY INDICATED THEY 
WERE PRESENT (IN ALPHABETICAL ORDER) WERE: 

Heather Adamson, AMBAG 
Eddie Benson, SCMTD 
Antonio Castillo, SEIU 
Anna Marie Gouveia, SCMTD 
Isaac Holly, METRO 

Bonnie Morr, SMART 
Keith Otto, Self/County Resident 
Freddy Rocha, SCMTD 
Josh Shaw, SYA 
Daniel Zaragoza, SCMTD 
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3 ANNOUNCEMENTS 
3-1. Mindy Esqueda introduced her Spanish language interpretation services, which will be 

available during "Oral Communications" and for any other agenda item for which these 
services are needed. 

3-2. Today’s meeting is being broadcast by Community Television of Santa Cruz County. 

4 BOARD OF DIRECTORS COMMENTS  
Director Mathews shared that the Santa Cruz City Council voted to approve a contract 
amendment to complete the Final 5 Design on the Highway 9 interchange improvement at its 
last meeting.  She also requested METRO provide support for the  improvements at this 
intersection. 

Director McPherson advised that the County is anticipating an update regarding the availability 
of federal funding for Santa Cruz County roads.   

Director Gonzalez anticipates the Watsonville Transit Center mural will be complete by the end 
of the year.  

There were no public comments. 

5 ORAL AND WRITTEN COMMUNICATIONS TO THE BOARD OF DIRECTORS 
5.1 May 10, 2019 Letter from Jimmy Panetta, Congressman 
5.2 May 31, 2019 Letter from Rick Longinotti, Campaign for Sustainable Transportation 

Mr. Keith Otto spoke of riders throughout the county and the connection between the SCCRTC 
and the METRO. (See the attached letter dated June 28 from Brett Garrett, which was received 
at the board meeting.) 

Carl Sigman complimented the Bus Operators.  He requested METRO adjust the 31 day pass 
policy, which currently expires at midnight, rather than 31 full days from the first use of the card; 
e.g., 7:59AM. Additionally, the downtown clock system needs to be adjusted to accurately 
reflect the time.  

Mario Espinoza, Bus Operator for 30+ years, was present to advocate for his son, Corey, who 
was terminated 10 weeks after he was hired.  He provided the attached documentation citing 
examples of the successes Corey had during the training period, highlighting the potential 
dangerous passenger situation he diffused, and asked that Corey be given a 
second opportunity.   

James Sandoval provided the attached petition signed by Operators supporting a second 
chance for Corey, saying he had been unable to discover a reason for his termination.  Given 
the problems METRO is currently facing with the recruiting and retaining of qualified 
Operators, he asked the Board to reconsider Mr. Espinoza’s termination.  

Chair Bottorff said they would look into the issue. 

There was no public comment. 

6 WRITTEN COMMUNICATIONS FROM MAC (if applicable) 
Having none, Chair Bottorff moved to the next agenda item.  

7 LABOR ORGANIZATION COMMUNICATIONS  
Olivia Martinez, SEIU representative, provided a brief history and status on the negotiations.  
She expressed concerns noting the union has worked in good faith with management to 
complete the class and compensation study, etc.  The union is asking the Board to direct the 

Attachment A

9-03A.2

DRAFT



 
Board of Directors Agenda  
June 28, 2019   
Page 3 of 9 

 

METRO team to return to the table and bargain in good faith.  She highlighted the differences 
between the handling and outcome of the management compensation, CEO compensation 
and union expectations, which vary greatly. Nathan Meisenheimer spoke of the high cost of 
living in Santa Cruz and the distances many employees travel to provide for their families.  
Everyone is an important member of the METRO family and should be treated as such.  

Wes Guild, Electronic Tech and VMU Chapter President, expressed concern about the working 
conditions and impact to the employees in terms of physical and emotional effects.    

Joan Jeffries, representing SEA, spoke of the class and compensation study, which came at a 
cost of $70K+, just for the SEIU portion.  A number of positions were not adequately 
represented; the comparables do not accurately reflect certain classifications.  Yet, we realize 
we have to move forward with the results of the study. COLA increases are important.  Due to 
the current salary structure wherein a typical employee tops out after five years, a number of 
members will see no increase otherwise . She provided the attached table delineating COLAs 
from 2014 through today by year.  As represented in the attached salary scales, the METRO 
increase from 2014 to today is 2%.   

James Sandoval asked the Board to intervene in the negotiations, outlining the delays, 
numerous outstanding proposals intended to reach parity, etc., which represent regressive 
bargaining and bad faith.  He reminded the assembly that they stood back while management 
received their increases.  They are now requesting equal consideration when reviewing their 
comprehensive package.  Recognizing the $8M+ in reserves, they ask that the Board delay 
funding any OPEB shortages until the MOUs are ratified.   

Nate Abrego, ParaCruz representative on the SMART Local 23 bargaining team, restated a 
number of the previous comments, emphasizing they want what is fair.  

Brandon Freeman, SMART Local 23 Vice Chair, suggested CEO Clifford sit at the bargaining 
table.  He said if the Board looked at today’s schedules, they could verify that none of the 
Operators took OT today. He reminded the assembly that the union gave back 2% over the 
past couple of years and are now expecting to receive nothing in return.  

Vickie Trent, METRO Operator for a number of years, would like to see this come to a close 
quickly. She thanked the Board in advance for being fair. 

Bonnie Morr, Bus Operator since 1989, reminded the assembly that they have worked 
repeatedly to help METRO meet their obligations to the public. The Operators gave up their 
raises for four years. METRO is taking the medical benefit back to 2005 levels.  We are asking 
the Board to direct the METRO team to move forward in a productive manner. We are your 
employees; give us the ability to get a decent contract, keep what we have and earn wages to 
make up for four years of nothing.  

Erlyn Osorio, Eulalio Abrego, Ryan MacDonnell, Elmer Torres, and Karen Blight made similar 
comments as those summarized above.   

Chair Bottorff said the Board heard everyone’s comments and acknowledged the commenters' 
request(s) to be fairly compensated for what they do.  The Board will discuss these issues in 
today’s Closed Session.  

8 ADDITIONAL DOCUMENTATION TO SUPPORT EXISTING AGENDA ITEMS  
Having none, Chair Bottorff moved to the next agenda item. 
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CONSENT AGENDA 

9-01 RECOMMENDED ACTION ON TORT CLAIMS    

9-02 ACCEPT AND FILE: PRELIMINARY APPROVED CHECK JOURNAL DETAIL FOR THE 
MONTH OF MAY 2019  

9-03 ACCEPT AND FILE:  MINUTES OF THE APRIL 17, 2019 METRO ADVISORY COMMITTEE 
(MAC) MEETING, THE MAY 17, 2019 BOARD OF DIRECTORS MEETING AND THE JUNE 
14, 2019 CAPITAL PROJECTS AND FINANCE, BUDGET AND AUDIT STANDING 
COMMITTEE MEETINGS   

9-04 ACCEPT AND FILE: THE YEAR TO DATE MONTHLY FINANCIAL REPORTS AS OF APRIL 
30, 2019 

9-05 APPROVE: REVISED CALTIP JPA AGREEMENT AND BYLAWS  

9-06 APPROVE: RENEWAL OF LIABILITY AND VEHICLE PHYSICAL DAMAGE INSURANCE 
PROGRAM COVERAGE WITH CALTIP FOR FY20   

9-07 APPROVE: CONSIDERATION OF RESOLUTION APPROVING THE FY19 REVISED 
CAPITAL BUDGET   

9-08 ACCEPT: SEMI-ANNUAL REPORT ON THE STATUS OF METRO’S DISADVANTAGED 
BUSINESS ENTERPRISE PROGRAM 

9-09 APPROVE: CONSIDERATION OF AUTHORIZING THE CEO TO EXECUTE A ONE YEAR 
EXTENSION AMENDMENT (FOURTH AMENDMENT) TO THE CONTRACT FOR TRANSIT 
SERVICES WITH THE UNIVERSITY OF CALIFORNIA SANTA CRUZ (UCSC)  

9-10 APPROVE CONSIDERATION OF AUTHORIZING THE CEO TO EXECUTE AN 
AMENDMENT (FIRST AMENDMENT) TO THE CONTRACT FOR TRANSIT SERVICES WITH 
CABRILLO COLLEGE 

9-11 APPROVE: CONSIDERATION OF AWARD OF CONTRACT TO MASABI, LLC FOR 
ELECTRONIC FARE PAYMENT SYSTEM PILOT PROGRAM NOT TO EXCEED $100,000  

 
9-12 ACCEPT AND FILE: ANNUAL PROGRESS IN THE EVOLUTION OF THE FLEET TO ZERO 

EMISSIONS BUSES  
   
9-13 APPROVAL OF THE 10-YEAR (FISCAL YEAR 2020-29) STRATEGIC BUSINESS PLAN  
 
9-14 APPROVAL OF THE SCCRTC RAIL CORRIDOR ALTERNATIVE ANALYSIS STUDY SCOPE 

OF WORK  
 
9-15 APPROVAL OF THE CITY OF SANTA CRUZ DOWNTOWN EMPLOYEE BUS PROGRAM 

9-16 APPROVE: AUTHORIZE THE CEO TO EXECUTE A SOLE SOURCE CONTRACT WITH 
ECOLANE FOR DRT SOFTWARE SERVICES  
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9-17 APPROVE: CONSIDERATION OF AUTHORIZING THE CEO TO EXECUTE A 1ST 
AMENDMENT WITH COMPLETE COACH WORKS (CCW) AND INCREASE THE PROJECT 
VALUE BY $299,888 FOR THE TRANSIT BUS REFURBISHMENT PROJECT   

 
9-18 APPROVE: CONSIDERATION OF AUTHORIZING THE CEO TO ENTER INTO A SOLE 

SOURCE CONTRACT WITH THE CENTER FOR TRANSPORTATION AND THE 
ENVIRONMENT FOR ZERO EMISSION BUS TRANSITION PLANNING SERVICES  

 
9-19 ACCEPT AND FILE: QUARTERLY PROCUREMENT REPORT FOR 1ST QUARTER OF FY20  
 

Public comment: 
Rick Longonetti spoke to agenda item 9-07 and the accompanying presentation.  

Director Mathews requested METRO consider the entire community when filling the MAC 
vacancies.   

Chair Bottorff pulled agenda item 9-14 and asked Guy Preston, SCCRTC Executive Director, 
to provide some clarification to the item. Mr. Preston informed the assembly that at its June 27, 
2019  meeting, the Commission received direction to make improvements to the proposed RFP 
and return to the SCCRTC in August.  Mr. Preston and Chair Bottorff requested METRO review 
the revised RFP and provide input to the SCCRTC.  This item will return to the Board in August.  

 
ACTION:  MOTION TO CONTINUE AGENDA ITEM 9-14, APPROVAL OF THE SCCRTC RAIL 
CORRIDOR ALTERNATIVE ANALYSIS STUDY SCOPE OF WORK, TO THE AUGUST 23, 2019 
METRO BOARD MEETING  
MOTION: DIRECTOR ROTKIN  SECOND:  DIRECTOR LEOPOLD 

MOTION PASSED WITH 10 AYES (Directors Bottorff, Coffman-Gomez, Gonzalez, 
Leopold, Mathews, McPherson, Meyers, Pageler, Rotkin and Rothwell).  Director Lind 
was absent. 

Director Mathews requested minor clarifications to the following minutes: 

9-03A.2, ParaCruz OnTime Performance: Third paragraph, second sentence: Change “Lyft Line” to 
“LiftLine”. 

9-03C.2, Item 7, Receive and Recommend Approval of the 10-Year (Fiscal Year 2020-29 Strategic 
Business Plan), second paragraph:  Replace second sentence to read: “She expressed skepticism 
about the success of another ballot measure.” 

9-03C.3, Item 9, Oral Pacific Station Update, third paragraph:  Change the word “politicians” to read 
“elected representatives”.  

ACTION:  MOTION TO ACCEPT THE CONSENT AGENDA AS PRESENTED WITH REQUESTED 
CORRECTIONS TO THE MINUTES 
MOTION: DIRECTOR ROTKIN  SECOND:  DIRECTOR LEOPOLD 
MOTION PASSED WITH 10 AYES (Directors Bottorff, Coffman-Gomez, Gonzalez, Leopold, 
Mathews, McPherson, Meyers, Pageler, Rotkin and Rothwell).  Director Lind was absent.  
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REGULAR  AGENDA 

10 PRESENTATION OF EMPLOYEE LONGEVITY AWARDS FOR 20 YEARS:  
FRANCISCO CALDERON, PATRICIA CUMMINGS, ANDRE HARTE AND LYNN 
HERSEY  
In the absence of those employees being recognized, Chair Bottorff read their names and titles, 
thanking them for their service.  

11 RESOLUTION OF APPRECIATION, RETIREE:   ERNEST BROWN & BILL YEO 
In the absence of Messrs. Brown and Yeo, Chair Bottorff announced their names and number 
of service years.   

 ACTION:  MOTION TO ACCEPT THE RESOLUTIONS AS PRESENTED  
MOTION: DIRECTOR LEOPOLD  SECOND:  DIRECTOR COFFMAN-GOMEZ 
MOTION PASSED WITH 10 AYES (Directors Bottorff, Coffman-Gomez, Gonzalez, Leopold, 
Mathews, McPherson, Meyers, Pageler, Rotkin and Rothwell).  Director Lind was absent. 

12 STATE LEGISLATIVE UPDATE FROM JOSH SHAW OF SHAW/YODER/ANTWIH, 
INC.    
Josh Shaw, Shaw/Yoder/Antwih, spoke to the presentation noting that $20M was added last 
night to a new cap and trade bill to assist transit agencies in the purchase of electric vehicles, 
representing a slight increase over past years.  

Mr. Shaw will provide CEO Clifford with some suggested dates to host a METRO contingent in 
Sacramento to visit/meet with legislators and agencies.  

Public comment: 
Ms. Morr clarified SMART’s position on SB336 (a bill regarding autonomous/driverless 
vehicles), stating their union has been opposing this bill.    

13 FEDERAL LEGISLATIVE UPDATE FROM CHRIS GIGLIO OF CAPITAL EDGE  
Chris Giglio, Capital Edge, provided commentary to the presentation, adding they are hopeful 
that the alternative fuel tax may be extended and made retroactive by Congress at the end of 
this year.  He has been working with local elected representatives in DC to address the Federal 
Highway Administration (FHWA) reimbursements for the 2016-17 storm damage to County 
roads.    

At Director Mathews’ request, Mr. Giglio spoke briefly about the 2017 “Opportunity Zones” 
program, which would permit investors with capital gains exposure to take advantage of tax 
breaks if they invest in “opportunity zones”. The state has designated three opportunity zones 
in Santa Cruz: one in downtown Santa Cruz and two in Live Oak.  The program is still in its 
developmental stages, awaiting additional guidance from the IRS, but there is interest.  

 Public comment: 
In response to public comment, Mr. Giglio provided a brief update on the proposed Green New 
Deal.  

Attachment A

9-03A.6

DRAFT



 
Board of Directors Agenda  
June 28, 2019   
Page 7 of 9 

 

14 PUBLIC HEARING: FINAL ADOPTION OF SANTA CRUZ METRO’S FY20 AND 
FY21 OPERATING BUDGETS, FY20 CAPITAL BUDGET – TO COMMENCE AT 
9:00AM OR AS SOON THEREAFTER AS POSSIBLE  
Angela Aitken, CFO, opened the public hearing at 10:47AM and spoke to the presentation, 
focusing on changes made since the budget was last presented to the Board.  

Public comment:  
Mr. Sandoval asked the Board to delay approving the budget until there is agreement on the 
three outstanding Union Memorandums of Understanding.  

Ms. Casby expressed her difficulties in following the financial presentation and displeasure with 
the manner in which public meetings are held.  

Vice Chair Rotkin reminded the assembly that all information is available to the public and 
offered to meet with any member of the public to discuss the information. He added that it is 
possible to make amendments to the budget if required in the future.  

Director Coffman-Gomez noted the budget has been reviewed and discussed in detail at the 
Committee and Board levels. She also expressed her appreciation to staff for their efforts.  

Ms. Trent noted that the District's enabling statute uses the term “General Manager” 
throughout.  She recommended Mr. Clifford be referred to as the “General Manager”, rather 
than the CEO.  
 

The public hearing was closed at 11:05AM 

ACTION:  MOTION TO ACCEPT THE RESOLUTION AS PRESENTED  
MOTION: DIRECTOR ROTKIN   SECOND:  DIRECTOR MATHEWS 
MOTION PASSED WITH 10 AYES (Directors Bottorff, Coffman-Gomez, Gonzalez, Leopold, 
Mathews, McPherson, Meyers, Pageler, Rotkin and Rothwell).  Director Lind was absent.  

15 CEO ORAL REPORT  
 Alex Clifford, CEO/General Manager, spoke on a variety of issues.  

He welcomed new Safety, Security and Risk Management Director, Rufus Francis, and 
provided a brief bio.   Mr. Francis thanked the Board and the organization for the opportunity.  

New Hires: 

• 6/10 Jess Martinez, Fleet Maintenance Supervisor 
• 6/10 Virginia Vaquero Casey, Administrative Assistant 
• 6/24 Rufus Francis, Safety, Security and Risk Management Director  

Promotions: 

• Miguel Villarruel, promoted from Mechanic I to Mechanic II 
• Christopher Perez, promoted from Mechanic I to Mechanic II 

 
At the request of Director Mathews, CEO Clifford provided a brief Pacific Station update.  CEO 
Clifford and staff met a couple of times with City of Santa Cruz representatives and discussed 
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a path forward, while continuing to review bus tarmac concept and design.  Within the next 
couple of months, we plan to move towards grant applications. The City has mentioned 
opportunities for multi-year funding. Director Mathews said she and Director Meyers talked with 
Bonnie Lipscomb, Santa Cruz City Director of Economic Development, who is submitting a 
grant application today to the Department of Toxic Control to do some further characterization 
of the Pacific Station site that may open some additional grant opportunities.  She suggested 
the NIAC building (purchased by the City a few years ago) as an interim site option for METRO 
offices.  She and Ex-Officio Director Preston requested regular updates.  

Director Coffman-Gomez inquired as to the status of the Flixbus commercial bus services and 
their use of Pacific Station space.  COO Aguirre responded there has not been much 
movement from Flixbus.   

There was no public comment. 

16 ORAL METRO ADVISORY COMMITTEE (MAC) SEMI-ANNUAL REPORT 
Veronica Elsea, MAC Chair, spoke on a variety of issues and thanked METRO staff for their 
contributions to the MAC. The Committee looks forward to working with METRO. Meeting 
quarterly is challenging as things may come up between their scheduled meeting(s); e.g., 
closing and removing of bus stops. She reminded everyone that the Committee can be an 
asset with public outreach to minimize surprises.   

She thanked outgoing MAC members, Kevin Andrews and Cassity Mega, for their terms on 
the Committee and noted that recruitment for the two openings will be ending in the near future. 

There was no public comment. 

17 INTRODUCTION OF LEADERSHIP SANTA CRUZ COUNTY GRADUATES: DAWN 
CRUMMIÉ, GINA PYE AND FREDDY ROCHA  
CEO Clifford introduced the graduates of Class 34 and said a few words about the program. 

Dawn Crummie spoke of the insights the program provided her as a resident of Santa Clara 
County.  

Freddy Rocha said one of the benefits of meeting the program participants is the contacts he 
now has with other agencies and businesses in the County.  

Gina Pye thanked the assembly for the opportunity and highlighted some of her experiences 
within the program.  

16 REVIEW OF ITEMS TO BE DISCUSSED IN CLOSED SESSION 
Julie Sherman, General Counsel, announced the Board will not be taking any reportable action 
today as none of the three labor agreements had been agreed upon.  

Mr. Sandoval thanked the Board for listening to their concerns. 

17 ANNOUNCEMENT OF NEXT MEETING: FRIDAY, AUGUST 23, 2019 AT 9:00 AM, 
AT METRO ADMIN OFFICES, 110 VERNON STREET, SANTA CRUZ, CA 
Ed Bottorff, Board Chair  

RECESS TO CLOSED SESSION AT 11:37A 
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RECONVENE TO OPEN SESSION AT 1:26P 

Chair Bottorff adjourned the meeting at 1:27P 
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SANTA CRUZ METROPOLITAN TRANSIT DISTRICT (METRO) 
BOARD OF DIRECTORS SPECIAL MEETING MINUTES* 

AUGUST 9, 2019 – 11:30 AM 
METRO ADMIN OFFICES  

110 VERNON STREET, SANTA CRUZ, CA   

A special meeting of the Board of Directors of the Santa Cruz Metropolitan Transit District (METRO) 
was convened on Friday, August 9, 2019 at the METRO Admin Offices, 110 Vernon Street, Santa 
Cruz, CA. 

The Board Meeting Agenda Packet can be found online at www.SCMTD.com and is available for 
inspection at Santa Cruz METRO’s Administrative offices at 110 Vernon Street, Santa Cruz, 
California.   *Minutes are “summary” minutes, not verbatim minutes. Audio recordings of Board 
meeting open sessions are available to the public upon request. 

This document has been created with accessibility in mind. With the exception of certain 3rd party 
and other attachments, it passes the Adobe Acrobat XI Accessibility Full Check.  If you have any 
questions about the accessibility of this document, please email your inquiry to 
accessibility@scmtd.com 

SECTION I: OPEN SESSION 
1 CALL TO ORDER AT 11:31AM by Chair Bottorff 

2 ROLL CALL: The following Directors were present, representing a quorum: 

Director Ed Bottorff  City of Capitola 
Director Trina Coffman-Gomez  City of Watsonville 
Director Aurelio Gonzalez   City of Watsonville 
Director John Leopold County of Santa Cruz 
Director Donna Lind  City of Scotts Valley 
Director Cynthia Mathews  City of Santa Cruz  
Director Bruce McPherson  County of Santa Cruz 
Director Donna Meyers City of Santa Cruz  
Director Larry Pageler  County of Santa Cruz  
Director Dan Rothwell County of Santa Cruz 
Director Mike Rotkin  County of Santa Cruz 
Ex-Officio Director Stephen Preston UC Santa Cruz 
Ex-Officio Director  Alta Northcutt  Cabrillo College  

Staff Present: 

Alex Clifford   METRO CEO/General Manager 
Julie Sherman  METRO General Counsel 

Directors Mathews, McPherson, Meyers and Pageler were absent. 
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METRO EMPLOYEES AND MEMBERS OF THE PUBLIC WHO VOLUNTARILY INDICATED THEY 
WERE PRESENT (IN ALPHABETICAL ORDER) WERE: 

Delee Brubeck 
Brandon Freeman, SMART-UTU 

Jamie Jones 

3 COMMUNICATIONS TO THE BOARD OF DIRECTORS 
Having none, Chair Bottorff moved to the next agenda item.  

4 LABOR ORGANIZATION COMMUNICATIONS 
Brandon Freeman, SMART Local 23,  announced to the assembly that the ParaCruz 
membership voted to accept the Tentative Agreement (TA) as is.  The Fixed Route 
membership rejected the TA as it currently stands. He added the membership will not agree 
to anything that removes double time from the Labor Agreement; they might agree to a TA if 
double time is reinserted.    

Speaking on behalf of all SEIU members, Joan Jeffries, SEA Chapter President, reminded 
the assembly of the numerous ways the Union has supported METRO; e.g., through various 
ballot measures, pay cuts/pay freezes, etc.  They have worked diligently to save METRO 
money.  METRO now has a healthy reserve, it insists on freezing salaries for 41 members as 
a result of a salary survey that everyone agrees was poorly done. They have demonstrated 
good faith throughout the negotiations, agreeing to terms that would save METRO money. 
She urged the elected members of the Board to stand with SEIU workers and encourage 
METRO management to approach the negotiations fairly. 

Olivia Martinez, SEIU representative, voiced several concerns with the CEO/General 
Manager, the proposals that have been exchanged, and the status of the negotiations.  They 
want a fair contract.  

5 REVIEW OF ITEMS TO BE DISCUSSED IN CLOSED SESSION 
General Counsel Julie Sherman announced the following items to be discussed in today’s 
closed session, noting an announcement was anticipated after the closed session.   

CONFERENCE WITH LABOR NEGOTIATORS (GOVERNMENT CODE  SECTION 
54957.6) 

Agency Negotiators: Alex Clifford, CEO/General Manager  
Patrick Glenn, Labor Counsel  

Employee Organizations: SMART, Local 23 
SMART, Local 23 – ParaCruz Operations 
SEIU, Local 521 

CLOSED SESSION BEGAN AT 12:14PM 

RECONVENED TO OPEN SESSION AT 1:46PM time 

8 REPORT OF CLOSED SESSION ITEMS     
Julie Sherman, General Counsel, announced:   

• The Board voted 6-1 to ratify the tentative agreement with SMART Local 23, Fixed
Route, pending approval of the bargaining unit. 
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• The Board voted 7-0 to ratify the tentative agreement with SMART Local 23, ParaCruz

Final MOU terms and wage tables will be subject to approval in a future open session
action.

Chair Bottorff adjourned the meeting at 1:48PM 
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DATE: August 23, 2019  

TO: Board of Directors 

FROM: Daniel L. Zaragoza, Operations Manager, Paratransit Division  

SUBJECT: ACCEPT AND FILE THE METRO PARACRUZ OPERATIONS STATUS 
REPORT FOR APRIL, MAY AND JUNE 2019 

I. RECOMMENDED ACTION 

That the Board of Directors accept and file the quarterly METRO ParaCruz 
Operations Status Report for April, May and June 2019 

II. SUMMARY 

• Summary review of monthly operational statistics for ParaCruz: 
Comparing the monthly statistics of FY18 to the monthly statistics of FY19: 
• In April, the number of ParaCruz rides increased by 171  
• In May, the number of ParaCruz rides decreased by 11 
• In June, the number of ParaCruz rides increased by 336 

 
• Summary of monthly operational information about ParaCruz: 

• April number of total ParaCruz rides:  6,488 
• May number of total ParaCruz rides:  6,398 
• June number of total ParaCruz rides:  5,774 

III. DISCUSSION/BACKGROUND 

Comparing March 2019 statistics to April 2019, ParaCruz rides increased by 16. 
Comparing April 2019 statistics to May 2019, ParaCruz rides decreased by 90. 
Comparing May 2019 statistics to June 2019, rides decreased by 624. 

ParaCruz is currently funded for 30 Paratransit Operators.  None of these 
positions are vacant;  four new Operators have been hired and are currently in 
training. 

METRO ParaCruz is the federally mandated ADA complementary paratransit 
program of the Santa Cruz Metropolitan Transit District (METRO), providing 
shared ride, door-to-door demand-response transportation to customers certified 
as having disabilities which prevent them from independently using the fixed 
route bus.  

Santa Cruz Metropolitan 
Transit District 
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ParaCruz Quarterly Report 

IV. COORDINATION

This staff report has been coordinated with statistics provided by the Finance and
Fleet Departments.  The Eligibility Coordinator and Candis Almanza, Paratransit
Supervisor, provided additional data.

V. FINANCIAL CONSIDERATIONS/IMPACT 

There are no financial considerations for this report. 

VI. ATTACHMENTS

Attachment A: ParaCruz On-time Performance Charts for April, May and 
June 2019 

Attachment B: Comparative Operating Statistics Tables for April, May and 
June 2019 

Attachment C: Number of Rides Comparison Chart  
Attachment D: Total Ride vs. Shared Ride Chart  
Attachment E: Annual Miles Comparison Chart  
Attachment F: Monthly Assessments 

Prepared by: Daniel Zaragoza, Operations Manager, Paratransit Division 
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VII. APPROVALS 

Alex Clifford, CEO/General Manager 

ParaCruz Quarterly Report 
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ParaCruz Operations Status Report 
 

 

ParaCruz On-time Performance Report for April 2019. 
 
 April 2018 April 2019 
Total pick ups 6,317 6488 
Percent in “ready window” * 86.81% 86.47% 
1 to 5 minutes late 5.35% 4.64% 
6 to 10 minutes late 3.13% 3.45% 
11 to 15 minutes late 1.88% 1.91% 
16 to 20 minutes late 1.41% 1.43% 
21 to 25 minutes late .62% .80% 
26 to 30 minutes late .38% .51% 
31 to 35 minutes late .17% .40% 
36 to 40 minutes late .16% .12% 
41 or more minutes late 
(excessively late/missed trips) 

.08% .26% 
Total beyond “ready window” 

13.19% 13.53% 
*Target: 90% 
 
 
 
On-time Performance 
During April, ParaCruz’ on time performance increased by 3.95% from last month. The 
Operators recently hired are now in revenue service. ParaCruz had three Operators on 
long term disability. The total number of available working ParaCruz Operators is now 
24 per weekday, not including Operators on annual leave. 
 
 
A Customer Service Report is either a compliment, comment, or a complaint. 
During the month of April 2019, ParaCruz received four Customer Service Reports.  
One  of the reports was a valid complaint for a late ride. Three  were not valid: 1) A 
driver alleged a ParaCruz Operator did not wait for his turn to go at a stop sign, video 
shows that he did;2)  A person complained that ParaCruz does not have an app that 
shows when the Operator is arriving; and, 3) A person complained that the facility 
where he resides constantly cancels his rides. 
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ParaCruz On-time Performance Report for May 2019. 
 
 May 2018 May 2019 
Total pick ups 6,409 6,398 
Percent in “ready window” 85.71% 94.97% 
1 to 5 minutes late 5.43% 1.83% 
6 to 10 minutes late 3.71% 1.17% 
11 to 15 minutes late 2.45% .91% 
16 to 20 minutes late 1.28% .39% 
21 to 25 minutes late 1.53% .33% 
26 to 30 minutes late .41% .20% 
31 to 35 minutes late .20% .08% 
36 to 40 minutes late .17% .05% 
41 or more minutes late 
(excessively late/missed trips) .11% .08% 
Total beyond “ready window” 14.29% 5.03% 
*Target: 90% 
 
 
On-time Performance 
During May, ParaCruz’ on time performance increased by 8.50% from last month. 
Ridership slightly decreased from last month.   ParaCruz had one Operator resign. 
ParaCruz had one Operator on long term disability. The total number of available 
working ParaCruz Operators is 24 per weekday, not including Operators on annual 
leave. 
 
A Customer Service Report is either a compliment, comment, or a complaint. 
During the month of May 2019, ParaCruz received three Customer Service Reports. All 
three were compliments for ParaCruz Operators. 
 
 
 
 
 
 
 
 
 
 
 

Attachment A

9-04A.2



 
 
 
 

ParaCruz Operations Status Report 
 

 

ParaCruz On-time Performance Report for June 2019. 
 
 June 2018 June 2019 
Total pick ups 5,438 5774 
Percent in “ready window” 86.50% 94.31% 
1 to 5 minutes late 5.61% 1.92% 
6 to 10 minutes late 2.67% 1.83% 
11 to 15 minutes late 2.48% .72% 
16 to 20 minutes late .96% .55% 
21 to 25 minutes late .81% .27% 
26 to 30 minutes late .48% .14% 
31 to 35 minutes late .22% .13% 
36 to 40 minutes late .15% .11% 
41 or more minutes late 
(excessively late/missed trips) .13% .03% 
Total beyond “ready window” 13.50% 5.69% 
*Target: 90% 
 
On-time Performance 
During June, ParaCruz’ on time performance decreased by 0.66 % from last month. 
June had a decrease in ridership from last month. ParaCruz has three Operators on 
long term disability. The total number of available working ParaCruz Operators is 23 per 
weekday, not including Operators on annual leave. 
. 
A Customer Service Report is either a compliment, comment, or a complaint. 
During the month of June 2019, ParaCruz received three Customer Service Reports:  
One was not valid. A person alleged that an Operator was speeding; AVL was reviewed 
and confirmed the Operator was driving under the speed limit; and, two were 
compliments for Operators.  
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ParaCruz Operations Status Report 
 

 

Comparative Operating Statistics through April 2019. 

 

 
 

April 
2018 

April 
2019 

 
FY 18 FY 19 

 Performance 
Averages 

Performance 
Goals 

Requested 7,068 7,392  69,070 70,197  6,962  
Performed 6,317 6,488  60,362 61,321  6,097  
Cancels 20.57% 22.29%  21.68% 22.81%  22.53%  

No Shows 2.74% 3.77%  3.46% 3.74%  3.71% Less than 3% 
Total miles  53,633 51,359  512,337 496,734  49,796  

Av trip miles 6.23 5.77  6.26 6.03  6.14  
Within ready 

window 
 

86.81% 
 

86.47% 
  

85.07% 
 

82.84% 
  

83.44% 
 

90.00% or better 
Call center 

volume 5,015 5,807 
 

N/A N/A 
 

N/A 
New phone 

system 1/6/18 
Hold times 
less than 2 

minutes 95.70% 93.88% 

 

N/A N/A 

 

N/A 
Greater than 

90% 
Distinct riders 699 686  1,595 1,554  681  
Most frequent 

rider 53 rides 57 rides 
 

378 rides 367 rides 
  

59 rides  

Shared rides 65.0% 66.3% 
 

64.6% 65.5% 
  

65.01% 
Greater than 

60% 

Passengers 
per rev hour 1.84 1.92 

 

1.87 1.97 

  
 

1.95 
Greater than 1.6 
passengers/hour 

Rides by 
supplemental 

providers N/A N/A 

 

N/A N/A 

  
 

N/A 
No more than 

25% 
Vendor cost 

per ride N/A N/A 
 

N/A N/A 
  

N/A  
Rides < 10 

miles 61.61% 62.48% 
 

63.66% 62.45% 
  

63.35%  
Rides > 10 38.39% 37.52%  36.34% 37.55%  36.65%  

Denied Rides 0 0  0 0  0 Zero 
Missed Trips 5 18  170 186  17  
Excessively 
Long Trips 1 2 

 
20 25 

  
2 

New Stat 
Jan 2017 

# Trips at 
Base Fare 4,002 3,976 

 
38,115 38,665 

  
3841                  

# Trips > 
Base Fare 1,230 1,247 

 

11,854 10,879 

  
 

1,093  
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Comparative Operating Statistics through May 2019. 
 
 

 
 

May 
2018 

May 
2019 

 
FY 18 FY 19 

 Performance 
Averages 

Performance 
Goals 

Requested 7,197 7,424  76,267 77,621  6,915  
Performed      6,409 6,398  66,771 67,693  6063  
Cancels 21.34% 24.33%  21.65% 22.96%  22.16%  

No Shows 3.38% 3.56%  3.45% 3.72%  3.63% Less than 3% 
Total miles  53,164 52,084  565,598 548,797  50360  

Av trip miles 6.12 5.86  6.25 6.02  6.18  
Within ready 

window 
 

   85.71% 
 

94.97% 
  

85.12% 
 

83.98% 
  

83.95% 
 

90.00% or better 
Call center 

volume 5,222 5391 
 

N/A N/A 
 

N/A 
information not 

available 
Hold times 
less than 2 

minutes 95.51% 94.50% 

 

N/A N/A 

 

N/A 
information not 

available 

Distinct riders 712 728 
 
     1,662 1,622 

  
673  

Most frequent 
rider 55 rides 54 rides 

 
409 rides 390 rides 

  
59 rides  

Shared rides 65.8% 62.3% 
 

65.8% 65.1% 
  

64.11% 
Greater than 

60% 

Passengers 
per rev hour 1.92 1.82 

 

1.87 1.96 

  
 

1.92 
Greater than 1.6 
passengers/hour 

Rides by 
supplemental 

providers N/A N/A 

 

N/A N/A 

  
 

N/A 
No more than 

25% 
Vendor cost 

per ride N/A N/A 
 

N/A N/A 
  

N/A  
Rides < 10 

miles 61.94% 62.46% 
 

61.94% 62.45% 
  

63.29%  
Rides > 10 38.06% 37.54%  38.06% 37.55%  36.71%  

Denied Rides 0 0  0 0  0 Zero 
Missed Trips 7 5  177 191  15 N/A 
Excessively 
Long Trips 2 1 

 
22 26 

  
2 

New Stat 
Jan 2017 

# Trips Base 
Fare 3,952 3,956 

 
42,066 42,618 

  
3,836  

# Trips > 
Base Fare 1,263 1,160 

 
13,117 12,042 

  
1,102  
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Comparative Operating Statistics through June 2019. 
 
 
 

  
 

June 
2018 

June 
2019 

 
FY 18 FY 19 

 Performance 
Averages 

Performance 
Goals 

Requested 6,145 6,381  82,412 84,002  7000.17  
Performed 5,438 5,774  72,209 73,467  6083  
Cancels 21.19% 22.03%  21.62% 22.89%  22.85%  

No Shows 3.71% 3.67%  3.47% 3.71%  3.72% Less than 3% 
Total miles  47,473 46,329  613,071 595,072  49611  

Av trip miles 6.40 5.80  6.26 6.00  6.07  
Within ready 

window 
 

86.50% 
 

94.31% 
  

85.22% 
 

84.75% 
  

84.87% 
 

90.00% or better 
Call center 

volume 5,056 5,096 
 

N/A N/A 
 

N/A 
information not 

available 
Hold times 
less than 2 

minutes 91.47% 93.16% 

 

N/A N/A 

 

N/A 
information not 

available 
Distinct riders 666 658  1,726 1,689  682  
Most frequent 

rider 59 rides 57 rides 
 

445 rides 421 rides 
  

59 rides  

Shared rides 59.9% 59.8% 
 

64.4% 65.8% 
  

64.71% 
Greater than 

60% 

Passengers 
per rev hour 1.74 1.80 

 

1.86 1.95 

  
 

1.95 
Greater than 1.6 
passengers/hour 

Rides by 
supplemental 

providers N/A N/A 

 

N/A N/A 

 

N/A 
No more than 

25% 
Vendor cost 

per ride N/A N/A 
 

N/A N/A 
 

N/A  
Rides < 10 

miles 63.20% 62.83% 
 

57.99% 62.48% 
  

63.36%  
Rides > 10 36.80% 37.17%  42.01% 37.52%  36.64%  

Denied Rides 0 0  0 0  0 Zero 
Missed Trips 7 2  184 193  16 N/A 
Excessively 
Long Trips 0 1 

 
19 27 

  
2.25 

New Stat 
Jan 2017 

# Trips Base 
Fare 3,459 3,537 

 
45,525 46,155 

  
3848  

  # Trips > 
Base Fare 980 987 

 

14,097 13,029 

  
 

1085  
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ParaCruz Operations Status Report 

JUL AUG SEP OCT NOV DEC JAN FEB MAR APR MAY JUN

FY 17 48,777 52,513 53,982 54,257 52,009 47,522 47,024 49,416 54,831 50,549 52,001 49,061

FY 18 47,578 51,011 51,532 58,776 52,811 47,551 45,811 49,271 54,426 53,633 53,164 47,473

FY 19 48,549 50,216 51,513 53,331 49,990 46,501 46,300 47,226 49,928 51,359 52,084 46,329

 45,000

 50,000

 55,000

 60,000

 65,000

 70,000

Annual Miles Comparison
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ParaCruz Operations Status Report 

Monthly Assessments 

MONTHLY ASSESSMENTS 

UNRESTRICTED 
RESTRICTED 
CONDITIONAL 

RESTRICTED 
TRIP BY TRIP TEMPORARY DENIED TOTAL 

JULY 2018 47 0 0 1 0 48 
AUGUST 2018 37 0 3 2 0 42 
SEPTEMBER 2018 35 0 0 2 0 37 
OCTOBER 2018 36 0 0 0 0 36 
NOVEMBER 2018 26 1 0 0 0 27 
DECEMBER 2018 17 0 0 0 0 17 
JANUARY 2019 21 0 2 0 0 23 
FEBRUARY 2019 10 0 0 1 0 11 
MARCH 2019 30 0 1 0 0 31 
APRIL 2019 17 1 2 3 2 25 
MAY 2019 27 1 0 2 0 30 
JUNE 2019 13 0 1 1 1 16 

Number of Eligible Riders for the month of April 2019 = 3,535 
Number of Eligible Riders for the month of May 2019 = 3,581 
Number of Eligible Riders for the month of June 2019 = 3,582 
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DATE: August 23, 2019 

TO: Board of Directors 

FROM: Barrow Emerson, Planning & Development Director 

SUBJECT: METRO SYSTEM RIDERSHIP REPORTS FOR THE FOURTH QUARTER OF FY19 

I. RECOMMENDED ACTION 

Accept and file the METRO system ridership report for the fourth quarter of FY19 

II. SUMMARY

• FY19 Q4 total ridership increased 3.1% (+43,319) compared to FY18 Q4.

• Non-student ridership decreased 3.8% (-18,126)

• Highway 17 ridership decreased 2.8% (-2,123)

• UCSC ridership increased 8.7% (+65,119)

• Cabrillo College ridership decreased 2.1% (-1,551)

III. DISCUSSION/BACKGROUND

This report contains ridership summaries and ridership by route for Santa Cruz
Metropolitan Transit District (METRO) fixed route bus service for the fourth quarter
(Q4) of FY19 (April 1 – June 30, 2019).  Quarterly ridership reports keep the Board of
Directors apprised of METRO’s ridership statistics and ridership trends:

• Attachment A shows system-wide and college student ridership statistics for Q4
of FY19 and makes year-over year comparisons with ridership statistics.

• Attachment B shows the average ridership and pass/fare usage per route and
system-wide.

FY19 Q4 total fixed-route ridership increased 3.1% compared to FY18 Q4. 
Reason(s) include: 

- Local ridership increased 3.5%. Ridership on local routes was 94.8% of total 
fixed route ridership. 

• Non-student ridership on METRO’s local system decreased 3.8%. Non-
students were 34.3% of the local ridership and 35.8% of total ridership.

o Average weekend ridership decreased 10.2% compared to Q4 of last
fiscal year.
 The Bus Coalition recently released research based upon NTD

data clarifying that since 2012, bus fleet size and service hours
decreased 18% and 19%, respectively.  This trend began prior
to the widespread popularity of ridesharing and correlates to

Santa Cruz Metropolitan 
Transit District 

9-05.1



Board of Directors 
August 23, 2019  
Page 2 of 5 
 
 

 
Q4 FY19 Ridership Report 

the 57% cut in MAP-21 funding in 2012.  The reduction in this 
funding source negatively affected bus agencies’ ability to 
purchase new buses and forced bus agencies to reduce 
service in response.  

 In FY17, METRO implemented a 13% reduction in weekday 
service and a 31% decrease to weekend service.  While, 
partnerships with UCSC and Cabrillo College allowed METRO 
to grow weekday local ridership, weekend ridership continues 
on its downward trend.  

• Student pass usage increased 7.7%  
o UCSC ridership increased 8.7% 

 Average weekday UCSC ridership increased 14.5%  

• UCSC reduced Transportation and Parking Services 
(TAPS) on-campus shuttle service in Q4 of FY19 
because of the failed Student Transit Fee ballot 
measure in 2018.  The Student Transit Fee measure 
passed in 2019 eliminating the need for further TAPS 
cuts, at this time.  

 Average weekend UCSC ridership decreased 16.2%  

• Weekend service offers a narrower span of service and 
reduced frequency compared to the weekday service.   

• Anecdotally, the increasing use of Transportation 
Network Companies (e.g., Uber and Lyft) is negatively 
impacting weekend ridership. 

o Cabrillo ridership decreased 2.1% 
 This is the second consecutive quarter with decreased Cabrillo 

ridership since the implementation of the Cabrillo Bus Pass in 
Q1 of FY17. 

 Cabrillo College reported decreased enrollment in the spring 
semester.  METRO lacks the exact enrollment data, so it is 
difficult to state definitely how the decreased ridership 
correlates with decreased enrollment. 

- Highway 17 ridership decreased 2.8%. Ridership on the commuter route was 
5.2% of total fixed route ridership. 

• Increased access to private vehicles negatively affects transit ridership.  A 
2019 study conducted by the foundation TransitCenter revealed that an 
additional 11% of respondents have full-time access to a private vehicle, 
compared to two years ago.   
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Q4 FY19 Ridership Report 

o From 2015-2018, new vehicle registrations in California exceeded 2 
million. However, new vehicle registration rates are forecast to decrease 
by as much as 4% in 2019.   

• Increased telecommuting results in fewer riders utilizing transit daily.   
o Highway 17 15-Ride pass usage increased 14.2% while, 31-Day passes 

decreased 5.7%. A recent on-board survey indicates that almost one-
quarter of the Hwy 17 riders utilize the service only 1-3 days per week. 

Quarterly discounted ridership decreased 2.8% [Passes +0.5% and Cash -8.1%] 
Reason(s) include:  

- ParaCruz ridership increased 23.1% compared to Q4 of FY18 
Regular pass and cash fares decreased 6.0% [Passes – 4.1% and Cash – 7.8%]. 
Reason(s) include:  

- Loss of discretionary riders   

• Slower speeds due to street and highway congestion. Caltrans Average 
Annual Daily Traffic Counts show that the volume of cars on Highway 1 
increased by 10% over the last 6 years. 
o Increased access to private vehicles, as mentioned previously, reduces 

transit ridership. Data provided by TransitCenter indicate that even partial 
access to a personal vehicle causes transit use to fall by more than 
seven days a month. 

• METRO is in the process of implementing improvements to its service, such 
as smartphone apps to reveal real-time locations of buses and the ability to 
purchase Highway 17 Express bus passes online.  The expectation is that 
these improvements and others, such as Wi-Fi on all buses, will assist in not 
only retaining bus riders but also attracting ridership. 

Attachment B shows average ridership per trip for all weekday and weekend routes in 
Q4 of FY19.  System-wide, on average there are 32 riders per trip on weekdays and 
28 riders per trip weekends.  This is a 28.0% increase in per trip weekday ridership 
and a 7.0% decrease in weekend ridership per trip.  

 
- The weekday route with the highest ridership average is Route 15  
 This route serves UCSC via Laurel West.  This high ridership level per trip is 

largely due to the implementation of articulated buses on many of these 
trips.  
 

- The weekend route with the highest ridership average is route 16. 

• These routes serve Laurel East and the West Side.  This route has the 
greatest span of service of all UCSC routes on the weekend.  Ridership in 
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the evenings increased due to reduced late night on-campus service, 
provided by TAPS. 

- The weekday and weekend route with the lowest ridership average is Route 79. 

• This route serves Pajaro/East Lake.  There are plans to review the ridership
patterns of this route following the on-board survey conducted in April 2019,
in conjunction with upcoming planning for the implementation of the
Watsonville Circulator in 2020, to understand how to improve service for
Watsonville riders.

IV. FINANCIAL CONSIDERATIONS/IMPACT

Revenue derived from passenger fares and passes is reflected in the FY19 operating
budget.

V. ALTERNATIVES CONSIDERED 

There are no alternatives to consider. 

VI. ATTACHMENTS

Attachment A: Quarterly System Ridership Summary for FY19 Q4 (April 1 – June 
30, 2019) 

Attachment B: Quarterly Average Ridership by Route Report for FY19 Q4 (April 1 
– June 30, 2019)

Prepared by: Cayla Hill, Planning Analyst 
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VII. APPROVALS 

Barrow Emerson, 
Planning and Development Director 

Approved as to fiscal impact: 
Angela Aitken, CFO 

Alex Clifford, CEO/General Manager 

Q4 FY19 Ridership Report 
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DATE: August 23, 2019 

TO: Board of Directors 

FROM: Wondimu Mengistu, Grants/Legislative Analyst 

SUBJECT: ACCEPT AND FILE QUARTERLY STATUS REPORT OF GRANT 
APPLICATIONS AND ACTIVE GRANTS FOR THE FOURTH QUARTER 
OF FY19 

I. RECOMMENDED ACTION 

That the Board of Directors receive and file the quarterly report on grant 
applications and active grants.  This is for information only.  No action is 
required. 

II. SUMMARY 

• During the fourth quarter (Q4) of FY19 (April 1 - June 30, 2019), the Santa Cruz 
Metropolitan Transit District (METRO) received approval for two formula grants, 
which will be used for both operating and capital assistance. 

• Staff submitted a competitive grant application for the Federal Transit 
Administration (FTA) Low and No Emission Bus program to install fast charging 
infrastructure at the Watsonville Transit Center (WTC) to support the 
deployment of METRO’s Zero-Emission Buses (ZEBs). METRO was not 
awarded any of the limited number of nationwide awards, including the only 
one in California.  

• Previously awarded grant-funded projects are underway to purchase vehicle 
replacements and upgrade facilities. 

• A list of METRO’s active grants (Attachment A) is provided quarterly to apprise 
the Board of grant funding status.   

• No action is required; this report is for information only. 

III. DISCUSSION/BACKGROUND 

During Q4 of FY19, the Santa Cruz County Regional Transportation Commission 
(RTC) approved METRO’s Fiscal Year (FY) 20 claim for Transportation 
Development Act (TDA) formula funds to provide a total of $11,538,007 for fixed-
route public transit and Americans with Disabilities Act (ADA) complementary 
paratransit operations and $1,156,095 for capital improvements. Caltrans also 
approved METRO’s FY19 Low Carbon Transit Operations Program (LCTOP) 
allocation request of $646,496 to build electric charging infrastructure at Judy K. 
Souza Operating Facility (JKSOF) for new METRO ZEBs which will arrive in 2020. 

Santa Cruz Metropolitan 
Transit District 
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Grants Report August 2019 

METRO submitted a competitive grant application for the FTA Low and No 
Emission Bus program to install fast charging infrastructure at the Watsonville 
Transit Center (WTC) to support the deployment of METRO’s Zero-Emission 
Buses (ZEBs). Unfortunately, the FTA did not choose this project for funding when 
it announced awards in July. The project competed against more than 165 
applicants nationwide for $85 million available this year under the FTA Low and No 
Emission Bus program. Only 38 projects were selected nationwide, including only 
one in California. METRO received funds from this program in 2016 to purchase 
three ZEBs to operate on the popular Highway 17 Express routes connecting 
Santa Cruz and Silicon Valley. 
 
Active operating and capital improvement grants total $61,219,327 in formula and 
$15,330,683 in competitive funds. Of this amount, $13,064,587 is to replace and 
refurbish buses. The remaining awarded funds are for operating assistance and 
capital improvement projects. 
 
Currently, there are no pending grant applications. This staff report apprises the 
Board of active grants (Attachment A) that fund METRO’s operations and capital 
improvements.  
 
METRO staff continuously seeks grant funds for operating assistance and capital 
improvements. During the next three months, staff will prepare grant applications 
for applications in the Caltrans’ Enhanced Mobility of Seniors and Individuals with 
Disabilities Program (FTA 5310), Transit and Intercity Rail Capital Program 
(TIRCP) and the FY19 FTA 5339(a) Buses and Bus Facilities Formula Program. 

IV. FINANCIAL CONSIDERATIONS/IMPACT 

There are current active grants (Attachment A) of $76,550,010 for METRO’s 
operations and capital improvements projects. The Operating and Capital Budgets 
will be amended as necessary when grants are awarded. 

V. ALTERNATIVES CONSIDERED 

This is for information only and there are no alternatives to consider. 

VI. ATTACHMENTS 

Attachment A:   Active Grants as of August 2019 

 

Prepared by: Wondimu Mengistu, Grants/Legislative Analyst   
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VII. APPROVALS: 

Barrow Emerson, Planning 
and Development Director 

Approved as to fiscal impact: 
Angela Aitken, CFO 

Alex Clifford , CEO/General Manager 

Grants Report August 2019 
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8/5/2019 Active 1 of 4

Santa Cruz METRO
Active Grant as of 8/23/19

Competitive Grant
Formula Grant

 # Project
Description

 Funding
Source 

 $ Budget
Total

Project 

1 FY19 Urban transit operatioFY19 FTA 5307 Urban Operating Assistance Formula 
Award:  5/28/19

7,060,410$       

2 FY19 Rural transit 
operation

FY19 FTA 5311 Rural Operating Assistance Formula administered 
by Caltrans
Award:  7/1/19

474,936$          

3 FY18 Urban Transit 
Operations

FY18 FTA 5307 Urban Operating Assistance Formula
Award:  6/21/19

6,794,772$       

4 Operate Watsonville 
Circulator

FY18 Air District 2018 AB2766 Program
Expration: 1/29/20

 $         678,111 

5 FY20 operating 
assistance

FY20 SCCRTC Transportation Development Act-Local 
Transportation Fund (TDA-LTF)
Award:  5/2/19

 $      7,531,910 

6 FY20 operating and 
capital assistance

FY20 SCCRTC Transportation Development Act-State Transit 
Assistance (TDA-STA)
Award:  5/2/19

 $      4,530,969 

End of Operating Projects
Capital Projects

7 1 CNG Replacement Bus FY13-17 Caltrans Discretionary FTA 5339 Program
Award: 4/4/2018

 $         658,889 

8 4 40' CNG replacement 
buses.

FTA FY17 5339(b) Bus and Bus Facilities Competitive Program 
Award:  2/8/2019

 $      2,635,548 

9 Vouchers for 4 ZEBs CALSTART Heavy-duty zero-emission Vehicle Incentive Program 
(HVIP) for 4 ZEBs
Application:  6/25/2019

 $         600,000 

10 Various FY19 Capital 
Improvments

FTA FY18 5339(a) Bus and Bus Facilities Formula Program 
Award:  7/9/2019

 $         596,725 

Operating Projects

Attachment A

9-06A.1
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Santa Cruz METRO
Active Grant as of 8/23/19

Competitive Grant
Formula Grant

 # Project
Description

 Funding
Source 

 $ Budget
Total

Project 
 11 Charging Infrastructure FY19 Low Carbon Transit Operations Program (LCTOP)                                                              

Award: 6/28/19                                       
 $         646,496 

12 Bus Mid-Life Overhauls 
(4)

FTA FY17 5339(a) Bus and Bus Facilities Formula Program 
Award:  7/9/2019

 $         160,000 

13 Fuel Management 
Stystem

FTA FY17 5339(a) Bus and Bus Facilities Formula Program 
Award:  7/9/2019

 $         180,000 

14 Golf Club Fire Escape 
(Relates to Active Grants 
Fire Escape construction 
#17)

FTA FY17 5339(a) Bus and Bus Facilities Formula Program 
Award:  7/9/2019

 $           97,523 

15 Watsonville Mural FY18 Arts Council of Santa Cruz                                                                            
Expiration: 12/31/18 (6/30/19 extension pending)

 $             6,600 

16 1 Electric Bus for 
Watsonville DAC

FY18 Low Carbon Transit Operations Program (LCTOP)
Award: 6/30/18

 $      1,013,202 

17 2 ZEBs CTC FY18 Local Partnership Program 
CTC FY19 STIP 
Allocation:  10/17/18

 $      2,189,891 

18 Refurbish 4 buses CTC FY19 STIP 
Application:  10/17/17
Allocation: 10/17/18

 $      1,316,493 

19 Automatic Vehicle
Locator

CTC FY19 STIP  
Application:  8/25/17
Award: 10/17/18

 $      1,581,385 

20 Comprehensive Security 
and Surveillance
to purchase CCTV, 
lighting, generator 
replacement

FY17 Proposition 1B California Transit Security Program
Expires: 6/15/2019

 $         352,404 

21 1 CNG Bus SCCRTC FY17 Surface Transportation Block Grant program
Expiration:  6/30/21

 $         658,887 

22 11 ParaCruz Vans FTA FY15/FY16 5339(a) Bus and Bus Facilities Formula Program
Complete 

953,076$          
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Santa Cruz METRO
Active Grant as of 8/23/19

Competitive Grant
Formula Grant

 # Project
Description

 Funding
Source 

 $ Budget
Total

Project 
 23  Facilities: Vernon x-

planter
FTA FY15/FY16 5339(a) Bus and Bus Facilities Formula Program
Complete 

 $             9,200 

24  Facilities:  WTC 
Landscape

FTA FY15/FY16 5339(a) Bus and Bus Facilities Formula Program
Complete

 $           30,000 

25 Fleet fire escape. 
Construction support 
(Relates to Golf Club Fire 
Escape application #7)

FTA FY15/FY16 5339(a) Bus and Bus Facilities Formula Program  $           34,180 

26 3 Electric replacement 
buses for Highway 17 
Express

FTA FY16 5339(c) LoNo 
On hold

 $      4,936,512 

27 Comprehensive Security 
and Surveillance
Camera on bus

FY16 CA  Proposition 1B California Transit Security Program
Expiration:  3/31/19.

 $         440,505 

28 Pacific Station right-of-
way acquisition and 
Construction

FY15 Public Transportation Modernization, Infrastructure and 
Service Enhancement Act (PTMISEA) 
Expiration:  6/30/22

1,551,333$       

29 Pacific Station Roof 
Construction

FY15 Public Transportation Modernization, Infrastructure and 
Service Enhancement Act (PTMISEA) 
Expiration:  6/30/22

350,000$          

30 One ParaCruz  Expansion 
Van for Elderly/Disabled 
program beyond ADA 
requirements.

FY15 Caltrans FTA 5310 Elderly & Handicapped mobility program
Complete 

 $           68,367 

31 Propane Mule FY14  FTA 5339a Formula Program
Complete

 $           60,000 

32 Bus Mid-Life Overhaul, 7 
@ $39,513.70 ea.

FY14  FTA 5339a Formula Program
Expires:6/30/19

 $         276,596 

33 Bucket truck FY14  FTA 5339 Formula Program 
Complete

 $           97,814 

Attachment A
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Santa Cruz METRO
Active Grant as of 8/23/19

Competitive Grant
Formula Grant

 # Project
Description

 Funding
Source 

 $ Budget
Total

Project 
 34 Bus Repaint, 36 @ 

3,628.10 ea.
FY14  FTA 5339 Formula Program 
Complete

 $         131,834 

35 Scissor Lift FY14  FTA 5339 Formula Program
Expiration: 6/30/19

 $           17,548 

36 MetroBase: Judy K. 
Souza Operations Facility  
construction

FY12 Proposition 1B State and Local Partnership Program (SLPP) 
California Transportation Commission
Complete

 $    11,624,000 

37 MetroBase development, 
Judy K. Souza Operations 
Facility  

FY10 - 13,FY15 Public Transportation Modernization, Infrastructure 
and Service Enhancement Act (PTMISEA) 
Complete

 $    15,096,394 

38 Pacific Station expansion 
and renovation 
architectural services 

FY08 FTA 5309
CA-04-0102
Expires:  9/30/19

612,500$          

39 Pacific Station expansion 
and renovation 
architectural services 

FY06 FTA 5309 
CA-04-0021
Expires:  9/30/19

 $         495,000 

Total 76,550,010$     
End of Active Grants
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DATE: August 23, 2019 

TO: Board of Directors 

FROM: Angela Aitken, Chief Financial Officer 

SUBJECT: ACCEPT AND FILE THE YEAR TO DATE MONTHLY FINANCIAL 
REPORT AS OF MAY 31, 2019 

 
I. RECOMMENDED ACTION 

 
That the Board of Directors accept and file the Year to Date Monthly 
Financial Report as of May 31, 2019 
 

II. SUMMARY OF ISSUES 
 
• An analysis of Santa Cruz Metropolitan Transit District’s (METRO) financial 

status is prepared monthly in order to inform the Board of Directors regarding 
METRO’s actual revenues and expenses in relation to the adopted operating 
and capital budgets for the fiscal year.   

• This staff report is the web-accessible companion document to the attached 
PowerPoint presentation titled “Year to Date Monthly Financial Report as of 
May 31, 2019.”  

• Staff recommends that the Board of Directors accept and file the attached 
report. 

 
III. DISCUSSION/BACKGROUND 
 

Below are the written explanations of the various charts and graphs in the 
attached Year to Date Monthly Financial Report as of May 31, 2019. The fiscal 
year has elapsed 92%. 
Slide 1 
(Cover) Year to Date Monthly Financial Report as of May 31, 2019  
Slide 2  
FY19 Operating Revenue and Expenses for the Month Ending May 31, 2019  

• Operating Revenues for the month are unfavorable by $498K 

• Operating Expenses   

• Labor Regular - favorable by $41K 

• Labor OT - unfavorable by $214K 

• Fringe Benefits – favorable by $46K 

• Non-Personnel - unfavorable by $63K 

Santa Cruz Metropolitan 
Transit District 
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YTD Financial Report 
 

• Total Operating Expenses – unfavorable by $189K 

• Transfers – unfavorable by $54K 

• Operating Balance – unfavorable by $741K 
Slide 3 
FY19 Operating Revenue and Expenses Year to Date as of May 31, 2019 

• Operating Revenues Year to Date are favorable by $2,374K 

• Operating Expenses   

• Labor Regular - favorable by $1,261K 

• Labor OT - unfavorable by $1,526K 

• Fringe Benefits - favorable by $1,044K 

• Non-Personnel - favorable by $221K 

• Total Operating Expenses – favorable by $998K 

• Transfers – favorable by $207K 

• Operating Balance – favorable by $3,165K 
Slide 4 
FY19 Operating Revenue by Major Funding Source - Year to Date as of May 31, 
2019  

• Passenger Fares -  actual is $9,502K while budget is $9,428K 

• Sales Tax Revenue (including Measure D) -  actual is $23,675K while budget 
is $22,451K 

• Other Revenue -  actual is $841K while budget is $489K 

• Transp Dev Act (TDA) - actual is $7,288K while budget is $7,075K 

• STA Op Assistance – actual is $3,123K while budget is $2,656K 

• Federal Op Assistance - actual is $218K while budget is $174K. 
Slide 5 
Favorable/ (Unfavorable) Revenue Variance to Budget Year to Date as of May 
31, 2019 

• Passenger Fares variance to budget is favorable by $74K primarily due to: 

• Special Transit Fares over budget (Contract payments from UCSC 
exceeding our budget projections).  

• Highway 17 Fares (due to a significant increase in the sales of monthly 
passes in April 2019)  
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YTD Financial Report 
 

• Sales Tax Revenue variance to budget is favorable by $1,224K. Significant 
fluctuations in the variance to budget are expected in FY19 as the California 
Department of Tax and Fee Administration (CDT FA) changed the way funds 
are disbursed, while the monthly budget allocations are based on last year’s 
actual allocations.   

• Other Revenue variance to budget is favorable by $352K primarily due to 
Interest income and Other Op Assistance/Funding (funding received by 
UCSC for the Articulated Bus Project) 

• Transp Dev Act (TDA) variance to budget is favorable by $213K due to 
revenues above prior year’s estimates from RTC. 

• STA Op Assistance variance to budget is favorable by $467K due to revised 
estimates by the State Controller’s office that increased the total amount of 
the FY2018 -2019 STA funding to Santa Cruz County.  

• Federal Op Assistance variance to budget is favorable by $44K due to 
Medicare Subsidy.  

Slide 6 
FY19 Operating Expenses by Major Expense Category Year to Date as of May 
31, 2019  

• Labor – Regular -  actual is $14,483K while budget is $15,744K 

• Labor – OT -  actual is $3,089K while budget is $1,563K 

• Fringe Benefits -  actual is $18,518K (of which $4,867K is the Retirement 
Expense YTD) while budget is $19,562K 

• Services -  actual is $3,442K while budget is $3,449K 

• Mobile Materials & Supplies -  actual is $2,741K while budget is $3,056K 

• Other Expenses - actual is $2,446K while budget is $2,344K.  
Slide 7 
Favorable/ (Unfavorable) Expense Variance to Budget Year to Date as of May 
31, 2019  

• Labor – Regular variance to budget is favorable by $1,261K primarily due to: 

• Vacant funded positions 

• Extended unpaid leaves of absence 

• Labor – OT variance to budget is unfavorable by $1,526K due to vacant 
positions and extended leaves of absence in various departments. 

• Fringe Benefits variance to budget is favorable by $1,044K primarily due to 
lower retirement and medical insurance costs. 

• Services variance to budget is favorable by $7K primarily due to Prof & Tech 
Fees under budget.   

9-07.3



Board of Directors 
August 23, 2019 
Page 4 of 7 
 

 
YTD Financial Report 
 

• Mobile Materials & Supplies variance to budget is favorable by $315K due to 
Fuel/Lube Rev Veh and Rev Veh Parts.  

• Other Expenses variance to budget is unfavorable by $102K primarily due to 
Settlement costs and Operating Lease Expense (offset by additional revenue 
from UCSC for the Articulated Bus Project).  

Slide 8 
FY19 Transfers Year to Date as of May 31, 2019 

• Transfer to Capital Budget (2016 Net Sales Tax Measure D) - actual is 
$1,912K while budget is $1,705K. 

• Transfer to Capital Budget (2016 Net Sales Tax Measure D) variance to 
budget is favorable by $207K. 

Slide 9  
FY19 Capital Budget Spending Year to Date (by Funding Source) as of May 
31, 2019 

• Total Capital Spending year to date is $3,079K; FY19 budget is $22.8M 

• Cal-OES Prop 1B Transits Security Grant spending (CTSGP) is $412K 

• Operating and Capital Reserve spending is $94K 

• Federal Capital Grants (FTA) spending is $1,182K 

• Measure D spending is $767K 

• State Transit Assistance (STA –SB-1-FY18) spending is $12K 

• State Transportation Improvement Plan (STIP) spending is $528K 

• State – PTMISEA (1B) spending is $84K. 
Slide10  
FY19 Capital Budget Spending Year to Date as of May 31, 2019 

• Total Capital Projects spending year to date is $3,079K; FY19 budget is 
$22.8M 

• Construction Related Projects spending is $493K for the following 
projects: 

 Pacific Station/Metro Center – Conceptual Design  
 Metrobase Project – Judy K. Souza – Operations Bldg. 
 Transit Security Projects  

• IT Projects spending is $9K for the following project:  
 Large Monitor Presentation System  

• Facilities Upgrades & Improvements spending is $10K for the following 
project: 
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YTD Financial Report 
 

 138 Golf Club Fire Egress (FTA 5339a FY17) 

• Revenue Vehicle Purchases, Replacement & Campaigns spending is 
$2,411K for the following projects: 

  Electric Bus (3), Infrastructure and Project Management (FTA 
5339c FY16)  
 AVL/ITS (FY18 STIP, Measure D) 
 VTA Bus Transfer - Decommission & Retrofit 10 Electric Hybrids, 
and 4 Diesel Artics  
  Paracruz Van Replacements (11) (FTA 5339a FY15/16) 
  Capitalized Lease (3 New Flyer Buses) – Year 2 
  Bus Repaint Campaigns (36) (FTA 5339a FY14) 
  Paratransit Vehicle (1) (FTA 5310 FY13/14) 
  Capitalized Lease – 3 New Flyer Buses – External Announcement 
System Programming Patch (Clever Devices)  

• Non-Revenue Vehicle Replacements spending is $55K for the following 
project: 

 Propane Fueled Tow Motor (FTA 5339a FY14)  

• Office Equipment spending is $32K for the following project:  
 Business Copy Machine – Admin (FTA 5339a FY18) 
 4 Vertical Fire King File Cabinets (Admin) 

• Misc. spending is $70K for the following project: 
 TVM Pin Pad Bezel 8 Upgrade (6) 
 C/S Call Center Furnishings (FTA 5339a FY18) 
 XPR7550 Handheld Radios (3) & Batteries (7) 

Slide 11  
(Cover Sheet) - Additional Information 

Slide 12  
Economic Indicators & Ridership for the Month of May 2019  
• Unemployment Rate % in Santa Cruz County is 3.9% 

• $ Gasoline per Gallon for the San Francisco-Oakland-San Jose area is $4,05; 
$ Diesel is $4.13 

• Ridership YTD as of May 2019 changed as follows, year-over-year (FY18 – 
FY19):  
 0.1% decrease in Total ridership  
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YTD Financial Report 
 

 1.7% decrease in Highway 17 ridership 
 No change in Local ridership 
 2.9% increase in UCSC ridership 
 4.3% increase in Cabrillo ridership 
 4.5% decrease in Non-Student ridership. 

Slide 13 
FY19 Operating Revenue, Expenses, and Transfers Year to Date as of June 30, 
2019: Preliminary (reflects Actual Data for FY19 Quarters 1, 2, and 3 and 
Projections for the 4th  Quarter) 

• Revenue – favorable by $2,132K  

• Operating Expenses:  

• Personnel Expenses - favorable by $878K 

• Non-Personnel - favorable by $238K 

• Total Operating Expenses - favorable by $1,116K 

• Transfers –favorable by $3,248K 

• Operating Balance – No variance to budget. 
 
IV. FINANCIAL CONSIDERATIONS/IMPACT 

 
Favorable budget variances in Operating Revenues and Expenses contributed to 
the favorable budget variance in Operating Balance, Year to Date as of May 31, 
2019.  

 
V. ALTERNATIVES CONSIDERED 

 
• There are no alternatives to consider, as this is an accept and file Year to 

Date Monthly Financial Report. 
 

VI. ATTACHMENTS 

           Attachment A:        Year to Date Monthly Financial Report as of May 31, 2019 
Presentation  

Attachment B:        FY19 Capital Budget Project Status Report as of May 31, 
2019 

 
 
 
Prepared by:  Kristina Mihaylova, Sr. Financial Analyst  
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VII. APPROVALS: 

Approved as to fiscal impact: 
Angela Aitken, Chief Financial Officer 

Alex Clifford, CEO/General Manager 

YTD Financial Report 
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DATE: August 23, 2019 

TO: Board of Directors 

FROM: Wondimu Mengistu, Grants/Legislative Analyst 

SUBJECT: CONSIDER A RESOLUTION DESIGNATING THE CEO AS THE 
AUTHORIZED AGENT TO SUBMIT A PROJECT LIST AND EXECUTE 
AGREEMENTS TO RECEIVE CALIFORNIA STATE OF GOOD REPAIR 
FUNDS  

I. RECOMMENDED ACTION 

That the Board of Directors adopt a resolution designating the CEO as the 
Authorized Agent to submit a project list and to execute all agreements 
necessary to receive funds from the California State of Good Repair 
program 

II. SUMMARY 

• The California Road Repair and Accountability Act of 2017 (SB 1) created a 
State of Good Repair (SGR) formula program for transit capital improvement 
projects.  

• The State Controller’s Office (SCO) apportions SGR funds to the Santa Cruz 
County Regional Transportation Commission (RTC) and the Santa Cruz 
Metropolitan Transit District (METRO) according to the formula established for 
apportionment of State Transit Assistance (STA) funds.  

• For FY20, the SCO apportioned $687,360 to Santa Cruz County, $374,249 to 
RTC and $313,111 to METRO. 

• The RTC can sub-allocate its apportionment to METRO as currently shown in 
RTC’s amended FY20 Budget. 

• METRO has committed its entire apportionment of FY20 SGR funds as well 
as 85% ($318,112) of RTC’s apportionment of FY20 SGR funds for bus 
replacements and/or for the required local match for competitive grant 
opportunities. 

• METRO will request that the RTC transfer its 85% of population-based SGR 
revenue to METRO quarterly when paid by the SCO, just as RTC currently 
does with STA funds.   

• Staff recommends that the Board of Directors (Board) adopt a resolution 
designating the CEO as the Authorized Agent to submit an application and to 
execute all agreements and take all other actions, including executing the 
Certifications and Assurances, necessary to receive the SGR funds; and 
request the RTC transfer METRO’s entire SGR apportionment as well as its 

Santa Cruz Metropolitan 
Transit District 
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FY20 SGR Resolution  

85% of population-based SGR revenue to METRO for transit capital 
improvements. 

III. DISCUSSION/BACKGROUND 

On April 28, 2017, Governor Brown signed SB 1, creating new taxes and fees to 
fund $50 billion in transportation improvements across all transportation modes 
throughout the State of California.  SB 1 established a new Transportation 
Improvement Fee on vehicle registrations to fund a new SGR transit capital 
improvement program. SGR funds are apportioned to counties statewide 
according to the existing formula in the STA program, which distributes 50% of 
the revenue to Regional Transportation Planning Agencies based upon county 
population (the §99313 share) and 50% to transit operators based upon their 
proportionate share of statewide transit revenue from fares and local taxes (the 
§99314 share).   

The SCO apportions funds to eligible entities throughout the state based upon 
the revenue it anticipates collecting throughout the year from the Transportation 
Improvement Fee.  For FY20, the SCO apportioned $687,360 to Santa Cruz 
County, $374,249 for the §99313 share to RTC and $313,111 to METRO for the 
§99314 share.  Both shares, however, are disbursed directly to the RTC, which is 
responsible for sub-allocating the §99314 SGR funds to METRO and for paying 
the §99313 SGR funds to METRO or to any other transit operator in the county. 
METRO has already committed its entire anticipated FY20 apportionment, as 
well as 85% of RTC’s FY20 SGR funds for bus replacement projects and/or for 
the required local match for competitive grant opportunities. METRO’s highest 
capital improvement priority is to replace buses that have exceeded their useful 
lifespan. In FY18, a new METRO capital budget funding strategy was introduced 
that would result in an estimated $3M per year to be dedicated to the annual 
capital budget. The strategy of creating a “Bus Replacement Fund” establishes 
consistent annual transfers of SGR, STA-SB1 funds and Measure D funds to the 
capital budget to provide stable funding to purchase and/or provide required local 
match for fixed-route buses that have exceeded their useful life. METRO plans to 
use all of its FY20 SGR funds ($313,111) as well as 85% ($318,112) of RTC’s 
FY20 SGR funds for bus replacements and/or for the required local match for 
competitive grant opportunities.  
Staff recommends that the Board of Directors adopt a resolution (Attachment A) 
to: 

1. Designate the CEO as the Authorized Agent to submit a project list to 
Caltrans and to execute all documents and take all further actions necessary 
to receive FY20 SGR funds (Attachment B). 
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2. Authorize the CEO to execute the Certifications and Assurances, necessary 
to receive the SGR funds (Attachment C). 

3. Authorize the CEO to request that the RTC sub-allocate 85% of its §99313 
population-based share of SGR funds to METRO and identify METRO’s bus 
replacements and/or the required local match for competitive grant 
opportunities in its project list to Caltrans (Attachment D). 

IV. FINANCIAL CONSIDERATIONS/IMPACT 

METRO would receive $631,223 from Santa Cruz County’s FY20 SGR 
apportionment to use for bus replacement projects and/or for the required local 
match for competitive grant opportunities. If METRO chooses not to use the funds 
to purchase or lease CNG replacement buses, METRO will reprogram the SGR 
funds as matching funds required for competitive grant opportunities.  

The RTC would pay SGR funds to METRO quarterly as RTC receives them from 
the SCO. METRO must retain the SGR funds and interest earnings in a separate 
account until spent. 

V. ALTERNATIVES CONSIDERED 

There are no alternatives.  METRO has already committed the anticipated SGR 
funds for bus replacements.  

VI. ATTACHMENTS 

Attachment A: Authorizing Resolution  
Attachment B: Authorized Agent Form 

Attachment C: Certifications and Assurances  

Attachment D: Letter to SCCRTC requesting transfer of SGR funds to 
METRO  

 

 

 

 

Prepared by: Wondimu Mengistu, Grants/Legislative Analyst   
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VII. APPROVALS: 

Barrow Emerson , Planning 
and Development Director 

Approved as to fiscal impact: 
Angela Aitken, CFO 

Alex Clifford, CEO/General Manager 

FY20 SGR Resolution 

9-08.4



 
 

BEFORE THE BOARD OF DIRECTORS OF THE 
SANTA CRUZ METROPOLITAN TRANSIT DISTRICT 

 

 

Resolution No.      
On the Motion of Director:     
Duly Seconded by Director:    
The Following Resolution is Adopted:  

 
 

RESOLUTION OF THE BOARD OF DIRECTORS OF THE 
SANTA CRUZ METROPOLITAN TRANSIT DISTRICT 

AUTHORIZING THE EXECUTION OF CERTIFICATIONS AND ASSURANCES AND 
DESIGNATING ALEX CLIFFORD, CEO/GENERAL MANAGER, AS THE 

AUTHORIZED AGENT TO EXECUTE ALL ACTIONS NECESSARY TO RECEIVE 
FUNDS FROM THE STATE OF GOOD REPAIR PROGRAM 

 
 

WHEREAS, California Governor Brown enacted the Road Repair and 
Accountability Act of 2017 (SB 1) on 4/28/2017 to provide $50 billion for transportation 
investments throughout the State of California during the next decade; and 

 
WHEREAS, SB 1 established the State of Good Repair  program (SGR) funded 

by a Transportation Improvement Fee on motor vehicle registrations beginning 1/1/2018 
for transit system capital improvements; and  

 
WHEREAS, SB 1 delegated SGR implementation to the California Department of 

Transportation (Caltrans) and specified that the State Controller’s Office apportion SGR 
funds to the Regional Transportation Planning Agencies and to the eligible transit 
operators by the same formula used to distribute State Transit Assistance funds; and 

 
WHEREAS, the Santa Cruz Metropolitan Transit District is an eligible transit 

operator and will receive its SGR funds from the Santa Cruz County Regional 
Transportation Commission, to which the SCO disburses all of the SGR revenue for 
Santa Cruz County; and 

 
WHEREAS, METRO proposes to receive Santa Cruz County’s entire population 

and revenue-based SGR apportionments from the Santa Cruz County Regional 
Transportation for transit capital improvement projects; and  

 
WHEREAS, the Santa Cruz Metropolitan Transit District authorizes submittal of 

the following project list to Caltrans for the FY20 SGR funds: 

Attachment A
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Project Name:  Bus replacements  
Total SGR Funds Requested $631,223 

RTC FY20 apportionment:  $318,112 
METRO FY20 apportionment: $313,111 
  

Short Description:  Use FY20 SGR funds to replace buses that have exceeded 
their useful lifespan.  
 
Contributing Sponsor:  Santa Cruz County Regional Transportation 
 
-OR- 
 
Project Name:  For the required local match for competitive grant opportunities 
Total SGR Funds Requested $631,223 

RTC FY20 apportionment:  $318,112 
METRO FY20 apportionment: $313,111 

Short Description:  Use FY20 SGR funds for the required local match for 
competitive grant opportunities.   

Contributing Sponsor:  Santa Cruz County Regional Transportation 
 
NOW, THEREFORE, BE IT RESOLVED, that the Board of Directors of the Santa 

Cruz Metropolitan Transit District hereby agrees to comply with all conditions and 
requirements set forth in the Certification and Assurances document and in the 
applicable statutes, regulations and guidelines for the SGR; and 

 
THEREFORE, BE IT FURTHER RESOLVED, that the Board of Directors of the 

Santa Cruz Metropolitan Transit District hereby authorizes Alex Clifford, CEO/General 
Manager, to establish an agreement with the Santa Cruz County Regional 
Transportation Commission to transfer the County’s population-based apportionment of 
FY20 State of Good Repair funds to the Santa Cruz Metropolitan Transit District to use 
the funds for bus replacements and/or to pay the local match for competitive grant 
opportunities to buy CNG replacement buses; and  

 
THEREFORE, BE IT FURTHER RESOLVED, that the Board of Directors of the 

Santa Cruz Metropolitan Transit District hereby designates Alex Clifford, CEO/General 
Manager, or his designee, as the Authorized Agent to execute all actions necessary to 
receive funds from the SGR. 

 
PASSED AND ADOPTED this 23rd Day of August 2019 by the following vote: 
 

AYES: Directors -   
 
NOES: Directors - 
 
ABSTAIN: Directors - 
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ABSENT: Directors - 
 

 
 
 

APPROVED       
         ED BOTTORFF  
        Board Chair 

 
ATTEST       
  ALEX CLIFFORD 
  CEO/General Manager 
 
 
 
APPROVED AS TO FORM: 
 
 
       
 JULIE SHERMAN 
 General Counsel 
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STATE OF CALIFORNIA • DEPARTMENT OF TRANSPORTATION      
Division of Rail and Mass Transportation 
State Transit Assistance State of Good Repair Program 
Authorized Agent Form 
 
 
 

                                        Authorized Agent 
 
 
 

The following individual(s) are hereby authorized to execute for and on behalf of the named Regional 
Entity/Transit Operator, and to take any actions necessary for the purpose of obtaining State Transit Assistance 
State of Good Repair funds provided by the California Department of Transportation, Division of Rail and Mass 
Transportation. This form is valid at the beginning of Fiscal Year 2019-2020 until the end of the State of Good 
Repair Program. If there is a change in the authorized agent, the project sponsor must submit a new form. This 
form is required even when the authorized agent is the executive authority himself. 
 
 

Alex Clifford, CEO/General Manager           OR  
(Name and Title of Authorized Agent)  
 
 
__________________________________________________________________ OR  
(Name and Title of Authorized Agent)  
 
 
__________________________________________________________________ .  
(Name and Title of Authorized Agent)  
 
 
 

 
               AS THE CEO/General Manager          
                                                            (Chief Executive Officer / Director / President / Secretary)  
 
 
              OF THE Santa Cruz Metropolitan Transit District     
                                                                                    (Name of County/City Organization)  

 
 
 
 
Alex Clifford                     CEO/General Manager 
(Print Name)           (Title) 
 
__________________________________________  
(Signature) 
 
 
 Approved this  23rd  day of  _August , 2019 
 
 
 
 
 

FY 19-20 SB 1 STA State of Good Repair 
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State Transit Assistance State of Good Repair Program 

 
Recipient Certifications and Assurances 

 
Recipient: Santa Cruz Metropolitan Transit District    . 
 
Effective Date: August 23, 2019                                                    .  
 
 
In order to receive State of Good Repair Program (SGR) funds from the California 
Department of Transportation (Department), recipients must agree to following terms and 
conditions:   
 
 
A. General 
 
(1) The recipient agrees to abide by the State of Good Repair Guidelines as may be 

updated from time to time. 
 

(2) The potential recipient must submit to the Department a State of Good Repair 
Program Project List annually, listing all projects proposed to be funded by the SGR 
program.  The project list should include the estimated SGR share assigned to each 
project along with the total estimated cost of each project.. 

 
(3) The recipient must submit a signed Authorized Agent form designating the 

representative who can submit documents on behalf of the recipient and a copy of the 
board resolution authorizing the agent. 

 
 
B. Project Administration 
 
(1) The recipient certifies that required environmental documentation will be completed 

prior to expending SGR funds.  The recipient assures that each project approved for 
SGR funding comply with Public Resources Code § 21100 and § 21150. 

 
(2) The recipient certifies that SGR funds will be used for transit purposes and SGR 

funded projects will be completed and remain in operation for the estimated useful 
lives of the assets or improvements. 
 

(3) The recipient certifies that it has the legal, financial, and technical capacity to deliver 
the projects, including the safety and security aspects of each project.    
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(4) The recipient certifies that there is no pending litigation, dispute, or negative audit 
findings related to any SGR project at the time an SGR project is submitted in the 
annual list. 

 
(5) Recipient agrees to notify the Department immediately if litigation is filed or disputes 

arise after submission of the annual project list and to notify the Department of any 
negative audit findings related to any project using SGR funds. 
 

(6) The recipient must maintain satisfactory continuing control over the use of project 
equipment and/or facilities and will adequately maintain project equipment and/or 
facilities for the estimated useful life of each project.   

 
(7) Any and all interest the recipient earns on SGR funds must be reported to the 

Department and may only be used on approved SGR projects or returned to the 
Department.   

 
(8) The recipient must notify the Department of any proposed changes to an approved 

project list by submitting an amended project list.   
 

(9) Funds will be expended in a timely manner. 
 

 
C. Reporting 
 
(1)  Per Public Utilities Code § 99312.1 (e) and (f), the recipient must submit the 

following SGR reports: 
 

a. Annual Expenditure Reports within six months of the close of the fiscal year 
(by December 31st) of each year. 

 
b. The annual audit required under the Transportation Development Act (TDA), 

to verify receipt and appropriate expenditure of SGR funds.  A copy of the 
audit report must be submitted to the Department within six months of the 
close of each fiscal year in which SGR funds have been received or 
expended.   

 
D. Cost Principles 
 
(1) The recipient agrees to comply with Title 2 of the Code of Federal Regulations Part 

200, Uniform Administrative Requirements for Grants and Cooperative Agreements 
to State and Local Governments.  

 
(2) The recipient agrees, and will assure that its contractors and subcontractors will be 

obligated to agree, that (a) Contract Cost Principles and Procedures, 48 CFR, Federal 
Acquisition Regulations System, Chapter 1, Part 31, et seq., shall be used to 
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determine the allowability of individual project cost items and (b) those parties shall 
comply with Federal administrative procedures in accordance with 2 CFR, Part 200, 
Uniform Administrative Requirements for Grants and Cooperative Agreements to 
State and Local Governments.   

 
(3) Any project cost for which the recipient has received payment that are determined by 

subsequent audit to be unallowable under 2 CFR, Part 200, are subject to repayment 
by the recipient to the State of California (State).  Should the recipient fail to 
reimburse moneys due to the State within thirty (30) days of demand, or within such 
other period as may be agreed in writing between the Parties hereto, the State is 
authorized to intercept and withhold future payments due the recipient from the State 
or any third-party source, including but not limited to, the State Treasurer and the 
State Controller. 

 
E. Record Retention 
 
(1) The recipient agrees, and will assure that its contractors and subcontractors shall 

establish and maintain an accounting system and records that properly accumulate 
and segregate incurred project costs and matching funds by line item for the project.  
The accounting system of the recipient, its contractors and all subcontractors shall 
conform to Generally Accepted Accounting Principles (GAAP), enable the 
determination of incurred costs at interim points of completion, and provide support 
for reimbursement payment vouchers or invoices.  All accounting records and other 
supporting papers of the recipient, its contractors and subcontractors connected with 
SGR funding shall be maintained for a minimum of three (3) years from the date of 
final payment and shall be held open to inspection, copying, and audit by 
representatives of the State and the California State Auditor.  Copies thereof will be 
furnished by the recipient, its contractors, and subcontractors upon receipt of any 
request made by the State or its agents.  In conducting an audit of the costs claimed, 
the State will rely to the maximum extent possible on any prior audit of the recipient 
pursuant to the provisions of federal and State law.  In the absence of such an audit, 
any acceptable audit work performed by the recipient’s external and internal auditors 
may be relied upon and used by the State when planning and conducting additional 
audits. 

 
(2) For the purpose of determining compliance with Title 21, California Code of 

Regulations, Section 2500 et seq., when applicable, and other matters connected with 
the performance of the recipient’s contracts with third parties pursuant to 
Government Code § 8546.7, the recipient, its contractors and subcontractors and the 
Department shall each maintain and make available for inspection all books, 
documents, papers, accounting records, and other evidence pertaining to the 
performance of such contracts, including, but not limited to, the costs of 
administering those various contracts. All of the above referenced parties shall make 
such materials available at their respective offices at all reasonable times during the 
entire project period and for three (3) years from the date of final payment.  The 
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State, the California State Auditor, or any duly authorized representative of the State, 
shall each have access to any books, records, and documents that are pertinent to a 
project for audits, examinations, excerpts, and transactions, and the recipient shall 
furnish copies thereof if requested.  

 
(3) The recipient, its contractors and subcontractors will permit access to all records of 

employment, employment advertisements, employment application forms, and other 
pertinent data and records by the State Fair Employment Practices and Housing 
Commission, or any other agency of the State of California designated by the State, 
for the purpose of any investigation to ascertain compliance with this document. 

 
F. Special Situations  
 
(1) Recipient acknowledges that if a project list is not submitted timely, the recipient 

forfeits its apportionment for that fiscal year. 
 
(2) Recipients with delinquent expenditure reports may risk future eligibility for future 

SGR funding.   
 
(3) Recipient acknowledges that the Department shall have the right to perform an audit 

and/or request detailed project information of the recipient’s SGR funded projects at 
the Department’s discretion from SGR award through 3 years after the completion 
and final billing of any SGR funded project..  Recipient agrees to provide any 
requested project information. 

 
I certify all of these conditions will be met. 
 
 
Santa Cruz Metropolitan Transit District 
 
BY:  
 Alex Clifford, CEO/General Manager 
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DATE: August 23, 2019 
 
TO:  Board of Directors 
 
FROM: Wondimu Mengistu, Grants/Legislative Analyst 
 
SUBJECT: CONSIDER A RESOLUTION AUTHORIZING THE CEO TO SUBMIT 

APPLICATIONS AND EXECUTE AGREEMENTS FOR GRANTS 
FROM THE FEDERAL TRANSIT ADMINISTRATION AND FROM THE 
CALIFORNIA DEPARTMENT OF TRANSPORTATION  

 

I.  RECOMMENDED ACTION  

That the Board of Directors adopt a Resolution authorizing the CEO to 
submit grant applications and execute agreements for funding from the 
Federal Transportation Administration and from the California 
Department of Transportation  

II.  SUMMARY OF ISSUES 

• The Federal Transit Administration (FTA) and the California Department of 
Transportation (Caltrans) solicit multiple grant applications each year. 

• A continuing resolution is acceptable for many FTA and Caltrans grant 
applications, especially for the annual formula programs.  

• This Resolution will be valid for three years, unless rescinded earlier by the 
Board of Directors. 

• Authorizing the Resolution (Attachment A) will allow the CEO to apply for 
specific grants and execute contracts with the FTA and Caltrans without 
further action by the Board of Directors.  

III. DISCUSSION 

The FTA and Caltrans release multiple grant opportunities every year.  In the 
past, Santa Cruz Metropolitan Transit District (METRO) staff prepared a 
separate staff report and Board Resolution for each grant program, although 
not all grants require a program-specific resolution.  Sponsors accept a 
continuing resolution for several grant programs, especially those that are 
allocated by formula every year. 
A continuing resolution would enable the CEO to apply and execute 
agreements for grants in the FTA and Caltrans funding programs without 
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Grant Funding Authorizing Resolution 

further Board action.  The continuing resolution shortens the process of 
preparing a grant application. 
The attached non-specific resolution will be valid for three years, unless the 
Board of Directors chooses to rescind it earlier for any reason. 
Staff recommends that the Board of Directors adopt the attached continuing 
resolution for grant applications and agreements for funding from the FTA and 
Caltrans. 

IV. FINANCIAL CONSIDERATIONS

Funding for grants will be presented to the Board for consideration in the
annual budget process and in the quarterly grant program status reports.

V. ATTACHMENTS 

Attachment A: Authorizing Resolution 

Prepared by: Wondimu Mengistu, Grants/Legislative Analyst 

9-09.2



Board of Directors 
August 23, 2019 
Page 3 of 3 

VI. APPROVALS 

Barrow Emerson , Planning 
And Development Director 

Approved as to fiscal impact: 
Angela Aitken, CFO 

Alex Clifford , CEO/General Manager 

Grant Funding Authorizing Resolution 
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BEFORE THE BOARD OF DIRECTORS OF THE 
SANTA CRUZ METROPOLITAN TRANSIT DISTRICT 

Resolution No.  
On the Motion of Director:   
Duly Seconded by Director:  
The Following Resolution is Adopted: 

RESOLUTION OF THE BOARD OF DIRECTORS OF THE 
SANTA CRUZ METROPOLITAN TRANSIT DISTRICT 

AUTHORIZING APPLICATIONS AND EXECUTION OF AGREEMENTS FOR 
GRANTS FROM THE FEDERAL TRANSIT ADMINISTRATION AND THE 

CALIFORNIA DEPARTMENT OF TRANSPORTATION 

WHEREAS, the Santa Cruz Metropolitan Transit District regularly applies 
for grant funds from the Federal Transit Administration and from the California 
Department of Transportation; and 

WHEREAS, it is not always necessary or timely to prepare a specific Board 
Resolution for each grant program; and  

WHEREAS, it is in the interest of the Santa Cruz Metropolitan Transit 
District to submit applications for funding; and 

WHEREAS, this Resolution will be valid for three years from the date of 
execution, or less if the Board rescinds this Resolution for any reason.  

NOW, THEREFORE, BE IT RESOLVED, that the CEO/General Manager 
of the Santa Cruz Metropolitan Transit District is authorized to submit applications, 
sign all agreements, and take any further actions necessary to obtain funding from 
the Federal Transit Administration and from the California Department of 
Transportation.  

PASSED AND ADOPTED this 23rd day of August 2019 by the following 
vote: 

AYES: Directors -  

NOES: Directors - 

ABSTAIN: Directors – 

Attachment A
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ABSENT: Directors - 
 

 
 
 
 

APPROVED       
                ED BOTTORFF  
        Board Chair 

 
ATTEST       
  ALEX CLIFFORD 
  CEO/General Manager 
 
 
 
APPROVED AS TO FORM: 
 
 
       
 JULIE SHERMAN 
 General Counsel 
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DATE: August 23, 2019 

TO: Board of Directors 

FROM: Angela Aitken, Chief Financial Officer 

SUBJECT: CONSIDERATION OF DECLARING VEHICLES AND/OR EQUIPMENT 
AS EXCESS FOR PURPOSES OF DISPOSAL OR AUCTION 

I. RECOMMENDED ACTION 

That the Board of Directors approve a resolution declaring vehicles and/or 
obsolete equipment as ready for disposal or auction and direct the CEO to 
dispose of the surplus items in conformance with METRO’s Administrative 
Policy Number AP-2020 - Fixed Assets and Inventoried Items 

II. SUMMARY 

• In accordance with Santa Cruz Metropolitan Transit District’s (METRO) policy 
on disposal of fixed assets, at least once per year the Chief Financial Officer 
shall recommend to the Board of Directors a list of items to be declared 
excess with appropriate action for disposal. 

• Vehicles and/or equipment have exceeded their useful lives and are no longer 
needed by METRO. 

• Staff recommends that the Board of Directors approve the resolution for the 
disposal or auction of excess property (Attachment A) and declare the item(s) 
listed in Exhibit A as excess and direct staff to use appropriate action for 
disposal. 

III. DISCUSSION/BACKGROUND 

The following vehicles/equipment identified in the Excess Vehicle & Equipment 
Listing (Exhibit A) have become obsolete and surpassed their useful life 
expectancy:  

 
• Two (2) 2003 Orion CNG buses in poor condition.   

• The two vehicles recommended for disposal have each been depreciated to 
$1,209, so there is no financial obligation to a granting agency with regard to 
the recommended disposal.  The cost to repair and continue using these 
vehicles outweighs their value; therefore, they are recommended for disposal 
at this time. 

 
Disposal of these assets has been coordinated with management and staff in 
processing them for disposal and auction if appropriate.  
 

Santa Cruz Metropolitan 
Transit District 
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SR Asset Disposals 

Staff recommends that the Board of Directors approve a resolution (Attachment 
A) and declare the items listed in Exhibit A as excess and direct staff to use
appropriate action for disposal. 

IV. FINANCIAL CONSIDERATIONS/IMPACT

The estimated gross market value of these vehicles is approximately $3,000; all
vehicles have reached the end of their useful life and are obsolete. There is no
financial impact because of these disposals.

Any revenue generated from the sale of these vehicles will be recorded as
income in the current fiscal year’s operating budget to ‘Gain / Loss Disposal on
Assets’ budget account 407090-100.

V. ALTERNATIVES CONSIDERED 

• Keep the vehicles in inventory. Staff does not recommend this alternative
because the vehicles have exceeded their useful life, and are cost prohibitive
to repair.

VI. ATTACHMENTS

Attachment A: Resolution to Approve for the Disposal or Auction of Excess 
Property 

   Exhibit A: Excess Vehicle & Equipment Listing–as of August 23, 2019 

Prepared by: Debbie Kinslow, Finance Deputy Director 
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VII. APPROVALS: 

Approved as to fiscal impact: 
Angela Aitken, Chief Financial Officer 

Alex Clifford, CEO/General Manager 

SR Asset Disposals 
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- THIS PAGE INTENTIONALLY LEFT BLANK - 



BEFORE THE BOARD OF DIRECTORS OF THE 
SANTA CRUZ METROPOLITAN TRANSIT DISTRICT 

Resolution No. 
On the Motion of Director: 
Duly Seconded by Director: 
The Following Resolution is Adopted: 

RESOLUTION TO APPROVE THE DISPOSAL OR AUCTION OF EXCESS ASSETS 

WHEREAS, the Santa Cruz Metropolitan Transit District (District), receives 
federal financial assistance from the Federal Transit Administration (FTA) to acquire 
real property, equipment and supplies, and rolling stock; and  

WHEREAS, all such assets must be managed, used, and disposed of in 
accordance with applicable laws and regulations; and  

WHEREAS, the FTA prescribes the method and delivers guidance to public 
transit operators to comply with grant management requirements in accordance with the 
regulations in Title 49 Code of Federal Regulations, part 24 (49CFR 24) and FTA 
Circular 5010.1E; and 

WHEREAS, the acquisition cost of each item identified as excess is greater than 
$5,000; and   

WHEREAS, the District has determined that it is necessary to either dispose of 
the property, and/or to place the items up for auction.  

NOW, THEREFORE, BE IT RESOLVED BY THE BOARD OF DIRECTORS OF 
THE SANTA CRUZ METROPOLITAN TRANSIT DISTRICT, that it hereby resolves, 
determines and orders as follows: 

1. The following assets are declared excess property on the Excess Vehicle &
Equipment Listing as of 8/23/19, “Exhibit A” and may be disposed of or
auctioned as such: 

a. “One (1) 2003 Orion CNG Bus no. 2301”;
b. “One (1) 2003 Orion CNG Bus no. 2310”;

Attachment A
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Excess Property - Resolution 

PASSED AND ADOPTED by the Board of Directors of the Santa Cruz Metropolitan 
Transit District on August 23, 2019, by the following vote: 
 
 
AYES:   DIRECTORS – 
 
NOES:  DIRECTORS – 
 
ABSENT:  DIRECTORS –    
 
ABSTAIN:  DIRECTORS –                                                       

 
 

____________________________________ 
Ed Bottorff, Board Chair 

 
ATTEST: 
 
 
__________________________ 
ALEX CLIFFORD 
CEO/General Manager 
 
 
 
APPROVED AS TO FORM: 
 
 
__________________________ 
JULIE SHERMAN 
General Counsel 
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Excess Property - Resolution 

EXHIBIT A, SANTA CRUZ METROPOLITAN TRANSIT DISTRICT 
RESOLUTION NO.  

SANTA CRUZ METROPOLITAN TRANSIT DISTIRCT 
EXCESS VEHICLE & EQUIPMENT LISTING AS OF 8/23/19 

(Attached) 

Attachment A
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DATE: August 23, 2019 

TO: Board of Directors 

FROM: Angela Aitken, CFO 

SUBJECT: CONSIDERATION OF APPROVAL OF AUDIT ENGAGEMENT LETTER 
WITH BROWN ARMSTRONG ACCOUNTANCY CORPORATION FOR 
FINANCIAL AUDIT AND TAX SERVICES FOR THE FISCAL YEAR 
ENDED JUNE 30, 2019 

I. RECOMMENDED ACTION 

That the Board of Directors approve and authorize execution of the Audit 
Engagement Letter with Brown Armstrong Accountancy Corporation for 
financial audit and tax services for the fiscal year ended June 30, 2019 

II. SUMMARY 

• Attached for review and approval is Brown Armstrong Accountancy 
Corporation’s Audit Engagement Letter (Attachment A) for the fiscal year 
ended June 30, 2019. 

• The Audit Engagement Letter states the terms and conditions of the 
engagement, principally addressing the scope of the engagement and the 
terms of compensation for Brown Armstrong Accountancy Corporation. 

• The Audit Engagement Letter also defines the legal relationship between 
Santa Cruz Metropolitan Transit District (METRO) and Brown Armstrong 
Accountancy Corporation and provides a detailed description of the services 
that will be provided through the audit process. 

• Annually, the auditors must obtain an audit engagement letter signed by 
management and those in charge of governance (the CEO and a BOD 
member) before they can finalize and issue their audit report to METRO. 

III. DISCUSSION/BACKGROUND 

State law requires that METRO undergo an audit of their financial statements on 
an annual basis. The statements are to be prepared and presented in conformity 
with accounting principles generally accepted in the United States of America 
and must be audited in accordance with auditing standards generally accepted in 
the United States of America by a firm of Certified Public Accountants licensed to 
practice in the State of California. Due to the significant level of Federal grant 
funding that METRO receives annually,  the audit must also be conducted in 
accordance with the standards applicable to financial audits contained in 
Government Auditing Standards (“Yellow Book”), issued by the Comptroller 
General of the United States of the Government Accountability Office (GAO), and 

Santa Cruz Metropolitan 
Transit District 

 

9-11.1



Board of Directors 
August 23, 2019 
Page 2 of 4 
 
 
 

082319 SR BA Engagement Letter 063019 

the audit requirements of Title 2 U.S. Code of Federal Regulations Part 200, 
Uniform Administrative Requirements, Cost Principles, and Audit Requirements 
for Federal Awards (Uniform Guidance). 

Beginning with the FY18 audit, Brown Armstrong Accountancy Corporation will 
prepare a separate stand-alone audit report for the financial statements of 
Measure D funds received and used by METRO, and will report on evidence that 
the expenditure of Measure D sales tax funds was in accordance with the 
Expenditure Plan developed by the Santa Cruz County Regional Transportation 
Commission (SCCRTC) and adopted by Santa Cruz County voters in November 
2016.  This audit is a requirement under the Measure D Master Funding 
Agreement between the SCCRTC and METRO. 

Additional requirements also include a separate audit report to indicate METRO's 
compliance, as outlined by Section 6667 of the California Administrative Code, 
with the Transportation Development Act (TDA), including Public Utility Code 
Section 99245; and compliance with all statutes related to the Public 
Transportation Modernization Improvement and Service Enhancement Account 
(PTMISEA) funding held and received during the year. 

On May 18, 2018 METRO awarded a three-year contract with two one-year 
options to Brown Armstrong Accountancy Corporation for a total amount not to 
exceed $124,149 for financial audit and tax services for fiscal years 2018-2020 
(three-year contract). The contract was amended to include $5,000 in additional 
fees for the one-time preparation of the Independent Auditor Statement (IAS-FD) 
that is required for the FY18 FTA National Transit Database (NTD) submission, 
which increased the contract not-to-exceed amount to $129,149.  The all-
inclusive maximum price for the FY19 audit and tax submission is $41,097, and 
is reflected in Attachment A on page 8.   

It is recommended that the Board approve and authorize execution of (sign) the 
attached Audit Engagement Letter in order to maintain compliance with the legal 
and regulatory requirements set forth herein. The Audit Engagement Letter 
needs to be signed by both the CEO and a member of the Board of Directors. 

IV. FINANCIAL CONSIDERATIONS/IMPACT 

The required funding in the amount of $41,097 is included in the FY20 current 
fiscal year’s Finance department operating budget within the Accounting / Audit 
Fees (503011) budget account. 

V. ALTERNATIVES CONSIDERED 

Declining to sign the Audit Engagement Letter is an alternative, but is not 
recommended.  Auditing standards dictate that the auditors obtain the written 
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082319 SR BA Engagement Letter 063019 

agreement of management and those in charge of governance acknowledging 
that they accept and understand their responsibilities pertaining to the audit. 
Without a signed engagement letter, the auditors can not accept the audit 
engagement; therefore no audit report would be issued. Consequently, important 
grant funding would be jeopardized, as the timely submission of audited financial 
statement information to grantor agencies on an annual basis is a requirement 
for grant compliance and a condition for continued funding. 

 

VI. ATTACHMENTS 

Attachment A: Brown Armstrong – Audit Engagement Letter 
 
 
 
 
 
 
 
 
 
 
Prepared by:  Debbie Kinslow, Finance Deputy Director 
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VII. APPROVALS: 

Approved as to fiscal impact: 
Angela Aitken, CFO 

Alex Clifford, CEO/General Manager 

082319 SR BA Engagement Letter 063019 
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BROWN ARMSTRONG 
Certified Public Accountants 

June 24, 2019 

Alex Clifford, Chief Executive Officer and 
Board of Directors 
Santa Cruz Metropolitan Transit District 
110 Vernon Street 
Santa Cruz, California 95060-2130 

Dear Mr. Clifford and Board of Directors: 

' ' 
. ,., 

v 
.... ., 

J 

.J 

We are pleased to confirm our understanding of the services we are to provide Santa 
Cruz Metropolitan Transit District (Santa Cruz METRO) for the year ended June 30, 
2019. We will audit the financial statements of the business-type activities, including 
the related notes to the financial statements, which collectively comprise the basic 
financial statements of Santa Cruz METRO as of and for the fiscal year ended June 30, 
2019. Accounting standards generally accepted in the United States of America 
provide for ce11ain required supplementary information (RSI), such as management's 
discussion and analysis (MD&A), to supplement Santa Cruz METRO's basic financial 
statements. Such information, although not a part of the basic financial statements, is 
required by the Governmental Accounting Standards Board who considers it to be an 
essential part of financial reporting for placing the basic financial statements in an 
appropriate operational, economic, or historical context. As pati of our engagement, 
we will apply cetiain limited procedures to Santa Cruz METRO' s RSI in accordance 
with auditing standards generally accepted in the United States of America. These 
limited procedures will consist of inquiries of management regarding the methods of 
preparing the information and comparing the information for consistency with 
management's responses to our inquiries, the basic financial statements, and other 
knowledge we obtained during our audit of the basic financial statements. We will not 
express an opinion or provide any assurance on the information because the limited 
procedures do not provide us with sufficient evidence to express an opinion or provide 
any assurance. The following RSI is required by accounting principles generally 
accepted in the United States of America and will be subjected to ce11ain limited 
procedures, but will not be audited: 

1) Management's Discussion and Analysis 
2) Schedule of Changes in the Net Pension Liability and Related Ratios 
3) Schedule of Contributions - Pension 
4) Schedule of Changes in the Net Other Postemployment Benefits (OPEB) Liability 

and Related Ratios 
5) Schedule of Contributions - OPEB 

We have also been engaged to repoti on supplementary information other than RSI that 
accompanies Santa CruzMETRO' s financial statements. We will subject the following 
supplementary information to the auditing procedures applied in our audit of the 
financial statements and ce11ain additional procedures, including comparing and 
reconciling such information directly to the underlying accounting and other records 
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used to prepare the financial statements or to the financial statements themselves, and other additional 
procedures in accordance with auditing standards generally accepted in the United States of America, and 
we will provide an opinion on it in relation to the financial statements as a whole, in a report combined with 
our auditor's report on the financial statements: 

1) Schedule of Expenditures of Federal A wards 
2) Statement of Operating Expenses 

Also, we will perform the following additional services as specified by our audit engagement with Santa 
Cruz METRO for the fiscal year ended June 30, 2019: 

1) Single Audit Compliance Report in accordance with the U.S. Office Management and Budget (OMB) 
Uniform Administrative Requirements, Cost Principles, and Audit Requirement for Federal Awards 
(Uniform Guidance) 

2) Measure D Audit Report 

Audit Objectives 

The objective of our audit is the expression of opinions as to whether Santa Cruz METRO's financial 
statements are fairly presented, in all material respects, in conformity with accounting principles generally 
accepted in the United States of America and to report on the fairness of the supplementary information 
referred to in the second paragraph when considered in relation to the financial statements as a whole. The 
objective also includes reporting on-

• Internal control over financial reporting and compliance with provisions of laws, regulations, 
contracts, and award agreements, noncompliance with which could have a material effect on the 
financial statements in accordance with Government Auditing Standards. 

• Internal control over compliance related to major programs and an opinion (or disclaimer of opinion) 
on compliance with federal statutes, regulations, and the terms and conditions of federal awards 
that could have a direct and material effect on each major program in accordance with the Single 
Audit Act Amendments of 1996 and Title 2 U.S. Code of Federal Regulations (CFR) Pati 200, 
Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal 
Awards (Uniform Guidance). 

The Government Auditing Standards report on internal control over financial reporting and on compliance 
and other matters will include a paragraph that states that ( 1) the purpose of the report is solely to describe 
the scope of testing of internal control and compliance and the results of that testing, and not to provide an 
opinion on the effectiveness of Santa Cruz METRO's internal control or on compliance, and (2) the report 
is an integral part of an audit performed in accordance with Government Auditing Standards in considering 
Santa Cruz METRO's internal control and compliance. The Uniform Guidance report on internal control 
over compliance will include a paragraph that states that the purpose of the report on internal control over 
compliance is solely to describe the scope of testing of internal control over compliance and the results of 
that testing based on the requirements of the Uniform Guidance. Both reports will state that the report is 
not suitable for any other purpose. 
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Our audit will be conducted in accordance with auditing standards generally accepted in the United States 
of America; the standards for financial audits contained in Government Auditing Standards, issued by the 
Comptroller General of the United States; the Single Audit Act Amendments of 1996; and the provisions 
of the Uniform Guidance, and will include tests of accounting records, a determination of major program(s) 
in accordance with the Uniform Guidance, and other procedures we consider necessary to enable us to 
express such opinions. We will issue written reports upon completion of our Single Audit. Our reports will 
be addressed to the Board of Directors of Santa Cruz METRO. We cannot provide assurance that 
unmodified opinions will be expressed. Circumstances may arise in which it is necessary for us to modify 
our opinions or add an emphasis-of-matter or other-matter paragraph(s). If our opinions are other than 
unmodified, we will discuss the reasons with you in advance. If, for any reason, we are unable to complete 
the audit or are unable to form or have not formed opinions, we may decline to express opinions or issue 
reports, or we may withdraw from this engagement. 

Audit Procedures-General 

An audit includes examining, on a test basis, evidence supporting the amounts and disclosures in the 
financial statements; therefore, our audit will involve judgment about the number of transactions to be 
examined and the areas to be tested. An audit also includes evaluating the appropriateness of accounting 
policies used and the reasonableness of significant accounting estimates made by management, as well as 
evaluating the overall presentation of the financial statements. We will plan and perform the audit to obtain 
reasonable assurance about whether the financial statements are free of material misstatement, whether 
from (1) errors, (2) fraudulent financial reporting, (3) misappropriation of assets, or (4) violations of laws 
or governmental regulations that are attributable to Santa Cruz METRO or to acts by management or 
employees acting on behalf of Santa Cruz METRO. Because the determination of abuse is subjective, 
Government Auditing Standards do not expect auditors to provide reasonable assurance of detecting abuse. 

Because of the inherent limitations of an audit, combined with the inherent limitations of internal control, 
and because we will not perform a detailed examination of all transactions, there is a risk that material 
misstatements or noncompliance may exist and not be detected by us, even though the audit is properly 
planned and performed in accordance with auditing standards generally accepted in the United States of 
America and Government Auditing Standards. In addition, an audit is not designed to detect immaterial 
misstatements or violations of laws or governmental regulations that do not have a direct and material effect 
on the financial statements or on major programs. However, we will inform the appropriate level of 
management of any material errors, any fraudulent financial reporting, or misappropriation of assets that 
come to our attention. We will also inform the appropriate level of management of any violations of laws 
or governmental regulations that come to our attention, unless clearly inconsequential, and of any material 
abuse that comes to our attention. We will include such matters in the reports required for a Single Audit. 
Our responsibility as auditors is limited to the period covered by our audit and does not extend to any later 
periods for which we are not engaged as auditors. 

Our procedures will include tests of documenta1y evidence supporting the transactions recorded in the 
accounts, and may include tests of the physical existence of inventories, and direct confirmation of 
receivables and certain other assets and liabilities by correspondence with selected individuals, funding 
sources, creditors, and financial institutions. We will request written representations from your attorneys 
as part of the engagement, and they may bill you for responding to this inquiry. At the conclusion of our 
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audit, we will require certain written representations from you about your responsibilities for the financial 
statements; schedule of expenditures of federal awards; federal award programs; compliance with laws, 
regulations, contracts, and grant agreements; and other responsibilities required by auditing standards 
generally accepted in the United States of America. 

Audit Procedures-Internal Control 

Our audit will include obtaining an understanding of Santa Cruz METRO and its environment, including 
internal control, sufficient to assess the risks of material misstatement of the financial statements and to 
design the nature, timing, and extent of further audit procedures. Tests of controls may be performed to test 
the effectiveness of certain controls that we consider relevant to preventing and detecting errors and fraud 
that are material to the financial statements and to preventing and detecting misstatements resulting from 
illegal acts and other noncompliance matters that have a direct and material effect on the financial 
statements. Our tests, if performed, will be less in scope than would be necessary to render an opinion on 
internal control and, accordingly, no opinion will be expressed in our report on internal control issued 
pursuant to Government Auditing Standards. 

As required by the Uniform Guidance, we will perform tests of controls over compliance to evaluate the 
effectiveness of the design and operation of controls that we consider relevant to preventing or detecting 
material noncompliance with compliance requirements applicable to each major federal award program. 
However, our tests will be less in scope than would be necessary to render an opinion on those controls and, 
accordingly, no opinion will be expressed in our report on internal control issued pursuant to the Uniform 
Guidance. 

An audit is not designed to provide assurance on internal control or to identify significant deficiencies or 
material weaknesses. Accordingly, we will express no such opinion. However, during the audit, we will 
communicate to management and those charged with governance internal control related matters that are 
required to be communicated under AICPA professional standards, Government Auditing Standards, and 
the Uniform Guidance. 

Audit Procedures-Compliance 

As part of obtaining reasonable assurance about whether the financial statements are free of material 
misstatement, we will perform tests of Santa Cruz METRO's compliance with provisions of applicable 
laws, regulations, contracts, and agreements, including grant agreements. However, the objective of those 
procedures will not be to provide an opinion on overall compliance and we will not express such an opinion 
in our report on compliance issued pursuant to Government Auditing Standards. 

The Uniform Guidance requires that we also plan and perform the audit to obtain reasonable assurance 
about whether the auditee has complied with federal statutes, regulations, and the terms and conditions of 
federal awards applicable to major programs. Our procedures will consist of tests of transactions and other 
applicable procedures described in the OMB Compliance Supplement for the types of compliance 
requirements that could have a direct and material effect on each of Santa Cruz METRO's major programs. 
The purpose of these procedures will be to express an opinion on Santa Cruz METRO's compliance with 
requirements applicable to each of its major programs in our report on compliance issued pursuant to the 
Uniform Guidance. 

Attachment A

9-11A.4



Alex Clifford, Chief Executive Officer and 
Board of Directors 
Santa Cruz Metropolitan Transit District 
June 24, 2019 
Page Five 

Other Services 

We will also assist in preparing the financial statements, schedule of expenditures of federal awards, and 
related notes of Santa Cruz METRO in conformity with accounting principles generally accepted in the 
United States of America and the Uniform Guidance based on information provided by you. These nonaudit 
services do not constitute an audit under Government Auditing Standards and such services will not be 
conducted in accordance with Government Auditing Standards. We will perform the services in accordance 
with applicable professional standards. The other services are limited to the financial statements, schedule 
of expenditures of federal awards, and related notes services previously defined. We, in our sole 
professional judgment, reserve the right to refuse to perform any procedure or take any action that could be 
construed as assuming management responsibilities. 

Management Responsibilities 

Management is responsible for ( 1) designing, implementing, establishing, and maintaining effective 
internal controls relevant to the preparation and fair presentation of financial statements that are free from 
material misstatement, whether due to fraud or error, including internal controls over federal awards, and 
for evaluating and monitoring ongoing activities to help ensure that appropriate goals and objectives are 
met; (2) following laws and regulations; (3) ensuring that there is reasonable assurance that government 
programs are administered in compliance with compliance requirements; and ( 4) ensuring that management 
and financial information is reliable and properly reported. Management is also responsible for 
implementing systems designed to achieve compliance with applicable laws, regulations, contracts, and 
grant agreements. You are also responsible for the selection and application of accounting principles; for 
the preparation and fair presentation of the financial statements, schedule of expenditures of federal awards, 
and all accompanying information in conformity with accounting principles generally accepted in the 
United States of America; and for compliance with applicable laws and regulations (including federal 
statutes) and the provisions of contracts and grant agreements (including award agreements). Your 
responsibilities also include identifying significant contractor relationships in which the contractor has 
responsibility for program compliance and for the accuracy and completeness of that information. 

Management is also responsible for making all financial records and related information available to us and 
for the accuracy and completeness of that information. You are also responsible for providing us with (1) 
access to all information of which you are aware that is relevant to the preparation and fair presentation of 
the financial statements, (2) access to personnel, accounts, books, records, supporting documentation, and 
other information as needed to perform an audit under the Uniform Guidance, (3) additional information 
that we may request for the purpose of the audit, and ( 4) unrestricted access to persons within Santa Cruz 
METRO from whom we determine it necessary to obtain audit evidence. 

Your responsibilities include adjusting the financial statements to correct material misstatements and 
confirming to us in the management representation letter that the effects of any uncorrected misstatements 
aggregated by us during the current engagement and pertaining to the latest period presented are immaterial, 
both individually and in the aggregate, to the financial statements as a whole. 

You are responsible for the design and implementation of programs and controls to prevent and detect fraud, 
and for informing us about all known or suspected fraud affecting Santa Cruz METRO involving ( 1) 
management, (2) employees who have significant roles in internal control, and (3) others where the fraud 
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could have a material effect on the financial statements. Your responsibilities include informing us of your 
knowledge of any allegations of fraud or suspected fraud affecting Santa Cruz METRO received in 
communications from employees, former employees, grantors, regulators, or others. In addition, you are 
responsible for identifying and ensuring that Santa Cruz METRO complies with applicable laws, 
regulations, contracts, agreements, and grants. Management is also responsible for taking timely and 
appropriate steps to remedy fraud and noncompliance with provisions of laws, regulations, contracts, and 
grant agreements, or abuse that we report. Additionally, as required by the Uniform Guidance, it is 
management's responsibility to evaluate and monitor noncompliance with federal statutes, regulations, and 
the terms and conditions of federal awards; take prompt action when instances of noncompliance are 
identified including noncompliance identified in audit findings; promptly follow up and take corrective 
action on reported audit findings; and prepare a summary schedule of prior audit findings and a separate 
corrective action plan. The summary schedule of prior audit findings should be available for our review. 

You are responsible for identifying all federal awards received and understanding and complying with the 
compliance requirements and for the preparation of the schedule of expenditures of federal awards 
(including notes and noncash assistance received) in conformity with the Uniform Guidance. You agree to 
include our report on the schedule of expenditures of federal awards in any document that contains and 
indicates that we have reported on the schedule of expenditures offederal awards.You also agree to include 
the audited financial statements with any presentation of the schedule of expenditures of federal awards 
that includes our report thereon. Your responsibilities include acknowledging to us in the written 
representation letter that ( 1) you are responsible for presentation of the schedule of expenditures of federal 
awards in accordance with the Uniform Guidance; (2) you believe the schedule of expenditures of federal 
awards, including its form and content, is stated fairly in accordance with the Uniform Guidance; (3) the 
methods of measurement or presentation have not changed from those used in the prior period (or, if they 
have changed, the reasons for such changes); and ( 4) you have disclosed to us any significant assumptions 
or interpretations underlying the measurement or presentation of the schedule of expenditures of federal 
awards. 

You are also responsible for the preparation of the other supplementary information, which we have been 
engaged to report on, in conformity with accounting principles generally accepted in the United States of 
America. You agree to include our report on the supplementary information in any document that contains, 
and indicates that we have reported on, the supplementary information. You also agree to include the 
audited financial statements with any presentation of the supplementary information that includes our report 
thereon. Your responsibilities include acknowledging to us in the written representation letter that ( 1) you 
are responsible for presentation of the supplementary information in accordance with accounting principles 
generally accepted in the United States of America; (2) you believe the supplementary information, 
including its form and content, is fairly presented in accordance with accounting principles generally 
accepted in the United States of America; (3) the methods of measurement or presentation have not changed 
from those used in the prior period (or, if they have changed, the reasons for such changes); and ( 4) you 
have disclosed to us any significant assumptions or interpretations underlying the measurement or 
presentation of the supplementary information. 

Management is responsible for establishing and maintaining a process for tracking the status of audit 
findings and recommendations. Management is also responsible for identifying and providing report copies 
of previous financial audits, attestation engagements, performance audits, or other studies related to the 
objectives discussed in the Audit Objectives section of this letter. This responsibility includes relaying to 
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us corrective actions taken to address significant findings and recommendations resulting from those audits, 
attestation engagements, performance audits, or studies. You are also responsible for providing 
management's views on our current findings, conclusions, and recommendations, as well as your planned 
corrective actions, for the report, and for the timing and format for providing that information. 

You agree to assume all management responsibilities relating to the financial statements, schedule of 
expenditures of federal awards, and related notes, and any other nonaudit services we provide. You will be 
required to acknowledge in the management representation letter our assistance with preparation of the 
financial statements, schedule of expenditures of federal awards, and related notes and that you have 
reviewed and approved the financial statements, schedule of expenditures of federal awards, and related 
notes prior to their issuance and have accepted responsibility for them. Further, you agree to oversee the 
nonaudit services by designating an individual, preferably from senior management, with suitable skill, 
knowledge, or experience; evaluate the adequacy and results of those services; and accept responsibility for 
them. 

Engagement Administration, Fees, and Other 

We may from time to time and depending on the circumstances, use third-party service providers in serving 
your account. We may share confidential information about you with these service providers, but remain 
committed to maintaining the confidentiality and security of your information. Accordingly, we maintain 
internal policies, procedures, and safeguards to protect the confidentiality of your personal information. In 
addition, we will secure confidentiality agreements with all service providers to maintain the confidentiality 
of your information and we will take reasonable precautions to determine that they have appropriate 
procedures in place to prevent the unauthorized release of your confidential information to others. In the 
event that we are unable to secure an appropriate confidentiality agreement, you will be asked to provide 
your consent prior to the sharing of your confidential information with the third-party service provider. 
Furthermore, we will remain responsible for the work provided by any such third-party service providers. 

We understand that your employees will prepare all cash, accounts receivable, or other confirmations we 
request and will locate any documents selected by us for testing. 

At the conclusion of the engagement, we will complete the appropriate sections of the Data Collection Form 
that summarizes our audit findings. It is management's responsibility of Santa Cruz METRO to 
electronically submit the reporting package (including financial statements, schedule of expenditures of 
federal awards, summary schedule of prior audit findings, auditor's reports, and corrective action plan) 
along with the Data Collection Form to the federal audit clearinghouse. We will coordinate with you the 
electronic submission and certification. The Data Collection Form and the reporting package must be 
submitted within the earlier of 30 calendar days after receipt of the auditor's reports or nine months after 
the end of the audit period. 

We will provide copies of our reports to Santa Cruz METRO; however, management is responsible for 
distribution of the reports and the financial statements. Unless restricted by law or regulation, or containing 
privileged and confidential information, copies of our reports are to be made available for public inspection. 
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The audit documentation for this engagement is the property of Brown Armstrong Accountancy 
Corporation and constitutes confidential information. However, subject to applicable laws and regulations, 
audit documentation and appropriate individuals will be made available upon request and in a timely 
manner to the Department of Transportation or its designee, a federal agency providing direct or indirect 
funding, or the U.S. Government Accountability Office for purposes of a quality review of the audit, to 
resolve audit findings, or to carry out oversight responsibilities. We will notify you of any such request. If 
requested, access to such audit documentation will be provided under the supervision of Brown Armstrong 
Accountancy Corporation personnel. Furthermore, upon request, we may provide copies of selected audit 
documentation to the aforementioned parties. These parties may intend, or decide, to distribute the copies 
or information contained therein to others, including other governmental agencies. 

The audit documentation for this engagement will be retained for a minimum of five years after the report 
release date or for any additional period requested by the Department of Transportation or its designee. If 
we are aware that a federal awarding agency, pass-through entity, or auditee is contesting an audit finding, 
we will contact the party(ies) contesting the audit finding for guidance prior to destroying the audit 
documentation. 

We expect to begin our audit on approximately August 5, 2019, and to issue our reports no later than 
December 31, 2019. Ryan L. Nielsen is the engagement partner and is responsible for supervising the 
engagement and signing the reports or authorizing another individual to sign them. 

Our fee for these services will be at our standard hourly rates plus out-of-pocket costs (such as report 
reproduction, word processing, postage, travel, copies, telephone, etc.) except that we agree that our gross 
fee, including expenses, will not exceed $41,097 for the financial statements and tax returns. Our standard 
hourly rates vary according to the degree of responsibility involved and the experience level of the personnel 
assigned to your audit. Our invoices for these fees will be rendered each month as work progresses and are 
payable on presentation. In accordance with our firm policies, work may be suspended if your account 
becomes 90 days or more overdue and may not be resumed until your account is paid in full. Ifwe elect to 
terminate our services for nonpayment, our engagement will be deemed to have been completed upon 
written notification of termination, even if we have not completed our report( s ). You will be obligated to 
compensate us for all time expended and to reimburse us for all out-of-pocket costs through the date of 
termination. The above fee is based on anticipated cooperation from your personnel and the assumption 
that unexpected circumstances will not be encountered during the audit. If significant additional time is 
necessary, we will discuss it with you and arrive at a new fee estimate before we incur the additional costs. 

All disputes under this agreement shall be submitted to mediation. Each party shall designate an executive 
officer empowered to attempt to resolve the dispute. Should the designated representatives be unable to 
agree on a resolution, a competent and impartial third party acceptable to both parties shall be appointed to 
mediate. Each disputing party shall pay an equal percentage of the mediator's fees and expenses. No suit 
or arbitration proceedings shall be commenced under this agreement until at least 60 days after the 
mediator's first meeting with the involved parties. In the event that the dispute is required to be litigated, 
the court shall be authorized to assess litigation costs against any party found not to have participated in the 
mediation process in good faith. 

You have requested that we provide you with a copy of our most recent external peer review report and any 
subsequent reports received during the contract period. Our most recent peer review report accompanies 
this letter. 
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We appreciate the opportunity to be of service to Santa Cruz METRO and believe this letter accurately 
summarizes the significant terms of our engagement. If you have any questions, please let us know. If you 
agree with the terms of our engagement as described in this letter, please sign the enclosed copy and return 
it to us. 

RLN:mlc:mmj 
Enclosure 
Pfx Engagement\74043 6/30/19 Aud it\PSR-2-1 Audit Engagement Letter Single Audit Dra ft SC 

RESPONSE: 

Sincerely, 

BROWN ARMSTRONG 
ACCOUNTANCY CORPORATION 

r~ 
By: Ryan L. Nielsen 

This letter correctly sets forth the understanding of Santa Cruz METRO. 

Management signature: 

Title: ________________ _ 

Date: -----------------~ 

Governance signature: 

Title: ---------- ---------

Date: __________________ _ 

Attachment A

9-11A.9



 
 
 
 
 
 

 
- THIS PAGE INTENTIONALLY LEFT BLANK - 



DATE: August 23, 2019 

TO: Board of Directors 

FROM: Angela Aitken, Chief Financial Officer 

SUBJECT: RENEWAL OF PROPERTY INSURANCE COVERAGE FOR FY20  
 WITH ZURICH AMERICAN INSURANCE COMPANY  

I. RECOMMENDED ACTION 

That the Board of Directors authorize the renewal of property insurance 
coverage with Zurich American Insurance Company 

II. SUMMARY 

• Santa Cruz Metropolitan Transit District (METRO) maintains property 
insurance on all its owned facilities and on leased facilities in accordance with 
lease agreements, as well as on building contents. 

• Staff recommends that the Board of Directors authorize the renewal of 
property insurance coverage with Zurich American Insurance Company for 
$57,343. 

III. DISCUSSION/BACKGROUND 

Marsh & McLennan, METRO’s property insurance broker, has arranged for 
renewal of property insurance coverage with Zurich American Insurance 
Company.  This is all risk coverage, excluding earthquake and flood, and 
includes buildings and contents, computer and telephone systems, employee 
tools, and other equipment, with a $5,000 deductible. 

The Zurich American Insurance Company is rated A+ XV by A. M. Best. The “A+” 
is the superior or highest rating on the A.M. Best rating scale, and “XV” refers to 
financial size category (FSC) and is based on adjusted policyholders’ surplus.  
“XV” translates to two billion or greater. 

METRO carries separate policies for flood insurance for the Judy K. Souza 
Operations Building at 1200 “A” River Street and the Fueling and Service 
Building at 1200 “B” River Street.  

METRO does not carry earthquake insurance.  

Staff recommends that the Board of Directors authorize the renewal of property 
insurance coverage with Zurich American Insurance Company for $57,343. The 
annualized year-over-year increase is $2,279 or 4.14%, and is due to increasing 
some of the property limits based on updated Marshall & Swifts data.   

Santa Cruz Metropolitan 
Transit District 
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IV. FINANCIAL CONSIDERATIONS/IMPACT

The following outlines the elements of the above recommendation:

1. AMOUNT OF RECOMMENDATION: $57,343

2. SOURCE OF FUNDING:  FY20 Operating Budget

3. EXPENSE ACCOUNTS TO CHARGE: Ins. Property - 506011

4. FISCAL IMPACT:

• The cost for the recommendation of renewal of property insurance for
$57,343 is included in the Finance Department FY19 – FY20 final
operating budget. The recommended amount includes a Client Services
Fee (broker fee) of $12,000. This fee covers all services related to the
agency’s property and flood insurance, and includes employment
practices liability (EPL), and cyber liability insurance as well.

V. ALTERNATIVES CONSIDERED 

• Using an alternate insurance carrier is certainly an option but could
negatively affect the cost, coupled with the fact that no other insurance
companies bid on the renewal.

• METRO could self-insure, but does not currently have the cash reserves
to support such a program.

VI. ATTACHMENTS

None

Prepared By: Debbie Kinslow, Finance Deputy Director 
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VII. APPROVALS: 

Approved as to fiscal impact: 
Angela Aitken, Chief Financial Officer 

Alex Clifford, CEO/General Manager 

SR 1920 Property Insurance Renewal 
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DATE: August 23, 2019 

TO: Board of Directors 

FROM: Dawn Crummié, Human Resources Director 

SUBJECT: CONSIDERATION OF RATIFICATION OF CONTRACT WITH ALLIANT 
INSURANCE SERVICES, INC. FOR EMPLOYEE VISION CARE 
INSURANCE NOT TO EXCEED $701,500 

I. RECOMMENDED ACTION 

That the Board of Directors ratify the execution of a contract with Alliant 
Insurance Services, Inc. as broker for Employee Vision Care Insurance with 
Vision Service Plan via CSAC EIA in an amount not to exceed $701,500, for 
a term not to exceed seven (7) years

II. SUMMARY

• The Santa Cruz Metropolitan Transit District (METRO) provides Vision Care
Insurance to its employees and their families.  METRO’s contract with Vision
Service Plan (VSP) expired on July 31, 2019, with no further options to renew.

• A formal request for proposals was conducted to solicit proposals from
qualified firms.  Representatives from SEIU and SMART reviewed the draft
specifications prior to issuance, and no changes were recommended.

• Four (4) firms submitted proposals for METRO’s review, including VSP.

• A three (3)-member evaluation team comprised of METRO staff reviewed and
evaluated the proposals, and recommended an award to Alliant Insurance
Services, Inc. (Alliant) for VSP Insurance via the California State Association
of Counties Excess Insurance Authority (CSAC EIA).

• Due to delays in both issuance of the procurement and evaluation of
proposals, and the METRO Board not meeting in July, it was necessary
to execute a contract with Alliant prior to this Board Meeting in order to
maintain continuity of coverage.  Staff is recommending that the Board
now ratify the execution of this contract.

III. DISCUSSION/BACKGROUND

VSP has been METRO’s provider of employee Vision Care Insurance for many
years, having been awarded a contract following the previous four formal
procurements issued for these services.  As VSP's contract was due to expire on
July 31, 2019, with no further options to renew, METRO issued a new Request
for Proposals (RFP) No. 19-06 for Employee Vision Care Insurance.  The
issuance of this RFP was delayed due to circumstances beyond the control of
Purchasing staff.

Santa Cruz Metropolitan 
Transit District 
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Ratification of Contract with Alliant for Vision Care Insurance 

On May 14, 2019, RFP No. 19-06 was legally advertised and distributed to 12 
firms, notice was posted on METRO’s website, and email notices were sent to all 
GovDelivery subscribers.  On June 10, 2019, proposals were received and 
opened from four (4) firms.  A list of these firms is provided in Attachment A.   

A three (3)-member evaluation team comprised of METRO staff reviewed and 
evaluated the proposals.  The evaluation team used the following criteria as 
contained in the Request for Proposals: 

Evaluation Criteria Points 
Qualifications and Experience 20 

Coverage/benefits offered 50 

References 10 

Cost/Price proposal 20 

Total Points Possible 100 

Due to complex benefits analysis between the two highest ranked offerors, VSP 
and Alliant, contract award was further delayed.  Alliant’s proposal, submitted as 
an insurance broker, offered vision care insurance from VSP via the CSAC EIA 
Joint Powers Authority (JPA) that matched METRO’s current benefits, but for an 
11% lower monthly cost.   

Alliant is the largest public entity broker/consultant in California, and their 
relationship with JPAs enables them to provide cost-effective insurance solutions 
to JPA member organizations.  METRO is a CSAC EIA member, and in fact 
already utilizes CSAC EIA pool insurance, with Alliant as broker, for Life and 
Accidental Death and Dismemberment, Long Term Disability, Excess Workers’ 
Compensation, and Dental Insurances. 

The evaluation team recommended an award for Employee Vision Care 
Insurance to Alliant.  In order to maintain continuity of coverage, a contract with 
Alliant has already been executed in an amount not to exceed $701,500, and for 
a term not to exceed seven (7) years.  Staff is recommending that the Board of 
Directors now ratify the execution of this contract.  Contractor will provide all 
services meeting all METRO’s specifications and requirements of the contract.  
Dawn Crummié, Human Resources Director, will serve as the Contract 
Administrator and will ensure contract compliance. 
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Ratification of Contract with Alliant for Vision Care Insurance 

IV. FINANCIAL CONSIDERATIONS/IMPACT

The value of the contract is $701,500 for the entire term, which is not to exceed
seven (7) years.  The initial insurance plan is for a 17-month period, and may be
extended in accordance with the terms and conditions of the pool renewal offered
for VSP through CSAC EIA, which is generally on a multi-year basis.

Funds to support this contract are included in each department’s Fridge Benefit
(account #502045) Operating Budget.  The estimated annual cost ranges from
$105,000 to $110,000.

V. ALTERNATIVES CONSIDERED 

• Staff considered recommending an award to VSP and continuing with
coverage directly from them.  However, the lower rates Alliant can offer for the
same VSP insurance via the CSAC EIA pool, as well as the benefit of having
the same administrative platform for Vision Care Insurance as for METRO’s
Dental Insurance, resulted in the recommendation to award to Alliant.

VI. ATTACHMENTS

Attachment A: List of Responding Firms 
Attachment B: Contract with Alliant Insurance Services, Inc. 

Note:  A full copy of the Contract is available on request. 

Prepared by: Joan Jeffries, Administrative Specialist 
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VII. APPROVALS: 

Dawn Crummie, Human Resources Director 

Approved as to fiscal impact: 
Angela Aitken, Chief Financial Officer 

Alex Clifford, CEO/General Manager 

Ratification of Contract with Alliant for Vision Care Insurance 
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Responding Firms for RFP No. 19-06 

Employee Vision Care Insurance 

Received by June 10, 2019 at 5:00 PM 

Alliant Insurance Services, Inc. San Francisco CA 

EyeMax Vision Plan Orange CA 

Superior Vision Services, Inc. Linthicum MD 

Vision Service Plan Rancho Cordova CA 
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PROFESSIONAL SERVICES CONTRACT  
FOR EMPLOYEE VISION CARE INSURANCE (19-06) 

 
 
THIS CONTRACT is made effective on August 1, 2019 between the SANTA CRUZ METROPOLITAN 
TRANSIT DISTRICT (“Santa Cruz METRO”), a political subdivision of the State of California, and 
ALLIANT INSURANCE SERVICES, INC. (“Contractor”). 
 
 
1. RECITALS  
 
1.1 Santa Cruz METRO’s Primary Objective  

 
Santa Cruz METRO is a public entity whose primary objective is providing public transportation 
and which has its principal office at 110 Vernon Street, Santa Cruz, California 95060.  

 
1.2 Santa Cruz METRO’s Need for Employee Vision Care Insurance  

 
Santa Cruz METRO has the need for Employee Vision Care Insurance.  In order to obtain these 
services, Santa Cruz METRO issued a Request for Proposals, dated May 14, 2019, setting forth 
specifications for such services.  The Request for Proposals is attached hereto and incorporated 
herein by reference as Exhibit A. 

 
1.3 Contractor’s Proposal  

 
Contractor is a broker qualified to provide Employee Vision Care Insurance and whose principal 
place of business is 100 Pine Street, 11th Floor, San Francisco, CA 94111.  Pursuant to the 
Request for Proposals issued by Santa Cruz METRO, Contractor submitted a proposal for 
Employee Vision Care Insurance with Vision Service Plan (“VSP”) through the California State 
Association of Counties Excess Insurance Authority (“CSAC EIA”) pool, which is attached 
hereto and incorporated herein by reference as Exhibit B. 

 
1.4 Selection of Contractor and Intent of Contract  

 
On July 16, 2019, Santa Cruz METRO selected Contractor as the offeror whose proposal was 
most advantageous to Santa Cruz METRO to provide the Employee Vision Care Insurance 
described herein.  This Contract is intended to fix the provisions of these services.  

 
 
Santa Cruz METRO and Contractor agree as follows:  
 
2. INCORPORATED DOCUMENTS AND APPLICABLE LAW  
 
2.1 Documents Incorporated in this Contract  

 
The documents listed below are attached to this Contract and by reference made a part hereof.  
This is an integrated Contract.  This writing constitutes the final expression of the parties’ 
Contract, and it is a complete and exclusive statement of the provisions of that Contract, except 
for written amendments, if any, made after the date of this Contract in accordance with Section 
12.15 of the General Conditions to the Contract.   

Attachment B
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A.  Exhibit A 
 
Santa Cruz METRO’s “Request for Proposals” dated May 14, 2019, including Addendum 
No. 1 dated May 30, 2019, and Addendum No. 2 dated June 5, 2019. 

 
B.  Exhibit B (Contractor’s Proposal)  
 

Contractor’s Proposal to Santa Cruz METRO for Employee Vision Care Insurance, signed by 
Contractor and dated June 7, 2019.  

 
2.2 Conflicts  

 
Where in conflict, the provisions of this writing supersede those of the above-referenced 
documents, Exhibits A and B.  Where in conflict, the provisions of Exhibit A supersede Exhibit 
B.  

 
2.3 Recitals 

 
The Recitals set forth in Article 1 are part of this Contract.  

 
 
3. DEFINITIONS 
 
3.1 General  

 
The terms below (or pronouns in place of them) have the following meaning in the Contract:  

 
3.1.1 CONTRACT - The Contract consists of this document, the attachments incorporated 

herein in accordance with Article 2, and any written amendments made in accordance 
with Part IV, Section 12.15 of the General Conditions to the Contract.  

 
3.1.2 CONTRACTOR - The Contractor selected by Santa Cruz METRO for these services in 

accordance with the Request for Proposals issued May 14, 2019. 
 
3.1.3 CONTRACTOR’S STAFF - Employees of Contractor.  
 
3.1.4 DAYS - Calendar days.  
 
3.1.5 OFFEROR - Contractor whose proposal was accepted under the terms and conditions of 

the Request for Proposals issued May 14, 2019.  
 
3.1.6 PROVISION - Any term, agreement, covenant, condition, clause, qualification, 

restriction, reservation, or other stipulation in the Contract that defines or otherwise 
controls, establishes, or limits the performance required or permitted by either party.  

 
3.1.7 SCOPE OF WORK (OR “WORK”) - The entire obligation under the Contract, 

including, without limitation, all labor, equipment, materials, supplies, transportation, 
services, and other work products and expenses, express or implied, in the Contract.  
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4. TIME OF PERFORMANCE  
 
4.1 Term 

 
The term of the initial insurance plan will be for a period of 17 months, from August 1, 2019 
through December 31, 2020.   

 
At the option of Santa Cruz METRO, the plan may be extended in accordance with the terms and 
conditions of the pool renewal offered for VSP through CSAC EIA, which is generally on a 
multi-year basis.   
 
The total term of this Contract is not to exceed seven (7) years. 
 

 
5.  COMPENSATION  
 
5.1 Terms of Payment  

 
Santa Cruz METRO shall compensate Contractor in an amount not to exceed the amounts/rates 
agreed upon by Santa Cruz METRO.  Santa Cruz METRO shall reasonably determine whether 
work has been successfully performed for purposes of payment.  Compensation shall be made 
within thirty (30) days of Santa Cruz METRO’s written approval of Contractor’s written invoice 
for said work.  Contractor understands and agrees that if it exceeds the $701,500 maximum 
amount payable under this Contract, it does so at its own risk. 

 
5.2 Invoices  

 
Contractor shall submit invoices with a purchase order number provided by Santa Cruz METRO 
on a monthly basis.  Contractor’s invoices shall include detailed records showing the following 
for each employee covered under the plan: name; coverage tier (employee only, employee + 
spouse, employee + child, or employee + family); premium amount; adjustments (if any); 
division (active, retiree, or COBRA); and employee ID (last 4 digits of social security number).   
 
Said invoice records shall be kept up-to-date at all times and shall be available for inspection by 
Santa Cruz METRO (or any grantor of Santa Cruz METRO, including, without limitation, any 
State or Federal agency providing project funding or reimbursement) at any time for any reason 
upon demand for not less than four (4) years after the date of expiration or termination of the 
Contract.  Under penalty of law, Contractor represents that all amounts billed to Santa Cruz 
METRO are (1) actually incurred; (2) reasonable in amount; (3) related to this Contract; and (4) 
necessary for performance of the project.  
 
 

6. NOTICES  
 
All notices under this Contract shall be deemed duly given upon delivery, if delivered by hand, or 
three (3) days after posting if sent by registered mail, receipt requested, to a party hereto at the 
address hereinunder set forth, or to such other address as a party may designate by notice 
pursuant hereto.  
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Santa Cruz METRO  
 

Santa Cruz Metropolitan Transit District  
110 Vernon Street 
Santa Cruz, CA  95060  
 
Attention: Alex Clifford, CEO 
 
 
 
CONTRACTOR  

 
Alliant Insurance Services, Inc. 
100 Pine Street, 11th Floor 
San Francisco, CA  94111 
 
Attention: Leah Ledda, Account Executive 
 (415) 403-1479 
 leah.ledda@alliant.com 

 
 
 
7. ACCEPTANCE OF ELECTRONIC SIGNATURES AND COUNTERPARTS  
 

The parties agree that this Contract, agreements ancillary to this Contract, and related documents 
to be entered into this Contract will be considered executed when the signature of a party is 
delivered by scanned image as an attachment to electronic mail.  Such scanned signature must be 
treated in all respects as having the same effect as an original signature.  Each party further agrees 
that this Contract may be executed in two or more counterparts, all of which constitute one and 
the same instrument.   
 
 

8. AUTHORITY  
 

Each party has full power and authority to enter into and perform this Contract and the person 
signing this Contract on behalf of each has been properly authorized and empowered to enter into 
this Contract.  Each party further acknowledges that it has read this Contract, understands it, and 
agrees to be bound by it.  
 

 
 
 
 

SIGNATURES ON NEXT PAGE 
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·Signed on _7....._l_~.=.....5 ,____/ l___i_9 __ 
~ I 

Santa Cruz METRO-
SANTA CRUZ METROPOLITAN TRANSIT 
DISTRICT 

Alex Clifford, CEO/General Manager 

Contractor -
ALLIANT INSURANCE SERVICES, INC. 

Christine Kerns, Senior Vice President 

Approved as to Form: 

Julie A. Sherman, General Counsel 

·., 

-~· 
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DATE: August 23, 2019 

TO: Board of Directors 

FROM: Freddy Rocha, Facilities Manager 

SUBJECT: CONSIDERATION OF AWARD OF CONTRACT TO CENTRAL 
ELECTRIC COMPANY FOR PURCHASE AND INSTALLATION OF AN 
EMERGENCY POWER GENERATOR NOT TO EXCEED $307,732 

I. RECOMMENDED ACTION 

That the Board of Directors authorize the CEO to execute a contract with 
Central Electric Company for Purchase and Installation of an Emergency 
Power Generator in an amount not to exceed $279,756, with a $27,976 
contingency 

II. SUMMARY

• The Santa Cruz Metropolitan Transit District (METRO) has a need for a new
emergency power generator at its Administration building, located at 110
Vernon Street, Santa Cruz.

• A competitive procurement was conducted to solicit bids from qualified firms.
One firm submitted a bid for METRO’s review.

• Staff has reviewed the submitted bid and is recommending that the Board of
Directors authorize a contract with Central Electric Company.

III. DISCUSSION/BACKGROUND

METRO currently has an emergency backup generator at its Administration
building that does not meet power demands should there be an emergency with
loss of power.  The equipment for METRO’s entire I.T system resides at this
location, and it is the only system powered by the generator during power loss;
no additional power is available for staff needs.  The purchase and installation of
a new generator is required at this time.  The existing generator will be relocated
to the Watsonville Transit Center or the Scotts Valley facility if possible.

On June 11, 2019, METRO legally advertised and distributed Invitation for Bids
(IFB) No. 19-18 for Purchase and Installation of an Emergency Power Generator
to six firms and builders’ exchanges, posted notice on its website, and sent email
notices to all GovDelivery subscribers.  On July 16, 2019, a single bid was
received and opened from Central Electric Company.  Staff reviewed the bid
submitted, and determined that Central Electric Company is a responsible bidder
whose bid is responsive to all the requirements of the IFB, and whose bid is fair
and reasonable.  Established in 1912 in Watsonville, Central Electric Company is

Santa Cruz Metropolitan 
Transit District 

9-14.1



Board of Directors 
August 23, 2019 
Page 2 of 3 
 
 
 

Contract Award for Vernon Generator 

a local, family run business owned and operated by the fourth generation of its 
founders. 

Staff recommends that the Board of Directors authorize the CEO to execute a 
contract on behalf of METRO with Central Electric Company for Purchase and 
Installation of an Emergency Power Generator in an amount not to exceed 
$279,756.  Staff is also requesting to add a 10% contingency to this amount, or 
$27,976, and approval authority for the CEO to execute any necessary change 
orders up to this contingency amount.  Contractor will provide all equipment and 
materials meeting all of METRO’s specifications and requirements of the 
contract.  Freddy Rocha, Facilities Manager, will serve as the Contract 
Administrator and will ensure contract compliance. 

IV. FINANCIAL CONSIDERATIONS/IMPACT 

The value of the contract is $279,756.  The addition of a 10% contingency for any 
necessary change orders would bring the total to $307,732.  Funds to support 
this contract are being requested from Capital cash reserves. 

V. ALTERNATIVES CONSIDERED 

• Do not award this contract.  This is not recommended, as staff at the 
Administration building cannot currently remain working when there is a 
power outage. 

VI. ATTACHMENTS 

Attachment A: Contract with Central Electric Company 
 

Note:  A full copy of the Contract is available on request. 

 
Prepared by:  Joan Jeffries, Administrative Specialist 
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VII. APPROVALS: 

Freddy Rocha, Facilities Manager 

Approved as to fiscal impact: 
Angela Aitken, Chief Financial Officer 

Alex Clifford, CEO/General Manager 

Contract Award for Vernon Generator 
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CONTRACT FOR THE PURCHASE AND INSTALLATION OF AN 
EMERGENCY POWER GENERA TOR 

No. 19-18 

THIS CONTRACT is made effective on August 28, 2019 between the SANTA CRUZ 
METROPOLITAN TRANSIT DISTRICT ("Santa Cruz METRO"), a political subdivision of the State of 
California, and DUFOUR INCORPORATED d/b/a CENTRAL ELECTRIC COMPANY ("Contractor"). 

1. RECITALS 

1.1 Santa Cruz METRO' s Primary Objective 

Santa Cruz METRO is a public entity whose primary objective is providing public 
transportation and which has its principal office at 110 Vernon Street, Santa Cruz, California 
95060. 

1.2 Santa Cruz METRO' s Need for the Purchase and Installation of an Emergency Power 
Generator 

Santa Cruz METRO requires the Purchase and Installation of an Emergency Power Generator. 
In order to obtain said Purchase and Installation of an Emergency Power Generator, Santa 
Cruz METRO issued an Invitation for Bids, dated June 11, 2019, setting forth specifications 
for Purchase and Installation of an Emergency Power Generator. The Invitation for Bids is 
attached hereto and incorporated herein by reference as Exhibit A. 

1.3 Contractor's Bid Form 

Contractor is a licensed general contractor desired by Santa Cruz METRO and whose 
principal place of business is 430 Walker Street, Watsonville, CA 95076. Pursuant to the 
Invitation for Bids issued by Santa Cruz METRO, Contractor submitted a bid for provision of 
said Purchase and Installation of an Emergency Power Generator, which is attached hereto and 
incorporated herein by reference as Exhibit B. 

1.4 Selection of Contractor and Intent of Contract 

On July 29, 2019, Santa Cruz METRO selected Contractor as the lowest responsive, 
responsible bidder to provide said Purchase and Installation of an Emergency Power 
Generator, located at 110 Vernon Street, Santa Cruz. The purpose of this Contract is to set 
forth the provisions of this procurement. 

1.5 Contractor and Supplier Synonymous 

For the purposes of this Contract, the terms 'X:ontractor" and "supplier" are synonymous. 

Santa Cruz METRO and Contractor agree as follows: 

2. INCORPORATED DOCUMENTS AND APPLICABLE LAW 

Attachment A
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2.1 Documents Incorporated in This Contract 

The documents below are attached to this Contract and by reference made a part hereof. This 
is an integrated Contract. This writing constitutes the final expression of the parties' Contract, 
and it is a complete and exclusive statement of the provisions of that Contract, except for 
written amendments, if any, made after the date of this Contract. 

a) Exhibit A 

Santa Cruz Metropolitan Transit District's "Invitation for Bids No. 19-18" dated June 
11, 2019, including Addendum number 1. 

b) Exhibit B (Bid Form) 

Contractor's submitted bid to Santa Cruz METRO for the Purchase and Installation of an 
Emergency Power Generator as signed by Contractor. 

2.2 Conflicts 

Where in conflict, the provisions of this writing supersede those of the above-referenced 
documents, Exhibits A and B. Where in conflict, the provisions of Exhibit A supersede 
Exhibit B. 

2.3 Recitals 

The Recitals set forth in Article 1 are part of this Contract. 

3. TIME OF PERFORMANCE 

3.1 General 

The work under this Contract shall be completed no later than December 20, 2019. 

3.2 Term 

The term of this Contract shall corrimence upon the execution of the Contract by Santa Cruz 
METRO. Issuance of a Notice to Proceed shall remain in force until Final Acceptance as 
provided by Part IV, Section 21 of this Contract. 

3.3 Acceptance of Terms 

Execution of this document shall be deemed as acceptance of all of the terms and conditions as 
set forth herein and those contained in the Instructions to Bidders, the General Conditions, the 
Special Conditions, the Specifications for Work and all attachments and addenda, which are 
incorporated herein by reference as integral parts of this Contract. 

4. SCOPE OF WORK 

4.1 Contractor shall furnish Santa Cruz METRO all supervision, labor, equipment, supplies, 
material, freight, transp01iation, tools and other work and services as specified in and in full 
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accordance with the Invitation for Bids (IFB) No. 19-18 dated June 11, 2019 for the Purchase 
and Installation of an Emergency Power Generator. The Contractor shall provide a complete 
project in conformance with the intent shown on the drawings and specified herein and as 
provided for and set forth in the IFB. 

4.2 Contractor and Santa Cruz METRO agree to comply with and fulfill all obligations, promises, 
covenants and conditions imposed upon each of them in the Contract Documents. All of said 
work done under this Contract shall be performed to the satisfaction of Santa Cruz METRO or 
its representative, who shall have the right to reject any and all materials and supplies 
furnished by Contractor which do not strictly comply with the requirements contained herein, 
together with the right to require Contractor to replace any and all work furnished by 
Contractor which shall not either in workmanship or material be in strict accordance with the 
Contract Documents. 

5. COMPENSATION 

5.1 Terms of Payment 

Santa Cruz METRO agrees to pay Contractor an amount not to exceed Two Hundred Seventy­
Nine Thousand, Seven Hundred Fifty-Six Dollars ($279,756) as identified in the Bid Form, 
Exhibit B, for satisfactory completion of all work, including all costs for labor, materials, 
tools, equipment, services, freight, insurance, overhead, profit and all other costs incidental to 
the performance of the services specified under this Contract. A schedule of values shall be 
submitted to Santa Cruz METRO on which all progress payments shall be based. Payments 
for completed work will be made within thirty (30) days of receipt of progress payment 
request. Contractor understands and agrees that ifit exceeds the $279,756 maximum amount 
payable under this Contract, it does so at its own risk. 

5.2 Release of Claims 

Payment by Santa Cruz METRO of undisputed contract amounts is contingent upon 
Contractor furnishing Santa Cruz METRO with a Release of All Claims against Santa Cruz 
METRO arising by virtue of the part of the Contract related to those amounts. 

5.3 Retention of progress payments 

Santa Cruz METRO will retain five (5%) percent of the contract price from each progress 
payment made pursuant to the Contract through the completion of the Contract. The retention 
shall be released, with the exception of 150 percent (150%) of any disputed amount, within 60 
days after the date of completion of the work. Pursuant to Section 22300 of the Public 
Contract Code, Contractor may substitute a deposit of securities in lieu of Santa Cruz METRO 
withholding any monies to ensure Contractor's performance under the Contract, or 
alternatively, request that Santa Cruz METRO make payment of retentions earned directly to 
an escrow agent at the expense of Contractor. The provisions of Public Contract Code Section 
22300 are incorporated herein by reference as though set forth in full, and shall govern the 
substitution of securities and/or escrow account. If a Stop Notice is filed, Santa Cruz METRO 
will retain 125% of the amount set forth in the Stop Notice from the next progress payment 
made to Contractor. 
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5.4 Change in Contract Price 

5.4.1 General 

A. The Contract price constitutes the total compensation payable to Contractor for 
performing the work. All duties, responsibilities, and obligations assigned to or 
undertaken by Contractor to perform the work shall be at Contractor's expense 
without change in the Contract price. 

B. The Contract price may only be changed by a change order. Any request for an 
increase in the Contract price shall be based on written notice delivered by the 
Contractor to the Contract Administrator promptly, but in no event later than 10 
days after the date of the occurrence of the event giving rise to the request, and 
shall state the general nature of the request. Notice of the amount of the request 
with supporting data shall be delivered within 45 days after the date of the 
occurrence, unless the Contract Administrator allows an additional period of time 
to ascertain more accurate data in support of the request, and shall be 
accompanied by the Contractor's written statement that the amount requested 
covers all amounts (direct, indirect, and consequential) to which the Contractor is 
entitled as a result of the occurrence of the event. No request for an adjustment in 
the Contract price will be valid if not submitted in accordance with this Article. 

C. The value of any work covered by a change order or of any request for an increase 
or decrease in the Contract price shall be determined in one of the following ways: 

I. Where the work involved is covered by unit prices contained in the Contract 
documents, by application of unit prices to the quantities of the items involved; 
or 

2. By mutual acceptance of a lump sum, which may include an allowance for 
overhead and profit not necessarily in accordance with Article 5.4.4; or 

3. On the basis of the cost of work (determined as provided in Articles 5.4.2 and 
5.4.3) plus a Contractor's fee for overhead and profit (determined as provided 
in Article 5.4.4). 

5.4.2 Cost of Work (Based on Time and Materials) 

A. General: The term "cost of work" means the sum of all costs necessarily incurred 
and paid by Contractor for labor, materials, and equipment in the proper 
performance of work. Except as otherwise may be agreed to in writing by Santa 
Cruz METRO, such costs shall be in amounts no higher than those prevailing in 
the locality of the project. 

B. Labor: The cost of labor used in performing work by Contractor, a subcontractor, 
or other forces, will be the sum of the following: 

1. The actual wages paid plus any employer payments to or on behalf of workers 
for fringe benefits, including health and welfare, pension, vacation, and similar 
purposes. The cost of labor may include the wages paid to foremen when it is 
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determined by the Contract Administrator that the services of foremen do not 
constitute a part of the overhead allowance. 

2. There will be added to the actual wages, as defined above, a percentage set 
forth in the latest "Labor Surcharge and Equipment Rental Rates" in use by the 
California State Department of Transportation which is in effect on the date 
upon which the work is accomplished. This percentage shall constitute full 
compensation for all payments imposed by State and Federal laws including, 
but not limited to, workers' compensation insurance and Social Security 
payments. 

3. The amount paid for subsistence and travel required by collective bargaining 
agreements. 

4. For equipment operators, payment for the actual cost of labor and subsistence 
or travel allowance will be made at the rates paid by Contractor to other 
workers operating similar equipment already on the work, or in the absence of 
such labor, established by collective bargaining agreements for the type of 
workers and location of the extra work, whether or not the operator is actually 
covered by such an agreement. A labor surcharge will be added to the cost of 
labor described herein in accordance with the provisions of subsection 2 of 
Article 5.4.2 B herein, which surcharge shall constitute full compensation for 
payments imposed by State and Federal laws, and all other payments made to 
on behalf of workers other than actual wages. 

C. Materials: The cost of materials used in performing work will be the cost to the 
purchaser, whether Contractor or subcontractor, from the supplier thereof, except 
as the following are applicable: 

I. Trade discounts available to the purchaser shall be credited to Santa Cruz 
METRO notwithstanding the fact that such discounts may not have been taken 
by Contractor. 

2. For materials secured by other than a direct purchase and direct billing to the 
purchaser, the cost shall be deemed to be the price paid to the actual supplier 
as determined by the Contract Administrator. Markup, except for actual costs 
incurred in the handling of such materials, will not be allowed. 

3. Payment for materials from sources owned wholly or in part by the purchaser 
shall not exceed the price paid by the purchaser for similar materials from said 
sources on extra work items or the current wholesale price for such materials 
delivered to the work site, whichever price is lower. 

4. If, in the opinion of the Contract Administrator, the cost of material is 
excessive, or the Contractor does not furnish satisfactory evidence of the cost 
of such material, then the cost shall be deemed to be the lowest current 
wholesale price for the quantity concerned delivered to the work site, less trade 
discount. Santa Cruz METRO reserves the right to furnish materials for the 
extra work and no claim shall be made by the Contractor for costs and profit 
on such materials. 
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D. Equipment: The Contractor will be paid for the use of equipment at the rental rate 
listed for such equipment specified in the current edition of the Department of 
Transportation publication entitled "Labor Surcharge and Equipment Rental 
Rates" which is in effect on the date upon which the work is accomplished. Such 
rental rates will be used to compute payments for equipment whether the 
equipment is under the Contractor's control through direct ownership, leasing, 
renting, or another method of acquisition. The rental rate to be applied for use of 
each item of equipment shall be the rate resulting in the least total cost to Santa 
Cruz METRO for the total period of use. If it is deemed necessary by the 
Contractor to use equipment not listed in the foregoing publication, the Contract 
Administrator will establish an equitable rental rate for the equipment. The 
Contractor may furnish cost data that might assist the Contract Administrator in 
the establishment of the rental rate. 

I. The rental rates paid, as above provided, shall include the cost of fuel, oil, 
lubrication supplies, small tools, necessary attachments, repairs and 
maintenance of all kinds, depreciation, storage, insurance, and all incidentals. 
Operators of equipment will be separately paid for as provided in subsection 4 
of Article 5.4.2 B. 

2. All equipment shall be in good working condition and suitable for the purpose 
for which the equipment is to be used. 

3. Before construction equipment is used on the extra work, Contractor shall 
plainly stencil or stamp an identifying number thereon at a conspicuous 
location, and shall furnish to the Contract Administrator, in duplicate, a 
description of the equipment and its identifying number. 

4. Unless otherwise specified, manufacturer's ratings and manufacturer-approved 
modifications shall be used to classify equipment for the determination of 
applicable rental rates. Equipment which has no direct power unit shall be 
powered by a unit of at least the minimum rating recommended by the 
manufacturer. 

5. Individual pieces of equipment or tools having a replacement value of $500 or 
less, whether or not consumed by use, shall be considered to be small tools and 
no payment will be made therefore. 

E. Owner-Operated Equipment: When owner-operated equipment is used to perform 
work and is to be paid for as extra work, Contractor will be paid for the equipment 
and operator as follows: 

Payment for the equipment will be made in accordance with the provisions in 
Article 5.4.2 D, "Equipment." 

Payment for the cost of labor and subsistence or travel allowance will be made at 
the rates paid by Contractor to other workers operating similar equipment already 
on the project, or, in the absence of such other workers, at the rates for such labor 
established by collective bargaining agreement for type of worker and location of 
the work, whether or not the owner-operator is actually covered by such an 
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agreement. A labor surcharge will be added to the cost of labor described herein, 
in accordance ·with the provisions in subsection 2 of Article 5.4.2 B, "Labor." 

To the direct cost of equipment rental and labor, computed as provided herein, 
will be added the markup for equipment rental and labor as provided in Article 
5.4.4, "Contractor's Fee." 

F. Equipment Time: The rental time to be paid for equipment on the work shall be 
the time the equipment is in productive operation on the work being performed 
and shall include the time required to move the equipment to the new location and 
return it to the original location or to another location requiring no more time than 
that required to return it to its original location; except that moving time will not 
be paid ifthe equipment is used on other than the extra work. Loading and 
transporting costs will be allowed, in lieu of moving time, when the equipment is 
moved by means other than its own power. No payment will be made for loading 
and transporting costs when the equipment is used at the site of the extra work on 
other than the extra work. The following shall be used in computing the rental 
time of equipment on the work: 

I. When hourly rates are listed, any part of an hour less than 30 minutes of 
operation shall be considered to be Yi-hour of operation, and any part of an 
hour in excess of 30 minutes will be considered 1-hour of operation. 

2. When daily rates are I isted, operation for any part of a day less than 4 hours 
shall be considered to be Y2-day of operation. 

3. Rental time will not be allowed while equipment is inoperative due to 
breakdowns or Contractor-caused delays. 

G. Cost of Work Documentation: The Contractor shall furnish the Contract 
Administrator Daily Extra Work Reports on a daily basis covering the direct costs 
of labor and materials and charges for equipment whether furnished by 
Contractor, subcontractor, or other forces. Santa Cruz METRO will provide the 
Daily Extra Work Report forms to Contractor. The Contractor or an authorized 
agent shall sign each Daily Extra Work Report. The Daily Extra Work Report 
shall provide names and classifications of workers and hours worked; size, type, 
and identification number of equipment; and the hours operated. Copies of 
certified payrolls and statement of fringe benefit shall substantiate labor charges. 
Valid copies of vendor's invoices shall substantiate material charges. 

The Contract Administrator will make any necessary adjustments. When these 
reports are agreed upon and signed by both parties, they shall become the basis of 
payment for the work performed, but shall not preclude subsequent adjustment 
based on a later audit. 

The Contractor shall inform the Contract Administrator when extra work will 
begin so that the Santa Cruz METRO inspector can concur with the Daily Extra 
Work Reports. Failure to conform to these requirements may impact the 
Contractor's ability to receive proper compensation. 
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5.4.3 Special Services 

Special services are defined as that work characterized by extraordinary complexity, 
sophistication, or innovations, or a combination of the foregoing attributes that are 
unique to the construction industry. The following may be considered by the Contract 
Administrator in making estimates for payment for special services: 

A. When the Contract Administrator and the Contractor, by agreement, determine 
that a special service is required which cannot be performed by the forces of the 
Contractor or those of any of its subcontractors, the special service may be 
performed by an entity especially skilled in the work to be performed. After 
validation of invoices and determination of market values by the Contract 
Administrator, invoices for special services based upon the current fair market 
value thereof may be accepted without complete itemization of labor, material, 
and equipment rental costs. 

B. When Contractor is required to perform work necessitating special fabrication or 
machining process in a fabrication or a machine shop facility away from the 
jobsite, the charges for that portion of the work performed at the offsite facility 
may, by agreement, be accepted as a special service and accordingly, the invoices 
for the work may be accepted without detailed itemization. 

C. All invoices for special services will be adjusted by deducting all trade discounts 
offered or available, whether the discounts were taken or not. In lieu of the 
allowances for overhead and profit on labor, materials, and equipment specified in 
Article 5.4.4 herein, a single allowance often (10) percent will be added to 
invoices for special services. 

5.4.4 Contractor's Fee 

A. Work ordered on the basis of time and materials will be paid for at the actual and 
necessary cost as determined by the Contract Administrator, plus allowances for 
overhead and profit, which allowances shall constitute the "Contractor's Fee," 
except as provided in subparagraph B of this Article. For extra work involving a 
combination of increases and decreases in the work, the actual necessary cost will 
be the arithmetic sum of the additive and deductive costs. The allowance for 
overhead and profit shall include compensation for superintendence, bond and 
insurance premiums, taxes, all field and home office expenses, and all other items 
of expense or cost not included in the cost of labor, materials, or equipment 
provided for under Articles 5.4.2 B, C, D, and E herein. The allowance for 
overhead an~ profit will be made in accordance with the following schedule: 

Actual Necessary Cost Overhead and Profit Allowance 

Labor ............................................................................................ 33 percent 
Materials ....................................................................................... 15 percent 
Equipment .................................................................................... 15 percent 

B. Labor, materials, and equipment may be furnished by the Contractor or by the 
subcontractor on behalf of the Contractor. When a subcontractor performs all or 
any part of the extra work, the allowance specified in subparagraph A of 

8 

Attachment A

9-14A.8



Article 5.4.4 shall only be applied to the labor, materials, and equipment costs of 
the subcontractors, to which the Contractor may add 5 percent of the . 
subcontractor's total cost for the extra work. Regardless of the number of 
hierarchal tiers of subcontractors, the 5 percent increase above the subcontractor's 
total cost, which includes the allowances for overhead and profit specified herein, 
may be applied one time only for each separate work transaction. 

5.4.5 Compensation for Time Extensions 

Adjustments in compensation for time extension will be allowed only for causes in 
Article 5.5. l B. l through Article 5.5.l B.3 computed in accordance with Article 5.4 
and the following. No adjustments in compensation will be allowed when Santa Cruz 
METRO-caused delays to a controlling item of work and Contractor-caused delays to 
a controlling item of work occur concurrently or for causes in Article 5.5. l B.4 
through Article 5.5.1 B.5. 

5.5 Change of Contract Time 

5.5.1 General 

A. The Contract time may only be changed by a change order. Any request for an 
extension of the Contract time shall be based on written notice delivered by the 
Contractor to the Contract Administrator promptly, but in no event later than IO 
days after the date of the occurrence of the event giving rise to the request, and 
shall state the general nature of the request. Notice of the extent of the request 
with supporting data shall be delivered within 45 days after the date of such 
occurrence, unless the Contract Administrator allows an additional period of time 
to ascertain more accurate data in support of the request, and shall be 
accompanied by the Contractor's written statement that the adjustment requested 
is the entire adjustment to which the Contractor has reason to believe it is entitled 
as a result of the occurrence of said event. No request for an adjustment in the 
Contract time will be valid if not submitted in accordance with the requirements 
of this Article. 

The Contract time will only be extended when a delay occurs which impacts a 
controlling item of work as shown on the work schedules required in the Special 
Provisions. Time extensions will be allowed only ifthe cause is beyond the 
control and without the fault or negligence of the Contractor. Time extensions 
will also be allowed when Santa Cruz METRO-caused delays to a controlling 
item of work and Contractor-caused delays to a controlling item of work occur 
concurrently. The Contractor will be notified if the Contract Administrator 
determines that a time extension is not justified. 

B. The Contract time will be extended in an amount equal to time lost due to delays 
beyond the control of the Contractor if a request is made therefore as provided in 
this Article. An extension of Contract time will only be granted for days on which 
the Contractor is prevented from proceeding with at least 75 percent of the normal 
labor and equipment force actually engaged on the said work, by said occurrences 
or conditions resulting immediately therefrom which impact a controlling item of 
work as determined by the Contract Administrator. Such delays shall include: 
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I. Changes. 

2. Failure of Santa Cruz METRO to furnish access, right of way, completed 
facilities ofrelated projects, drawings, materials, equipment, or services for 
which Santa Cruz METRO is responsible. 

3. Survey error by Santa Cruz METRO. 

4. Occurrences of a severe and unusual nature including, but not restricted to, 
acts of God, fires, other force majeure events, and excusable inclement 
weather. A force majeure event includes an earthquake, flood, cloudburst, 
cyclone or other cataclysmic phenomena of nature beyond the power of the 
Contractor to foresee or to make preparation in defense against, but does not 
include ordinary inclement weather. Excusable inclement weather is any 
weather condition, the duration of which varies in excess of the average 
conditions expected, which is unusual for the particular time and place where 
the work is to be performed, or which could not have been reasonably 
anticipated by the Contractor, as determined from U.S. Weather Bureau 
records for the preceding 3-year period or as provided for in the Special 
Provisions. 

5. Act of the public enemy, act of another governmental entity, public utility, 
epidemic, quarantine restriction, freight embargo, strike, or labor dispute. A 
delay to a subcontractor or supplier due to the above circumstances will be 
taken into consideration for extensions to the time of completion. 

5.5.2 Extensions of Time for Delay Due to Excusable Inclement Weather 

A. The Contract time will be extended for as many days in excess of the average 
number of days of excusable inclement weather, as defined in Article 5.5.1 B.5, as 
the Contractor is specifically required under the Special Provisions to suspend 
construction operations, or as many days as the Contractor is prevented by 
excusable inclement weather, or conditions resulting immediately therefrom, from 
proceeding with at least 75 percent of the normal labor and equipment force 
engaged on critical items of work as shown on the schedule. 

B. Should the Contractor prepare to begin work at the regular starting time at the 
beginning of any regular work shift on any day on which excusable inclement 
weather, or the conditions resulting from the weather, prevents work from 
beginning at the usual starting time and the crew is dismissed as a result thereof, 
the Contractor will be entitled to a I-day extension whether or not conditions 
change thereafter during said day and the major portion of the day could be 
considered to be suitable for such construction operations. 

C. The Contractor shall base the construction schedule upon the inclusion of the 
number of days of excusable inclement weather specified in the Article titled 
"Excusable Inclement Weather Delays," of the Special Provisions. No extension 
of the Contract time due to excusable inclement weather will be considered until 
after the said aggregate total number of days of excusable inclement weather has 
been reached; however, no reduction in Contract time would be made if said 
number of days of excusable inclement weather is not reached. 
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5.6 Changed Site Conditions 

If any work involves digging trenches or other excavations below the surface, Contractor shall 
promptly, and before the following conditions are disturbed, notify Santa Cruz METRO in 
writing of any: 

A. Material that Contractor believes may be a regulated material which is required to be 
removed to a Class I, Class II, or Class III disposal site in accordance with provisions 
of existing law. 

B.. Subsurface or latent physical conditions at the site differing from those indicated in 
this Contract. 

C. Unknown physical conditions at the site of any unusual nature, different materially 
from those ordinarily encountered and generally recognized as inherent in work of 
the character provided for in the Contract. 

Santa Cruz METRO will promptly investigate the condition and if it finds that the conditions 
do materially so differ, or do involve regulated material, and cause a decrease or increase in 
the Contractor's cost of, or the time required for, performance of any part of the work, Santa 
Cruz METRO will issue a change order under the procedures described in this Contract. For 
regulated materials, Santa Cruz METRO reserves the right to use other forces for exploratory 
work to identify and .determine the extent of such material and for removing regulated material 
from such areas. 

In the event that a dispute arises between Santa Cruz METRO and the Contractor on whether 
the conditions materially differ or on the Contractor's cost of, or time required for, 
performance of any part of the work, the Contractor shall not be excused from any scheduled 
completion date provided for by this Contract but shall proceed with all work to be performed 
under the Contract. The Contractor shall retain any and all rights provided either by this 
Contract or by law, which pertain to the resolution of disputes and protests between the 
contracting parties. 

5.7 Waivers and Releases 

Contractor is required to provide unconditional waivers and releases of stop notices in 
accordance with California Civil Code §3262(d)(2). Santa Cruz METRO agrees to pay 
Contractor within 30 days after receipt of an undisputed and properly submitted payment 
request from Contractor. If Santa Cruz METRO fails to make such payments in a timely 
manner, Santa Cruz METRO shall pay interest to Contractor equivalent to the legal rate set 
forth in Subdivision (a) of Section 685.010 of the Code of Civil Procedure. For purposes of 
this section, "progress payment" includes all payments due Contractor, except that portion of 
the final payment designated by the Contract as retention earnings. Any payment request 
determined not to be a proper payment request suitable for payment shall be returned to 
Contractor as soon as practicable, but not later than seven days after receipt. A request 
returned pursuant to this paragraph shall be accompanied by a written explanation of why the 
payment request is not proper. The number of days available to Santa Cruz METRO to make 
a payment without incurring interest pursuant to this section shall be reduced by the number of 
days by which Santa Cruz METRO exceeds the seven-day return requirement set forth 
above. A payment request shall be considered properly executed iffunds are available for 
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payment of the payment request and payment is not delayed due to an audit inquiry by Santa 
Cruz METRO's financial officer. 

6. NOTICES 

All notices under this Contract shall be in writing and shall be effective when received, if delivered 
by hand, or three (3) days after posting if sent by registered mail, return receipt requested, to a party 
hereto at the address hereinunder set forth, or to such other address as a party may designate by 
notice pursuant hereto. 

Santa Cruz METRO 

Santa Cruz Metropolitan Transit District 
110 Vernon Street 
Santa Cruz, CA 95060 

Attention: Alex Clifford, CEO/General Manager 

CONTRACTOR 

Central Electric Company 
430 Walker Street 
Watsonville, CA 95076 

Attention: Tony Kulich, President 
(831) 251-7100 
tony@centralelectriccompany.com 

7. ENTIRE AGREEMENT 

7. I This Contract represents the entire agreement of the parties with respect to the subject matter 
hereof, and all such agreements entered into prior hereto are revoked and superseded by this 
Contract, and no representations, warranties, inducements or oral agreements have been made by 
any of the parties except as expressly set forth herein, or in other contemporaneous written 
agreements. 

7.2 This Contract may not be changed, modified or rescinded except in writing, signed by all 
parties hereto, and any attempt at oral modification of this Contract shall be void and of no 
effect. 

8. ACCEPTANCE OF ELECTRONIC SIGNATURES AND COUNTERPARTS 

The parties agree that this Contract, agreements ancillary to this Contract, and related documents to 
be entered into this Contract will be considered executed when the signature of a party is delivered 
by scanned image as an attachment to electronic mail. Such scanned signature must be treated in all 
respects as having the same effect as an original signature. Each party further agrees that this 
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Contract may be executed in two or more counterparts, all of which constitute one and the same 
instrument. 

9. AUTHORITY 

Each party has full power and authority to enter into and perform this Contract and the person 
signing this Contract on behalf of each has been properly authorized and empowered to enter into 
this Contract. Each party further acknowledges that it has read this Contract, understands it, and 
agrees to be bound by it. 

Signed on _______________ _ 

Santa Cruz METRO -
SANT A CRUZ METROPOLITAN TRANSIT 
DISTRICT 

Alex Clifford, CEO/General Manager 

Contractor -
DUFOUR INCORPORATED d/b/a 
CENTRAL ELECTRIC COMPANY 

Tony Kulich, President 

Approved as to Form: 

Julie A. Sherman, General Counsel 
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DATE: August 23, 2019 

TO: Board of Directors 

FROM: Dawn Crummié, HR Director 

SUBJECT: APPROVAL OF THE FINAL SEIU POSITION DESCRIPTIONS  

I. RECOMMENDED ACTION 

That the Board of Directors approve the final SEIU position descriptions 

II. SUMMARY 

• An SEIU Classification and Total Compensation Study was needed for Santa 
Cruz Metropolitan Transit District (METRO), due to outdated job descriptions, 
salary range compaction issues, and a desire to attract and retain valuable 
personnel.   

• CPS HR Consulting (CPS) was awarded the contract to conduct this SEIU 
Classification study in August 2018. 

• Between August 2018 and November 2018, CPS and METRO staff engaged 
in position description questionnaires (PDQs), interviews and activities to 
determine what changes were needed to update existing and outdated job 
descriptions.  

• In November 2018,  METRO received CPS’ SEIU Classification Study Report, 
which included revised job descriptions for the SEIU staff positions. 

• METRO and SEIU met and conferred on the new position descriptions and 
have come to a final agreement. 

• Staff recommends that the Board of Directors approve the final SEIU position 
descriptions. 

III. DISCUSSION/BACKGROUND 

In order to attract and retain talented professionals, both public and private sector 
organizations periodically perform a comprehensive classification and total 
compensation review.  Such a review helps the organization understand where 
its pay scales are, relative to pay scales for similar positions, as well as other 
employee benefits and compensation.  For SEIU, reclassifications have been 
performed every six (6) months per the SEIU MOU, Articles 8.2 and 8.7.  Per the 
side letter dated May 10, 2017,  METRO and SEIU have agreed to suspend 
Articles 8.2.3 and 8.7.1 until June 30, 2023, and have a Classification and Total 
Compensation Study performed, which we are in the midst of now. 

Santa Cruz Metropolitan 
Transit District 
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Final SEIU Position Descriptions 

In August 2018, the Board of Directors approved the award of the SEIU 
Classification and Total Compensation Study contract to CPS.  The scope for this 
study was to conduct a comprehensive classification and total compensation 
study to include:   

• A review of all seventy-seven (77) SEIU classifications and one hundred 
thirty-two (132) positions under the SEIU MOU. 

• A classification structure that is easily understood, with current job 
descriptions, where distinctions between classifications are clearly identified 
and individual positions are allocated to the correct classifications. 

• A sustainable total compensation system that is competitive in the 
marketplace, internally equitable, and integrated with the classification 
structure. 

Between August 2018 and November 2018, CPS and  METRO staff engaged in 
activities to determine what changes were needed to update existing and 
outdated job descriptions.  During this process, each staff member completed a 
Position Description Questionnaire (PDQ), which was followed by an interview by 
CPS staff, if needed.  CPS then reviewed the stated duties and responsibilities of 
each positon and created a classification structure, which included revising job 
titles that are easily understood, current job descriptions where distinctions 
between classifications are clearly identified, and individual positions are 
allocated to the correct classifications.  
 
Ensuring proper classification identification is an imperative aspect of a 
classification study.  Understanding reporting structure, distinguishing job 
characteristics, duties, knowledge, skills, and abilities, as conducting accurate 
total compensation analysis is reliant on accurate job classifications and 
descriptions. 
 
The outcomes of the interview, questionnaire, and structure review activities will 
be used to create a revised organizational chart, revised job classifications, 
creation of class series, and the associated job descriptions.   
 
Staff has reviewed the final job classification descriptions, met and conferred with 
SEIU on the resulting position descriptions, and developed an  agreed upon 
class series that resulted in 75 position descriptions and 37 class series 
(Attachment A). 
 
The SEIU Classification Report, corresponding position descriptions and agreed 
upon class series document are being used for the Total Compensation phase of 
the study.   
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Final SEIU Position Descriptions 

IV. FINANCIAL CONSIDERATIONS/IMPACT

There is no financial impact to adopting these final SEIU Position Descriptions.

V. ALTERNATIVES CONSIDERED 

• The Board could decline to accept the results of the SEIU meet and confer
process on the positon descriptions.
o Staff does not recommended this as METRO’s outdated job specifications

affect the agency’s ability to attract and retain valuable personnel.

• The Board could discuss alternative approaches to the SEIU meet and confer
process on the positon descriptions and delegate the matter to the Personnel
Committee for further review, analysis, and the development of a
recommendation back to the full Board.

VI. ATTACHMENTS

Attachment A: Final SEIU agreed to 37 series and 75 positions – June 6, 
2019  

Attachment B: CPS SEIU Position Descriptions - as of June 14, 2019 

Prepared by: Angela Aitken, CFO  
Dawn Crummié, HR Director 
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Board of Directors 
August23, 2019 
Page 4 of 4 

VII. APPROVALS 

Dawn Crummie, HR Director 

Approved as to fiscal impact: 
Angela Aitken, CFO 

Alex Clifford, CEO/General Manager 

Final SEIU Position Descriptions 
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CPS SEIU Position Descriptions 
As of June 14, 2019 

 
Accessible Services Coordinator 

Accountant I 

Accountant II 

Accounting Clerk  

Accounting Specialist 

Accounting Technician 

Administrative Assistant 

Administrative Clerk  

Administrative Specialist 

Administrative Supervisor 

Assistant Safety and Training Coordinator  

Benefits Technician 

Buyer 

Claims Technician I 

Claims Technician II 

Custodial Service Worker  

Custodial Supervisor 

Customer Service Representative  

Customer Service Supervisor 

Electronic Technician 

Facilities Maintenance Supervisor  

Facilities Maintenance Worker I 

Facilities Maintenance Worker II 

Financial Analyst 

Fleet Maintenance Supervisor 

Grants/Legislative Analyst 

Human Resources Clerk  

Human Resources Specialist 

Human Resources Technician 

Information Technology Support Analyst I 

Information Technology Support Analyst II 



CPS SEIU Position Descriptions 
As of June 14, 2019 

 
Lead Custodial Service Worker 

Lead Facilities Maintenance Worker  

Lead Mechanic 

Lead Parts and Materials Clerk  

Lead Vehicle Service Worker 

Legal Secretary  

Mechanic I 

Mechanic II 

Mechanic III 

Paralegal I 

Paralegal II 

Paratransit Eligibility Coordinator 

Parts and Materials Clerk  

Parts and Materials Supervisor  

Payroll Specialist  

Planning Aide 

Planning Data Analyst 

Principal HR Generalist 

Purchasing Agent 

Purchasing Assistant 

Revenue Account Coordinator  

Revenue Collection Clerk  

Revenue Collection Supervisor 

Safety and Training Coordinator  

Safety and Training Program Specialist I 

Safety and Training Program Specialist II 

Scheduling Analyst 

Senior Accounting Technician 

Senior Customer Service Representative 

Senior Financial Analyst 

Senior Payroll Specialist  



CPS SEIU Position Descriptions 
As of June 14, 2019 

 
Senior Systems Administrator 

Senior Transportation Planner 

Systems Administrator 

Transit Supervisor 

Transportation Planner I 

Transportation Planner II 

Transportation Planning Supervisor  

Upholsterer I 

Upholsterer II 

Vehicle Body Repair Mechanic 

Vehicle Service Detailer  

Vehicle Service Worker I 

Vehicle Service Worker II 
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            HUMAN RESOURCES DEPARTMENT 
Santa Cruz METRO 

 

  1  Accessible Services Coordinator 

 
 

 

Class Code: AS101 
       FLSA Status: Non-exempt 

 
Accessible Services Coordinator 

Bargaining Unit: SEA 
 

DEFINITION: 

Under direction, the Accessible Services Coordinator performs program administrative and operations 
duties to assist Santa Cruz Metro riders, the older adult and disabled community utilize Santa Cruz 
METRO transit services;  provides outreach and education to current and potential customers to 
encourage the use of  Santa Cruz METRO’s accessible services; plans, coordinates, develops, and 
implements Santa Cruz METRO’s Mobility Training Program; serves as a liaison and information source 
to customers, community agencies, and the public regarding Santa Cruz METRO accessibility services 
and Mobility Training; supports Santa Cruz METRO management in ensuring that  Santa Cruz METRO’s 
vehicles and services comply with the Americans With Disabilities Act (ADA) requirements;  performs 
related work as required. 
 
 
DISTINGUISHING CHARACTERISTICS: 

Accessible Services Coordinator is a journey-level class in this series.  An incumbent in this class is primarily 
responsible for planning, developing, coordinating, and providing Santa Cruz METRO services to the older 
adult and disabled community, and for promoting such services through targeted community outreach 
and education. 
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Plans, develops, organizes, and conducts services for the older adult and disabled community, 
ensuring their compliance with State and Federal requirements as well as Santa Cruz METRO 
policies and procedures. 

• Plans and implements Santa Cruz METRO’s Mobility Training Program; provides one-on-one and 
group mobility training and support services by teaching, demonstrating, and assisting program 
participants and/or their supporters on the safe and proper use of the Santa Cruz METRO bus 
system; meets with participants; plans and develops individualized training schedules; monitors 
trainee progress. 

• Develops, distributes and/or modifies a variety of training procedures, methods, materials, and 
forms to facilitate the effective training of Mobility Training Program participants. 

• Promotes and provides outreach services to the older adult and disabled communities; attends 
classrooms, events, and a variety of public or private meetings to present to individuals and 
organizations about Santa Cruz METRO’s accessibility services.  

• Creates teaching materials and presents ADA-related training to Santa Cruz METRO staff as 
assigned. 

• Serves as a liaison and information source to customers, community agencies and the public with 
regard to Santa Cruz METRO accessibility services and the Mobility Training Program. 

• Works with Santa Cruz METRO management to help ensure that Santa Cruz METRO’s vehicles and 
services comply with Americans with Disabilities Act (ADA) requirements. 

9-15B.1



            HUMAN RESOURCES DEPARTMENT 
Santa Cruz METRO 

 

  2  Accessible Services Coordinator 

 
 

 

• Reviews, investigates and responds to ADA complaints as assigned. 
• May be required to serve on committees, commissions, and task forces as assigned.  
• Updates and maintains information in a database; prepares regular and periodic reports for 

management as requested; maintains various logs, records, and lists. 
• Conducts research and prepares summaries of findings; initiates, composes and/or types various 

memos, letters, reports, statistical data, and other narrative documents; writes, updates and 
maintains program procedures. 

• Operates standard office equipment; utilizes computer software in performing job tasks.   
• May utilize specialized Santa Cruz METRO software. 
• Drive a Santa Cruz METRO vehicle to perform assignments. 
• Performs related work as required 

 

EMPLOYMENT STANDARDS: 

Knowledge of: 

• Principles of program organization, administration and coordination.   
• Common transit agency policies and procedures associated with standard bus operations. 
• State, Federal, and local laws and regulations regarding the accessibility of transit services to the 

older adult and disabled community, including the Americans with Disabilities Act (ADA) and the 
principles guiding reasonable accommodation.  

• Current practices, procedures, and philosophies pertaining to mobility training and accessibility. 
• Special equipment, procedures, and opportunities available to improve the accessibility of transit 

services to underserved populations. 
• Current instructional methods and practices, as well as effective curriculum development.  
• Customer safety and health-related considerations related to transit services.  
• Modern office practices, procedures, and equipment. 
• Business correspondence, formatting, and report writing.        
• Manual and automated record-keeping and filing systems. 
• Methods of researching, gathering, organizing, and reporting data. 
• Methods of prioritizing, planning, and organizing work. 
• Time management techniques. 
• Customer service techniques. 
• Intermediate mathematics, including ratios, percentages, and intermediate statistics. 
• The effective use of modern office equipment, personal computers, and standard business 

software, including audio/visual equipment.  

 

Ability to: 

• Plan, develop, organize, and conduct an effective mobility training program for older adults and 
disabled individuals.  

• Read and understand laws, regulations, and policies pertaining to transit accessibility.  
• Conduct field work to provide direct services to customers.    
• Teach ideas, concepts, and skills to older adult and disabled individuals effectively. 
• Research, analyze, and evaluate new teaching methods and techniques.  
• Formulate specific objectives to compare and evaluate program results.  
• Define problem areas and evaluate, recommend and implement alternative solutions to issues 

and problems.  
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• Instruct others in the safe utilization of Santa Cruz METRO vehicles and services and adapt training 
procedures to the needs of the individual.  

• Act as liaison between Santa Cruz METRO, community groups, other transit districts, transit 
customers, and the public with regard to accessible services.  

• Develop and write plans, procedures, reports, forms, and tests.  
• Adhere to established work schedules and timelines. 
• Work independently using good judgment, tact, and discretion. 
• Balance multiple assignments simultaneously and effectively. 
• Utilize standard office equipment and computer software and learn to use specialized Santa Cruz 

METRO software if assigned. 
• Maintain confidentiality of materials, records, files, and other privileged information. 
• Communicate clearly and effectively in both oral and written form. 
• Establish and maintain effective working relationships within the department and with other 

divisions, departments, agencies, suppliers, vendors, and the public.  
 
MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training, and Experience: 

Two (2) years course work from an accredited college in business administration, public administration, 
social services or a related field. 
 

AND 
 

Four (4) years of experience in program, project, or administrative support.   
 
Experience must have also included at least two (2) years of experience related to accessibility and/or 
ADA compliance.   
 
LICENSES AND CERTIFICATES: 

A valid California Driver’s License will be required at the time of appointment and throughout 
employment. 
 
Must be able to obtain and maintain a current, valid California Class “C” Driver’s License. 
 
PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is often required to reach with hands and arms; sit, 
push and pull; use finger dexterity, and talk and hear. Work often requires the repetitive use of both hands 
to grasp and feel objects and use a keyboard.  The employee is regularly required to stoop at the waist 
and crouch.  Occasional lifting up to 20 pounds unaided may be required. Specific visual abilities required 
for this job include close vision, distance vision, the ability to see colors and shades, and the ability to 
perceive depth.  
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Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; uses math and mathematical reasoning; performs 
detailed work; deals with multiple concurrent tasks; and interacts with others encountered in the course 
of work. 

Work Environment:  

The employee typically works in a standard office environment where the noise level is moderate. May 
work out in the field when needed. 
 
OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass a requisite background check. 
• May occasionally working extended hours or hours outside of the regular schedule. 

 
 
 
 
*Adopted:  12-11-18  
*BOD Approved:  00-00-00  
*Revised:  00-00-00 
*Job Family:   Transit Operations 
*Job Series:  Accessible Services 
*Job Series Level:  Journey 
*Confidential:  No 
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Class Code: P0200 
       FLSA Status: Non-exempt 

Accountant I 
Bargaining Unit: SEA 

 
DEFINITION: 

Under general supervision, an Accountant I performs a limited range of professional accounting duties 
related to Santa Cruz METRO financial functions and processes; analyzes and reconciles accounting 
records in compliance with State and Federal laws, regulations, and requirements; participates in the 
development of Santa Cruz METRO accounting systems and sub-systems; learns to reconcile the General 
Ledger and various bank records; and performs related work as required. 
 
DISTINGUISHING CHARACTERISTICS: 

Accountant I is the journey-level class in the series.  An incumbent in this class performs a limited range 
of professional accounting duties while learning to perform the full scope of advanced level work.  This 
class is distinguished from the higher level class of Accountant II because an incumbent in the latter class 
performs the full scope of advanced level professional accounting work. 
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Performs professional operating and/or cost accounting work requiring the application of 
professional accounting principles to a wide variety of problems; learns to perform the full range 
of journey-level professional accounting work in an assigned department. 

• Participates in the preparation of annual audited financial statements and notes; develops 
management discussion points and analysis in accordance with legal requirements. 

• Participates in the annual actuarial valuation process in accordance with legal requirements. 
• Reconciles the General Ledger (G/L); reconciles various bank accounts and bankcard activity; 

reconciles total payroll expense to payroll tax returns for audit purposes and analytics; analyzes 
and investigates variances; ensures proper coding of transactions. 

• Participates in special accounting system development assignments, such as development of 
subsystems for recording of data necessary for control purposes. 

• Participates in the development of Santa Cruz METRO financial policies and procedures; provides 
training on new or updated procedures to Finance and other staff as needed. 

• Analyzes budgetary, financial, actuarial, and statistical data; makes recommendations on discount 
rates, funding options for pension-related liabilities, trends in contribution rates, fare revenues, 
and other subject matter. 

• Maintains accounting records, depreciation schedules, and assets purchased under Federal 
grants; posts accounts distribution for all revenue/grant receipts; documents grant funding 
sources for capital asset purchases. 

• Prepares tax returns; compiles capital asset information. 
• Calculates fixed asset depreciation amounts using appropriate depreciation schedules and 

processes. 
• Analyzes expenditure data and determines reimbursements collected from the State or Federal 

governments. 
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• Analyzes and investigates variances between actual and budgeted expenditures necessitating 
realignment of appropriations, encumbrances, and/or payments to reflect proper cost accounting 
within budget constraints. 

• Assists in preparing cost allocation plans utilizing appropriate cost accounting procedures; 
calculates indirect costs and allocates the costs to the appropriate departments, sections or 
projects as required. 

• Participates in special projects. 
• Provides information to employees and the public.  
• Operates standard office equipment; utilizes computer software in performing job tasks.   
• May utilize specialized Santa Cruz METRO software. 
• Drive a Santa Cruz METRO vehicle to perform assignments. 
• Performs related work as required 

 

EMPLOYMENT STANDARDS: 

Knowledge of: 

• Principles, practices, forms, and techniques of professional public sector accounting, finance, and 
budgeting. 

• Generally Accepted Accounting Principles (GAAP), and their application to a wide variety of 
accounting transactions, situations, and problems. 

• Laws and regulations applicable to public sector accounting. 
• Principles and practices of public agency budgeting, revenue forecasting and investing. 
• Business law principles and practices. 
• Benefits and limitations of automated accounting applications. 
• Relationships between accounting records and documents for recording and reporting purposes. 
• Public sector accounting terminology and methods. 
• Modern office practices, procedures and equipment. 
• Business correspondence, formatting and report writing.        
• Manual and automated record-keeping and filing systems. 
• Methods of maintaining information in computerized or hard copy files. 
• Professional methods of researching, gathering, organizing, and reporting data. 
• Methods of prioritizing, planning, and organizing work. 
• Advanced time management techniques. 
• Customer service techniques. 
• Intermediate mathematics, including percentages, and intermediate statistics. 
•  The effective use of modern office equipment, personal computers, and standard business 

software.  

 

Ability to: 

• Perform a wide variety of complex, professional accounting tasks. 
• Evaluate, interpret and apply accounting laws, regulations, policies, procedures, and 

requirements to departmental financial activities. 
• Perform professional accounting activities in compliance with applicable laws, regulations and 

policies. 
• Maintain complex financial/statistical data and records. 
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• Reconcile accounts and reconstruct record trails in order to locate and correct errors or reasons 
for imbalance. 

• Apply professional accounting control procedures to maintain budgetary accounts. 
• Create and use computerized spreadsheets, databases and software to track financial information 

and automate calculations. 
• Perform financial calculations quickly and accurately. 
• Adhere to established work schedules and timelines. 
• Work independently using good judgment, tact, and discretion. 
• Balance multiple assignments simultaneously and effectively. 
• Utilize standard office equipment and computer software and learn to use specialized Santa Cruz 

METRO software if assigned. 
• Maintain confidentiality of materials, records, files, and other privileged information. 
• Communicate clearly and effectively in both oral and written form. 
• Establish and maintain effective working relationships within the department and with other 

divisions, departments, agencies, suppliers, vendors, and the public.  
 
MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training, and Experience: 

Bachelor’s degree from an accredited college or university with major coursework in accounting, business 
administration or a related field, including coursework in elementary and advanced accounting, 
management accounting, business law, and cost accounting. 
 

AND 
 
One (1) year of professional accounting experience, preferably in a public agency. 
 
LICENSES AND CERTIFICATES: 

A valid California Driver’s License will be required at the time of appointment and throughout 
employment. 
 
Must be able to obtain and maintain a current, valid California Class “C” Driver’s License. 
 
SPECIAL REQUIREMENTS: 

• Must participate in professional development activities for CPA certification. 
 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear, and use a keyboard.  Work often requires 
the repetitive use of both hands to grasp and feel objects; stooping at the waist; and standing. Work may 
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require lifting up to 20 pounds unaided. Specific visual abilities required for this job include close vision, 
distance vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; analyzes and solves problems; uses math and 
mathematical reasoning; performs highly detailed work; deals with multiple concurrent tasks; and 
interacts with others encountered in the course of work. 

Work Environment:  

The employee typically works in a standard office environment where the noise level is usually moderate.  
 
OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass a requisite background check. 
• May occasionally work extended hours or hours outside of the regular schedule. 

 
 
*Adopted:  12-11-18  
*BOD Approved:  00-00-00  
*Revised:  00-00-00 
*Job Family:   Financial Professional 
*Job Series:  Accountant 
*Job Series Level:  Journey 
*Confidential:  No 
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Class Code: P0201 
       FLSA Status: Non-exempt 

 
Accountant II 

Bargaining Unit: SEA 
 

DEFINITION: 

Under direction, an Accountant II performs professional accounting duties to support Santa Cruz METRO 
financial functions and processes; analyzes and reconciles accounting records for compliance with State 
and Federal laws, regulations, and requirements; coordinates the development of Santa Cruz METRO 
accounting systems and sub-systems; reconciles the General Ledger and various bank records; and 
performs related work as required. 
 
DISTINGUISHING CHARACTERISTICS: 

Accountant II is the advanced level class in the series.  An incumbent in this class performs the full range 
of professional accounting duties requiring the application of professional accounting principles to a wide 
variety of problems. This class may be distinguished from the journey-level class of Accountant I because 
an incumbent in the latter class performs a more limited range of duties while learning to perform the full 
scope of advanced level professional accounting work.   
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

•  Plans, coordinates, and project manages Santa Cruz METRO’s participation in annual financial 
statement audit and in the preparation of annual audited financial statements and notes; 
develops management discussion points and analysis in accordance with legal requirements; 
effectively performs a variety of governmental accounting and variance analysis assignment. 

• Coordinates and participates in the annual actuarial valuation process in accordance with legal 
requirements;  

• Reconciles the General Ledger (G/L); reconciles various bank accounts and bankcard activity; 
reconciles total payroll expense to payroll tax returns for audit purposes and analytics; analyzes 
and investigates variances; ensures proper coding of transactions. 

• Performs special accounting system development assignments, such as development of 
subsystems for capturing data necessary for control purposes and recording accurate revenue 
activity. 

• Develops and recommends Santa Cruz METRO financial policies and procedures; provides 
technical assistance to accounting clerical staff; provides training on new or updated procedures 
to Finance and other staff as needed, reviews accounting systems and practices and recommends 
improvements. 

• Analyzes budgetary, financial, actuarial, and statistical data to make recommendations on 
discount rates, funding options for pension-related liabilities, trends in contribution rates, fare 
revenues, and other subject matter. 

• Maintains and archives accounting records, depreciation schedules  for capital assets purchased 
under Federal and State grants; post accounts distribution for all revenue/grant receipts; 
documents grant funding source for capital asset purchases. 
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• Prepare, review, and file tax returns; analyze and research tax issues that arise and recommend 
course of action as a matter of professional opinion. 

• Utilizes fixed asset management software as part of capital asset tracking.  
• Analyzes and investigates variances between actual and budgeted expenditures necessitating 

realignment of budget, payments, or correction of general ledger activity to reflect proper cost 
accounting within budget constraints. 

• Assists in preparing cost allocation plans utilizing appropriate cost accounting procedures; 
calculates indirect costs and allocates the costs to the appropriate departments, sections, or 
projects as required. 

• Coordinates and performs special projects, such as internal audit testing and surprise cash counts. 
• Provides information to employees and the public.  
• Operates standard office equipment; utilizes computer software in performing job tasks.   
• May utilize specialized Santa Cruz METRO software. 
• Drive a Santa Cruz METRO vehicle to perform assignments. 
• Performs related work as required 

 

EMPLOYMENT STANDARDS: 

Knowledge of: 

• Advanced principles, practices, forms and techniques of professional public sector accounting, 
finance, and budgeting. 

• Thorough knowledge of Generally Accepted Accounting Principles (GAAP) used by state and local 
governments, and their application to a wide variety of accounting transactions, situations, and 
problems. 

• Laws and regulations applicable to public sector accounting. 
• Principles and practices of public agency budgeting, revenue forecasting, and investing. 
• Business law principles and practices. 
• Benefits and limitations of automated accounting applications. 
• Relationships between accounting records and documents for recording and reporting purposes. 
• Public sector accounting terminology and methods. 
• Modern office practices, procedures, and equipment. 
• Business correspondence, formatting, and report writing.        
• Manual and automated record-keeping and filing systems. 
• Methods of maintaining information in computerized or hard copy files. 
• Professional methods of researching, gathering, organizing, and reporting data. 
• Methods of prioritizing, planning, and organizing work. 
• Advanced time management techniques. 
• Customer service techniques. 
• Intermediate mathematics, including percentages and intermediate statistics. 
• The effective use of modern office equipment, personal computers, and standard business 

software.  

 

Ability to: 

• Perform a wide variety of complex, professional accounting tasks. 
• Evaluate, interpret, and apply accounting laws, regulations, policies, procedures, and 

requirements to departmental financial activities. 
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• Perform professional accounting activities in compliance with applicable laws, regulations, and 
policies. 

• Consult with and advise management on a wide variety of financial issues 
• Maintain complex financial/statistical data and records. 
• Reconcile accounts and reconstruct record trails in order to locate and correct errors or reasons 

for imbalance. 
• Apply professional accounting control procedures to maintain budgetary accounts. 
• Create and use computerized spreadsheets, databases, and software to track financial 

information and automate calculations. 
• Perform financial calculations quickly and accurately. 
• Adhere to established work schedules and timelines. 
• Work independently using good judgment, tact, and discretion. 
• Balance multiple assignments simultaneously and effectively. 
• Demonstrate exceptional time management and organizational skills to ensure timely completion 

and delivery of a variety of reports and filings required by grantors 
• Utilize standard office equipment and computer software and learn to use specialized Santa Cruz 

METRO software if assigned. 
• Maintain confidentiality of materials, records, files, and other privileged information. 
• Communicate clearly and effectively in both oral and written form. 
• Establish and maintain effective working relationships within the department and with other 

divisions, departments, agencies, suppliers, vendors, and the public.  
• Utilizes fixed asset management software as part of capital asset tracking.  

 
MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training, and Experience: 

Bachelor’s degree from an accredited college or university with major coursework in accounting, business 
administration or a related field, including coursework in principles of accounting, intermediate 
accounting, advanced accounting, governmental accounting, fund accounting, cost accounting, auditing, 
financial accounting, managerial accounting or business law. 
 

AND 
 
Three (3) years of professional accounting experience, preferably in a public agency. 
 
LICENSES AND CERTIFICATES: 

A valid California Driver’s License will be required at the time of appointment and throughout 
employment. 
 
Must be able to obtain and maintain a current, valid California Class “C” Driver’s License. 
 
SPECIAL REQUIREMENTS: 

• Must participate in professional development activities for CPA certification. 
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PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear, and use a keyboard.  Work often requires 
the repetitive use of both hands to grasp and feel objects; stooping at the waist, and standing. Work may 
require lifting up to 20 pounds unaided.   Specific visual abilities required for this job include close vision, 
distance vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; analyzes and solves problems; uses math and 
mathematical reasoning; performs highly detailed work; deals with multiple concurrent tasks; and 
interacts with others encountered in the course of work. 

Work Environment:  

The employee typically works in a standard office environment where the noise level is usually moderate. 
 
OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass a requisite background check.  
• May occasionally work extended hours or hours outside of the regular schedule. 

 
 
*Adopted:  12-11-18  
*BOD Approved:  00-00-00  
*Revised:  00-00-00 
*Job Family:   Financial Professional 
*Job Series:  Accountant 
*Job Series Level:  Advanced 
*Confidential:  No 
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Class Code: AS113 
       FLSA Status: Non-exempt 

 
Accounting Clerk 

Bargaining Unit: SEA 
 

DEFINITION: 

Under general supervision, an Accounting Clerk performs accounting duties to support department 
financial functions and processes; processes and maintains detailed financial records in computerized 
and hard copy files; gathers and compiles data for statistical or financial reports; provides information to 
employees and the public as authorized; types, files and performs general office work; performs related 
work as required. 
 
DISTINGUISHING CHARACTERISTICS: 

Accounting Clerk is a journey-level clerical class in the series.  An incumbent in this class performs clerical 
accounting tasks of average difficulty that require a basic knowledge of bookkeeping principles and 
methods as well as general departmental policies, practices, and procedures. This class may be 
distinguished from the higher level class of Accounting Technician because an incumbent in the latter class 
learns and performs technical accounting work that requires advanced bookkeeping skills and some 
formal knowledge of public accounting principles and practices.   
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Performs data entry to update and maintain financial information in an established spreadsheet, 
database, or other computerized files; compiles and prepares data for statistical and accounting 
reports; creates spreadsheets and other tools to track information. 

• Tracks budget expenditures by cost center; prepares budget status reports, and summaries for 
revenue, capital and operating expenditures. 

• Accepts, records, and processes payments from vendors for rents and services. 

• Receives and processes routine financial documents, including invoices and bills; prepares 
payment authorizations, requisitions, and check requests.  

• Maintains inventories and orders supplies.  

• Types memoranda, letters, reports, contracts, purchase orders, statistical data, specifications, 
minutes, agendas, and other documents from draft as directed.  

• Maintains and updates lists and files by inserting and extracting information; may handle 
confidential materials, records, files, and other privileged information. 

• Answers telephones, greets visitors, and provides information to employees and the public.  

• Operates standard office equipment; utilizes computer software in performing job tasks.   

• May utilize specialized Santa Cruz METRO software. 

• Drive a Santa Cruz METRO vehicle to perform assignments. 

• Performs related work as required 
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EMPLOYMENT STANDARDS: 

Knowledge of: 

• Basic bookkeeping methods. 

• Basic clerical processes pertaining to accounting, purchasing, and data maintenance. 

• Modern office practices, procedures, and equipment. 

• Basic methods of maintaining information in computerized or hard copy files. 

• Basic clerical methods of researching, gathering, organizing, and reporting data. 

• Basic methods of prioritizing, planning, and organizing work. 

• Basic time management techniques. 

• Basic clerical customer service techniques. 

• Basic mathematics, including percentages and basic statistics. 

• Telephone techniques and etiquette. 
• The effective use of modern office equipment, personal computers, and standard business 

software.  

 

Ability to: 

• Follow oral and written instructions accurately. 

• Maintain confidentiality of materials, records, files, and other privileged information using tact 
and discretion. 

• Maintain detailed records and control systems with accuracy and attention to detail. 

• Input data into a computerized database. 

• Type finished copy from rough draft or machine transcription. 

• Adhere to established work schedules and timelines. 

• Maintain a calm demeanor in stressful situations. 

• Work independently using good judgment, tact, and discretion. 

• Balance multiple assignments simultaneously and effectively. 

• Utilize standard office equipment and computer software and learn to use specialized Santa Cruz 
METRO software if assigned. 

• Communicate clearly and effectively in both oral and written form. 

• Establish and maintain effective working relationships within the department and with other 
divisions, departments, agencies, suppliers, vendors, and the public.  

 
MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training, and Experience: 

Two (2) years of progressively responsible clerical experience requiring the operation of personal 
computers, data entry, typing, and maintaining detailed records.   
 
Experience must have also included at least one (1) year of clerical accounting work. 
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LICENSES AND CERTIFICATES: 

A valid California Driver’s License will be required at the time of appointment and throughout 
employment. 
 
Must be able to obtain and maintain a current, valid California Class “C” Driver’s License. 
 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear, and use a keyboard.  Work often requires 
the repetitive use of both hands to grasp and feel objects; stooping at the waist, and standing.   Work may 
require lifting up to 20 pounds unaided.  Specific visual abilities required for this job include close vision, 
distance vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; uses math and mathematical 
reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with others 
encountered in the course of work. 

Work Environment:  

The employee works in a standard office environment where the noise level is usually moderate.   
 
OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass a requisite background check. 

• May occasionally work extended hours or hours outside of the regular schedule. 
 
 
 
*Adopted:  12-11-18  
*BOD Approved:  00-00-00  
*Revised:  00-00-00 
*Job Family:   Financial Clerical 
*Job Series:  Accounting Clerk 
*Job Series Level:  Journey 
*Confidential:  No 
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Class Code: PP102 
FLSA Status: Non-exempt 

Accounting Specialist 
Bargaining Unit: SEA 

DEFINITION: 

Under direction, an Accounting Specialist performs advanced technical accounting duties to support 
Santa Cruz METRO financial functions and processes; maintains the General Ledger; performs difficult 
account reconciliations; prepares and maintains complex accounting records and reports; performs the 
more difficult accounts payable, accounts receivable, cash receipts, fixed assets, insurance, revenue, 
general ledger, tax filings, and budgeting activities; and performs related work as required. 

DISTINGUISHING CHARACTERISTICS: 

Accounting Specialist is the advanced level class in the series.  An incumbent in this class performs tasks 
requiring interpretation and application of specialized accounting policies, and procedures to ensure that 
assigned activities comply with various legal, regulatory, policy and other requirements.  This class may 
be distinguished from the lower level class of Senior Accounting Technician because an incumbent in the 
latter class performs the full range of journey-level technical accounting work.  This class may also be 
distinguished from the higher level class of Accountant I because the latter is the first professional level, 
accounting class. 

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Maintains the General Ledger (G/L); reconciles balance sheet accounts and documents and
reconciles revenue and expense accounts; prepares, enters and posts journal entries into an
automated accounting system; merges Accounts Receivable and Accounts Payable to flow into
the G/L; closes month-end books and runs all reports including the final G/L and Financials; assists
professional staff with year-end reporting and closing of accounting records.

• Reconciles the G/L cash balance to the County Treasurer’s cash balance; determines and takes
appropriate action to resolve variances; reconciles G/L accounts and the Accounts Payable bank
balance by researching and resolving any outstanding checks that have not been cashed;
reconciles the monthly check register for the Board of Director’s report.

• Maintains all check journals; processes all returned checks and takes follow-up action as needed.

• Organizes, records, and retains the weekly bank deposit recaps from Santa Cruz Metro Center and
resolves discrepancies as needed.

• Prepares all billings for tenants (utilities, pest control, late charges, etc.), advertising, unions,
revenue, and other miscellaneous receivables as needed; prepares Consumer Price Index
adjustments for revenue and tenant customers as needed and provides appropriate notification;
collects late payments; runs monthly statements for Accounts Receivable.

• Balances all checks and cash to the receipts log for accuracy; contacts bank for Fares Sweep and
writes checks; prepares affidavit and Record of Deposit from County as needed; maintains
monthly record of all cash receipts and wire deposits; runs reports from the County Treasury
website in accordance with established procedures; updates Board of Equalization sales tax wire
information from website each month.
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• Maintains financial statements, including consolidated and departmental reports for expenses
and revenue.

• Assists in compiling financial data for projects as assigned; assists in the monetary petty cash
count and safe contents count at Santa Cruz Metro Center; provides fund balance and transaction
information for other staff as requested.

• Performs other technical duties in support of departmental administrative functions; researches
a variety of issues and prepares summaries of findings; initiates, composes and/or prepares
complex department memos, letters, reports, statistical data, and narrative documents; develops,
prepares, distributes, maintains and files a variety of reports, records and documentation;
maintains logs, spreadsheets, lists and files to track operational processes and information.

• Coordinates and performs special projects.

• Provides information to employees and the public.

• Operates standard office equipment; utilizes computer software in performing job tasks.

• May utilize specialized Santa Cruz METRO software.

• Drive a Santa Cruz METRO vehicle to perform assignments.

• Performs related work as required

EMPLOYMENT STANDARDS: 

Knowledge of: 

• Advanced principles, practices, forms, and techniques of technical public sector accounting,
including internal controls, General Ledger maintenance/reconciliation, and advanced accounts
payable, accounts receivable, and cash handling practices.

• Basic laws and regulations applicable to public sector accounting.

• Relationships between accounting records and documents for recording and reporting purposes.

• Public sector accounting terminology and methods.

• Advanced bookkeeping practices and procedures.

• Modern office practices, procedures, and equipment.

• Business correspondence, formatting, and report writing.

• Manual and automated record-keeping and filing systems.

• Advanced methods of maintaining information in computerized or hard copy files.

• Technical methods of researching, gathering, organizing, and reporting data.

• Advanced methods of prioritizing, planning, and organizing work.

• Advanced time management techniques.

• Clerical customer service techniques.

• Principles and practices of employee leadership, including ways to motivate staff, and maximize
productivity.

• Intermediate mathematics, including percentages, intermediate statistics, and financial data
conventions.

• The effective use of modern office equipment, personal computers, and standard business
software.

Ability to: 

• Evaluate, interpret, and apply technical accounting policies, procedures, and requirements as they
apply to departmental financial activities.

• Coordinate and perform technical accounting activities in a manner that complies with applicable
laws, regulations, and policies.

9-15B.18



 HUMAN RESOURCES DEPARTMENT 
Santa Cruz METRO 

 3  Accounting Specialist 

• Check, balance, and reconcile documents; maintain accounts payable/receivable and cash
receipts.

• Apply advanced technical control procedures to maintain budgetary accounts.

• Maintain complex financial accounts, ledgers, and financial reports.

• Create and use computerized spreadsheets, databases, and software to track financial
information and automate calculations.

• Perform financial calculations quickly and accurately.

• Maintain records and control systems with accuracy and attention to detail.

• Adhere to established timelines and due dates.

• Work independently using good judgment, tact, and discretion.

• Balance multiple assignments simultaneously and effectively.

• Utilize standard office equipment and computer software and learn to use specialized Santa Cruz
METRO software if assigned.

• Maintain confidentiality of materials, records, files, and other privileged information.

• Communicate clearly and effectively in both oral and written form.

• Establish and maintain effective working relationships within the department and with other
divisions, departments, agencies, suppliers, vendors, and the public.

MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training, and Experience: 

Two (2) years course work from an accredited college, in accounting, business administration or a related 
field  

AND 

Three (3) years of experience requiring journey-level technical bookkeeping, financial recordkeeping, 
and/or accounts payable/receivable work, preferably in a public agency. 

LICENSES AND CERTIFICATES: 

A valid California Driver’s License will be required at the time of appointment and throughout 
employment. 

Must be able to obtain and maintain a current, valid California Class “C” Driver’s License. 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands 

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear, and use a keyboard.  Work often requires 
stooping at the waist and the repetitive use of both hands to grasp and feel objects. Work may require 
lifting up to 20 pounds unaided.  Specific visual abilities required for this job include close vision, distance 
vision, the ability to see colors and shades, and the ability to perceive depth.  
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Mental Demands 

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; uses math and mathematical 
reasoning; performs detailed work; deals with multiple concurrent tasks, and interacts with others 
encountered in the course of work. 

Work Environment: 

The employee works in a standard office environment where the noise level is moderate. 

OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass a requisite background check.

• May occasionally work extended hours or hours outside of the regular schedule.

*Adopted: 12-11-18 
*BOD Approved: 00-00-00 
*Revised: 00-00-00 
*Job Family: Financial Technical 
*Job Series: Accounting Technician 
*Job Series Level: Advanced 
*Confidential: No 
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Class Code: PP100 
FLSA Status: Non-exempt 

Accounting Technician 
Bargaining Unit: SEA 

DEFINITION: 

Under general supervision, an Accounting Technician performs a limited range of technical accounting 
duties to support department financial functions and processes while learning to perform the full scope 
of journey-level technical accounting duties for an assigned department; compiles, verifies and 
summarizes financial and statistical data from a variety of sources; learns to process and maintain files 
and records for accounts payable, accounts receivable, cash receipts, fixed assets, insurance, revenue, 
general ledger, tax filings, and budgeting; gathers and compiles data for statistical or financial reports; 
reviews and processes payroll documents; and performs related work as required. 

DISTINGUISHING CHARACTERISTICS: 

Accounting Technician is the entry/first-working level class in the series. An incumbent in this class 
performs the less complex technical accounting tasks requiring interpretation and application of 
specialized accounting policies and procedures to ensure that assigned activities comply with various 
legal, regulatory, policy, and other requirements.  This class may be distinguished from the lower level 
class of Accounting Clerk because an incumbent in the latter class performs journey-level clerical 
accounting work. This class may also be distinguished from the higher level class of Senior Accounting 
Technician because an incumbent in the latter class performs the full range of journey-level, technical 
accounting work.   

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Performs a limited range of technical accounting duties to support department financial functions 
and processes while learning to perform the full-scope of journey-level technical accounting
duties for an assigned department.

• Administers a departmental financial record-keeping program; posts information to automated
ledgers, account books, and accounting worksheets; reconciles manual records to computer-
generated reports.

• Performs accounts payable duties; reviews and matches accounts payable documents such as
invoices, receiving reports and purchase orders to support payment and reconcile discrepancies;
reviews contracts, accounts, statements, or payments to confirm payment status, terms, pricing,
and scope of work; routes payment documents for approval/signature; submits approved
documents for payment.

• Tracks budget accounts and balances; monitors expenditures compared to budget allowances and
notifies management if over-budget; reconciles transactions and account balances to Finance
reports; reconciles departmental credit card and related charge accounts.

• Collects cash and receives, codes, processes, and deposits cash receipts; reviews and processes
petty cash reimbursements; enters cash receipts and other accounts receivable information into
an automated accounting system and reconciles to reports; makes bank deposits; performs
department petty cash and Ticket Vending Machine (TVM) audits.
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• Monitors insurance policies for properties under contract with Santa Cruz METRO; tracks
insurance expirations; researches contracts and leases to ensure that required endorsements are
received and updated; reviews insurance expirations and prepares insurance billing statements
for payment.

• Creates and submits a wide variety of purchase requisitions; works with vendors as needed to
adjust purchase orders.

• Performs technical research relating to financial and other administrative activities; extracts and
compiles data from manual and computerized sources for reports and other documents; makes
computations and prepares statistical summaries and reports.

• Calculates and processes Treasury account transfers.
• Processes emergency check requests and prepares off-cycle checks.
• Reviews and processes employee attendance and payroll documents; may calculate and record

hours worked, leave used, shift differentials, and other payroll provisions; researches and resolves 
payroll-related problems.

• Performs other technical duties in support of departmental administrative functions; researches
a variety of issues and prepares summaries of findings; initiates, composes and/or prepares
complex department memos, letters, reports, statistical data, and narrative documents; develops,
prepares, distributes, maintains and files a variety of reports, records and documentation;
maintains logs, spreadsheets, lists and files to track operational processes and information.

• Performs special projects.
• Provides information to employees and the public.
• Operates standard office equipment; utilizes standard business computer software in performing

job tasks.
• May utilize specialized Santa Cruz METRO software.
• Drive a Santa Cruz METRO vehicle to perform assignments.
• Performs related work as required

EMPLOYMENT STANDARDS: 

Knowledge of: 

• Principles and practices of technical accounting, including the processing of accounts payable and
accounts receivable transactions and documents.

• Basic laws and regulations applicable to public sector accounting.
• Basic public sector accounting terminology and methods.
• Bookkeeping practices and procedures.
• Modern office practices, procedures, and equipment.
• Business correspondence, formatting, and report writing.
• Manual and automated record keeping and filing systems.
• Advanced methods of maintaining information in computerized or hard copy files.
• Technical methods of researching, gathering, organizing, and reporting data.
• Methods of prioritizing, planning, and organizing work.
• Advanced time management techniques.
• Customer service techniques.
• Intermediate mathematics, including percentages, intermediate statistics, and financial data

conventions.
• The effective use of modern office equipment, personal computers, and standard business

software.
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Ability to: 

• Evaluate, interpret, and apply technical accounting policies, procedures, and requirements as they 
apply to departmental financial activities.

• Perform technical accounting activities in a manner that complies with applicable laws,
regulations, and policies.

• Check, balance, and reconcile documents; maintain accounts payable/receivable and cash
receipts.

• Apply control procedures pertaining to the maintenance of budgetary accounts.
• Maintain a variety of financial accounts, ledgers, and financial reports.
• Create and use computerized spreadsheets, databases, and software to track financial

information and automate calculations.
• Perform financial calculations quickly and accurately.
• Maintain records and control systems with accuracy and attention to detail.
• Adhere to established work schedules and timelines.
• Work independently using good judgment, tact, and discretion.
• Balance multiple assignments simultaneously and effectively.
• Utilize standard office equipment and computer software and learn to use specialized Santa Cruz

METRO software if assigned.
• Maintain confidentiality of materials, records, files, and other privileged information using tact

and discretion.
• Communicate clearly and effectively in both oral and written form.
• Establish and maintain effective working relationships within the department and with other

divisions, departments, agencies, suppliers, vendors, and the public.

MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training, and Experience: 

One (1) year certificate of proficiency from an accredited college in accounting, business administration 
or a comparable field of coursework. 

AND 

Two (2) years of clerical accounting experience requiring the maintenance of computerized accounting 
records and the application of basic bookkeeping practices.  

LICENSES AND CERTIFICATES: 

A valid California Driver’s License will be required at the time of appointment and throughout 
employment. 

Must be able to obtain and maintain a current, valid California Class “C” Driver’s License. 
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PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands 

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear, and use a keyboard.  Work often requires 
stooping at the waist and the repetitive use of both hands to grasp and feel objects. Work may require 
lifting up to 20 pounds unaided.  Specific visual abilities required for this job include close vision, distance 
vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands 

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; uses math and mathematical 
reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with others 
encountered in the course of work. 

Work Environment: 

The employee works in a standard office environment where the noise level is moderate. 

OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass a requisite background check.
• May occasionally work extended hours or hours outside of the regular schedule.

*Adopted: 12-11-18 
*BOD Approved: 00-00-00 
*Revised: 00-00-00 
*Job Family: Financial Clerical 
*Job Series: Accounting Technician 
*Job Series Level: Entry/First working 
*Confidential: No 
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Class Code: AS103 
FLSA Status: Non-exempt 

Administrative Assistant 
Bargaining Unit: SEA 

DEFINITION: 

Under general supervision, an Administrative Assistant performs  journey-level and difficult clerical 
duties to relieve management staff of administrative detail; assists in the preparation of difficult 
correspondence, reports, budget documents, and manuals; researches and compiles data from multiple 
and varied sources to prepare reports or complete forms; coordinates and provides administrative 
support during meetings; and performs related work as required. 

DISTINGUISHING CHARACTERISTICS: 

Administrative Assistant is a journey-level class in the series.  An incumbent in this class performs a wide 
range of administrative duties that require knowledge of administrative support practices and 
procedures. This class is distinguished from the lower level class of Administrative Clerk because an 
incumbent in the latter class performs clerical tasks that are of routine to average difficulty.  This class is 
also distinguished from the higher level class of Administrative Specialist because an incumbent in the 
latter class performs technical, administrative duties that require substantial interpretation and 
application of laws, regulations and/or specialized departmental and/or program policies. 

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

 Assists in the preparation of correspondence, reports, budget documents, manuals, detailed
operating procedures, minutes, agendas, and other written materials; researches and compiles
data from multiple and varied sources to prepare reports or complete forms; compiles and
organizes content; selects formats, edits, and proofreads various documents; and finalizes
documents.

 Prepares, monitors, and processes a variety of transactional documents, including purchase
requisitions, budget requests and transfers, expenditure claims, and personnel/payroll actions.

 Greets customers in person or over the telephone and directs them to appropriate officials,
vendors, or departmental staff; answers inquiries on administrative matters, and provides
standard forms as needed; receives complaints and resolves if possible, referring unresolvable
issues to a superior.

 Schedules meetings involving multiple participants and/or locations; prepares and distributes
agendas and meeting materials; maintains appointment calendars for management.

 Enters and retrieves information from both hard copy and electronic records; utilizes various
manual and electronic tools to log, track, summarize, and report information.

 Maintains, and updates general administrative filing systems in accordance with departmental
records retention programs; documents retention storage; creates reference material.

 Budget tracking for department.
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 Receives and assists in gathering routine financial documents, including invoices and bills;
prepares payment authorizations, requisitions and check requests; maintains a department petty
cash fund; requisitions a variety of supplies, parts, and materials; maintains inventory.

 Develops and maintains mailing lists; prepares and distributes inter-office mail; prepares difficult
external mailings.

 May handle sensitive or confidential materials, records, files, and other privileged information.

 Makes employee arrangement to attend meetings.

 Assists in coordinating projects and assignments.

 Operates standard office equipment; utilizes standard business computer software in performing
job tasks.

 May utilize specialized Santa Cruz METRO software

 Drive a Santa Cruz METRO vehicle to perform assignments.

 Performs related work as required

EMPLOYMENT STANDARDS: 

Knowledge of: 

 Office practices, procedures, and equipment.

 Clerical processes pertaining to accounting, purchasing, and data maintenance.

 Methods of maintaining information in digital or hard copy files.

 Clerical methods of researching, gathering, organizing, and reporting data.

 Methods of prioritizing, planning, and organizing work.

 Time management techniques.

 Clerical customer service techniques.

 Intermediate mathematics, including percentages and Intermediate statistics.

 Advanced telephone techniques and etiquette.

 The effective use of modern office equipment, personal computers, and standard business

software.

Ability to: 

 Follow oral and written instructions accurately.

 Interpret and apply Santa Cruz METRO policies and labor contract provisions, including those
related to payroll and employee benefits administration.

 Maintain confidentiality of materials, records, files, and other privileged information.

 Maintain records and control systems with accuracy and attention to detail.

 Type finished copy from rough draft or machine transcription.

 Type at a corrected rate of 40 words per minute from clear copy.

 Input data into a database.

 Adhere to established work schedules and timelines.

 Maintain a calm demeanor in stressful situations.

 Work independently using good judgment, tact, and discretion.

 Balance multiple assignments simultaneously and effectively.
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 Utilize standard office equipment and computer software and learn to use specialized Santa Cruz

METRO software if assigned.

 Communicate clearly and effectively in both oral and written form.

 Establish and maintain effective working relationships within the department and with other

divisions, departments, agencies, suppliers, vendors, and the public.

MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 

abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training, and Experience: 

Three (3) years of progressively responsible clerical experience requiring the operation of personal 
computers, database systems, typing and maintaining recordkeeping systems.   

LICENSES AND CERTIFICATES: 

A valid California Driver’s License will be required at the time of appointment and throughout 
employment. 

Must be able to obtain and maintain a current, valid California Class “C” Driver’s License. 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands 

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear, and use a keyboard.  Work often requires 
stooping at the waist and the repetitive use of both hands to grasp and feel objects.  Work may require 
lifting up to 20 pounds unaided.  Specific visual abilities required for this job include close vision, distance 
vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands 

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; uses math and mathematical 
reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with others 
encountered in the course of work. 

Work Environment: 

The employee typically works in a standard office environment where the noise level is moderate. 

OTHER CONDITIONS OF EMPLOYMENT: 

 Must pass a requisite background check.

 May occasionally work extended hours or hours outside of the regular schedule.

*Adopted: 12-11-18 
*BOD Approved: 00-00-00 
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*Revised: 00-00-00 
*Job Family: Administrative Clerical 
*Job Series: Administrative 
*Job Series Level: Journey 
*Confidential: Yes, in Human Resources Department 
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Class Code: AS102 
FLSA Status: Non-exempt 

Administrative Clerk 
Bargaining Unit: SEA 

DEFINITION: 

Under general supervision, an Administrative Clerk performs a limited range of general clerical duties to 
support departmental functions; enters data into manual and automated systems; provides telephone 
and public reception; types, processes and prepares documents; maintains departmental files, and 
performs related work as required. 

DISTINGUISHING CHARACTERISTICS: 

Administrative Clerk is an entry/first-working level class in the series.  An incumbent in this class performs 
clerical tasks that are of routine to average difficulty.  This class is distinguished from the higher-level class 
of Administrative Assistant because an incumbent in the latter class performs journey level clerical duties 
that typically include providing administrative and secretarial support to management.   

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Greets customers in person or over the telephone and directs them to appropriate officials,
vendors, or departmental staff; answers inquiries on administrative matters, and provides
standard forms as needed.

• Types reports, memoranda, records, contracts, letters, specifications, minutes, agendas and other
documents; may compose routine correspondence; inputs statistical and other data; prepares
purchase requisitions as assigned; proofread and corrects grammar, punctuation, and spelling.

• Enters and retrieves information from both hard copy and electronic records; uses various manual
and electronic tools to log, track, summarize, and report information.

• Maintains and updates general administrative files in accordance with departmental records
retention programs; documents retention storage; creates reference material.

• Receives and processes routine financial documents, including invoices and bills; prepares
payment authorizations, requisitions and check requests; maintains a department petty cash
fund; requisitions routine office supplies, parts, and materials and maintains a simple inventory.

• Maintains and updates mailing lists; prepares and distributes inter-office mail.

• Schedules meetings and makes routine preparations; distributes agendas and meeting materials.

• May handle sensitive or confidential materials, records, files, and other privileged information.

• Conducts routine tasks to schedule employee conferences and training seminars.

• Operates standard office equipment; utilizes standard business computer software in performing
job tasks.

• May utilize specialized Santa Cruz METRO software.

• Drive a Santa Cruz METRO vehicle to perform assignments.

• Performs related work as required
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EMPLOYMENT STANDARDS: 

Knowledge of: 

• Modern office practices, procedures, and equipment.

• Basic clerical processes pertaining to accounting, purchasing, and data maintenance.

• Basic methods of maintaining information in digital or hard copy files.

• Basic clerical methods of researching, gathering, organizing, and reporting data.

• Basic methods of prioritizing, planning, and organizing work.

• Basic time management techniques.

• Basic clerical customer service techniques.

• Basic mathematics including, percentages and basic statistics.

• Telephone techniques and etiquette.

• The effective use of modern office equipment, personal computers, and standard business

software.

Ability to: 

• Follow oral and written instructions accurately.

• Maintain confidentiality of materials, records, files, and other privileged information.

• Maintain records and control systems with accuracy and attention to detail.

• Input data into a database.

• Type finished copy from rough draft or machine transcription.

• Adhere to established work schedules and timelines.

• Maintain a calm demeanor in stressful situations.

• Type at a corrected rate of 40 words per minute from clear copy.

• Work independently using good judgment, tact, and discretion.

• Balance multiple assignments simultaneously and effectively.

• Utilize standard office equipment and computer software and learn to use specialized Santa Cruz

METRO software if assigned.

• Communicate clearly and effectively in both oral and written form.

• Establish and maintain effective working relationships within the department and with other

divisions, departments, agencies, suppliers, vendors, and the public.

MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 

abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training, and Experience: 

Two (2) years of progressively responsible clerical experience requiring the operation of personal 
computers, database systems, typing and maintaining recordkeeping systems.   

LICENSES AND CERTIFICATES: 

A valid California Driver’s License will be required at the time of appointment and throughout 
employment. 

Must be able to obtain and maintain a current, valid California Class “C” Driver’s License. 
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PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands 

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear, and use a keyboard. Work often requires 
stooping at the waist and the repetitive use of both hands to grasp and feel objects. Work may require 
lifting up to 20 pounds unaided. Specific visual abilities required for this job include close vision, distance 
vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands 

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; uses math and mathematical 
reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with others 
encountered in the course of work. 

Work Environment: 

The employee typically works in a standard office environment where the noise level is moderate. 

OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass a requisite background check.

• May occasionally working extended hours or hours outside of the regular schedule.

*Adopted: 12-11-18 
*BOD Approved: 00-00-00 
*Revised: 00-00-00 
*Job Family: Administrative Clerical 
*Job Series: Administrative 
*Job Series Level: Entry/First working 
*Confidential: No 
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Class Code: AS104 
FLSA Status: Non-exempt 

Administrative Specialist 
Bargaining Unit: SEA 

DEFINITION: 

Under general supervision, an Administrative Specialist performs technical, administrative duties to 
support complex administrative or operational activities; researches, gathers, organizes and prepares 
data; reviews documents and data for compliance with program requirements; maintains complex files, 
records, reports, correspondence and other documents; prepares detailed reports regarding budgetary 
and funding allocations and expenditures; and performs related work as required. 

DISTINGUISHING CHARACTERISTICS: 

Administrative Specialist is an advanced level class in the series.  An incumbent in this class performs 
technical, administrative duties that require substantial interpretation and application of laws, regulations 
and/or specialized departmental, and/or program policies.  Develop administer, maintain and adhere to 
Santa Cruz METRO’s travel principles and policy for each Employee, Board of Director, and external 
candidate traveler and communicates with business event sponsors and organizations in arranging 
complex travel.  This class is distinguished from the lower-level class of Administrative Assistant because 
an incumbent in the latter class performs advanced-level clerical rather than technical, administrative 
duties. This class is also distinguished from the higher-level class of Administrative Supervisor as an 
incumbent in the latter class supervises the work of subordinate clerical and/or technical administrative 
staff.   

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Reviews a wide variety of documents and data including records, forms, correspondence,
agreements, grants, contracts, operating plans, program audits, progress reports, service reports,
and files, for accuracy, completeness, and compliance with program policies, procedures, and
requirements.

• Assists in controlling budget account ledgers; assists in researching, compiling, and preparing
budget proposals; prepares estimates for supply and equipment requirements for budgetary
purposes.

• Develops, maintains, and updates administrative procedures; classifies correspondence, reports,
documents, publications, and other material in accordance with established index systems;
reviews dated files to purge or combine materials; updates index and cross reference files.

• Provides input regarding the design, organization, retrieval, and reporting functions for
information management systems; conducts studies to determine the feasibility of modifying
administrative systems and procedures to improve efficiencies of automated records processing.

• Collects, compiles, and organizes data for reports, recommendations, policies, and special
projects for State and Federal agencies, as well as the public; collects, assembles, and interprets
data related to project and program operations.
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• Prepares, monitors, and processes a variety of transactional documents, including purchase
requisitions, budget requests and transfers, expenditure claims, and personnel/payroll actions.

• Composes and prepares correspondence and reports; prepares detailed narrative, oral, statistical
and graphic reports; provides information and explains policies to staff and other agencies;
researches and prepares responses as directed; maintain complex files and record-keeping
systems.

• Receives, reviews, and processes requests and complaints from other departments, members of
the public, and other agencies; researches information to assist management in formulating a
response.

• Conducts, tracks, and monitors technical, administrative studies and projects concerning Santa
Cruz METRO policies, procedures, programs, or grants; assists in planning, implementing, and
evaluating administrative tools and opportunities for process improvement; makes
recommendations on proposed methods and procedures.

• Designs and develops measurement tools or techniques to assess needs, services, and program
effectiveness; develop questionnaires and forms to gather, organize, and tabulate data and
information; investigates, studies, and composes reports pertaining to operating procedures and
administrative problems.

• Operates standard office equipment; utilizes standard business computer software in performing
job tasks.

• May utilize specialized Santa Cruz METRO software.

• Drive a Santa Cruz METRO vehicle to perform assignments.

• Performs related work as required

EMPLOYMENT STANDARDS: 

Knowledge of: 

• Technical principles, practices, and procedures common to public administration, including
budgeting, records management, purchasing, and the use of technology.

• Basic and regulations applicable to the area of assignment.

• Advanced administrative and office practices, procedures, and equipment, including the use of
automated information systems to improve administrative practices.

• Technical processes pertaining to accounting, purchasing, and data maintenance.

• Advanced business correspondence, formatting, and report writing.

• Technical methods of researching, gathering, organizing, and reporting data.

• Advanced methods of prioritizing, planning, and organizing work.

• Advanced time management techniques.

• Advanced customer service techniques.

• Intermediate mathematics, including percentages and Intermediate statistics.

• Advanced telephone techniques and etiquette.
• The effective use of modern office equipment, personal computers, and standard business

software.

Ability to: 

• Evaluate, interpret, and apply policies, regulations, and requirements as they apply to technical,
administrative activities.
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• Interpret and apply policies, procedures, and Federal State and local regulations to comply with
program or project reporting requirements, public outreach, and organize data into functional
reports.

• Coordinate and perform technical, administrative activities and meetings in a manner that
complies with applicable laws, regulations, and policies.

• Perform meeting minutes in a highly technical setting and transcribe into report format.

• Investigate and document administrative, operational, and programmatic problems.

• Work independently using good judgment, tact, and discretion.

• Review and screen documents for minimum qualifications or other requirements.

• Maintain confidentiality of materials, records, files, and other privileged information

• Interpret, explain, and apply policies, procedures, and regulations.

• Maintain records and control systems with accuracy and attention to detail.

• Adhere to established work schedules and timelines.

• Maintain a calm demeanor in stressful situations.

• Balance multiple assignments simultaneously and effectively.

• Utilize standard office equipment and computer software and learn to use specialized Santa Cruz
METRO software if assigned.

• Communicate clearly and effectively in both oral and written form.

• Establish and maintain effective working relationships within the department and with other
divisions, departments, agencies, suppliers, vendors, and the public.

• Review and edit documents for proper grammar, punctuation, and spelling.

MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 

abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training, and Experience: 

Two (2) years course work from an accredited college in industrial relations, public administration, 
business administration, or a related field. 

AND 

Three (3) years of responsible administrative experience performing program monitoring and reporting, 
including responsibility for complex records retention and filing.   

Experience in a public agency is desirable.  

LICENSES AND CERTIFICATES: 

A valid California Driver’s License will be required at the time of appointment and throughout 
employment. 

Must be able to obtain and maintain a current, valid California Class “C” Driver’s License. 

9-15B.35



 HUMAN RESOURCES DEPARTMENT 
Santa Cruz METRO 

 4  Administrative Specialist 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands 

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear, and use a keyboard. Work often requires 
stooping at the waist and the repetitive use of both hands to grasp and feel objects. Work may require 
lifting up to 20 pounds unaided.   Specific visual abilities required for this job include close vision, distance 
vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands 

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; uses math and mathematical 
reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with others 
encountered in the course of work. 

Work Environment: 

The employee typically works in a standard office environment where the noise level is moderate. 

OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass requisite a background check.

• May occasionally work extended hours or hours outside of the regular schedule.

*Adopted: 12-11-18 
*BOD Approved: 00-00-00 
*Revised: 00-00-00 
*Job Family: Administrative Technical 
*Job Series: Administrative 
*Job Series Level: Advanced 
*Confidential: No 
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Class Code: OA200 
FLSA Status: Non-exempt 

Administrative Supervisor 
Bargaining Unit: SEA 

DEFINITION: 

Under direction, an Administrative Supervisor performs supervisory and technical duties to support 
complex administrative or operation activities; supervises the work of subordinate clerical and/or 
technical administrative personnel; researches, gathers, organizes, and prepares data; reviews 
documents and data for compliance with program requirements; maintains complex files, records, 
reports, correspondence, and other documents; prepares detailed reports regarding budgetary and 
funding allocations and expenditures; and performs related work as required. 

DISTINGUISHING CHARACTERISTICS: 

Administrative Supervisor is a supervisor level class in the series.  In addition to assigned supervisory 
responsibilities, an incumbent in this class performs the full range of clerical and technical administrative 
duties performed by subordinate staff.  This class is distinguished from the lower level class of 
Administrative Specialist because the incumbent supervises the work of subordinate employees.  

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Supervises the work of subordinate staff; schedules, assigns, directs, and monitors work; provides
staff training; evaluates employee performance; may participate in staff selection; may initiate or
have significant input into disciplinary actions.

• Determines work procedures; assesses subordinates’ workload; plans and prepares schedules;
prioritizes assignments and expedites the workflow of the unit.

• Assesses short and long-term staff development needs; develops and implements appropriate
training for staff.

• Develops, maintains, and implements administrative procedures and instructs staff in their use;
recommends forms; classifies correspondence, reports, documents, publications, and other
material in accordance with established index systems; reviews dated files to purge or combine
materials; updates index and cross reference files.

• Maintains control of department budget account ledgers; researches, compiles and prepares
budget proposals; prepares estimates for supply and equipment requirements for budgetary
purposes.

• Provides input regarding the design, organization, retrieval, and reporting functions for
information management systems; conducts studies to determine the feasibility of modifying
administrative systems and procedures to improve efficiencies of automated records processing.

• Collects, compiles, and organizes data for reports, recommendations, policies, and special
projects for State and Federal agencies, as well as the public; collects, assembles, and interprets
data related to project and program operations.

• Composes and prepares correspondence and reports; prepares detailed narrative, oral, statistical
and graphic reports; provides information and explains policies to staff and other agencies;
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researches and prepares responses as directed; maintain complex files and record-keeping 
systems.  

• Prepares, monitors, and processes a variety of transactional documents, including purchase
requisitions, budget requests and transfers, expenditure claims, and personnel/payroll actions.

• Approves time-off request for subordinate staff.

• Receives, reviews, and processes requests and complaints from other departments, members of
the public, and other agencies; researches information to assist management in formulating a
response.

• Conducts and coordinates, technical administrative studies and projects concerning METRO
policies, procedures, programs, or grants; assists in planning, implementing, and evaluating
administrative tools and opportunities for process improvement; makes recommendations on
proposed methods and procedures.

• Designs and develops measurement tools or techniques to assess needs, services, and program
effectiveness; develop questionnaires and forms to gather, organize, and tabulate data and
information; investigates, studies, and composes reports pertaining to operating procedures and
administrative problems.

• Performs general clerical and secretarial work to support management as required.

• Operates standard office equipment; utilizes standard business computer software in performing
job tasks.

• May utilize specialized Santa Cruz METRO software.

• Drive a Santa Cruz METRO vehicle to perform assignments.

• Performs related work as required

• Payroll and timekeeping preparation and backup.

EMPLOYMENT STANDARDS: 

Knowledge of: 

• Principles and practices of employee supervision, including performance evaluation and
progressive discipline.

• Technical principles, practices, and procedures common to public administration, including
budgeting, records management, purchasing, human resources administration, and the use of
technology.

• Basic and regulations applicable to the area of assignment.

• Advanced administrative and office practices, procedures and equipment, including the use of
automated information systems to improve administrative practices.

• Technical processes pertaining to accounting, purchasing, and data maintenance.

• Advanced business correspondence, formatting, and report writing.

• Technical methods of researching, gathering, organizing, and reporting data.

• Advanced methods of prioritizing, planning, and organizing work.

• Advanced time management techniques.

• Advanced customer service techniques.

• Intermediate mathematics, including percentages, and Intermediate statistics.

• Advanced telephone techniques and etiquette.
• The effective use of modern office equipment, personal computers, and standard business

software.
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Ability to: 

• Supervise and motivate subordinate staff effectively.

• Evaluate, interpret, and apply policies, regulations, and requirements as they apply to technical
administrative activities.

• Interpret and apply policies, procedures, and Federal and/or State regulations to comply with
program or project reporting requirements and organize data into functional reports.

• Coordinate and perform technical administrative activities in a manner that complies with
applicable laws, regulations, and policies.

• Investigate and document administrative, operational, and programmatic problems.

• Work independently using good judgment, tact, and discretion.

• Review and screen documents for minimum qualifications or other requirements.

• Maintain confidentiality of materials, records, files, and other privileged information

• Interpret, explain, and apply human resources policies, procedures, and regulations.

• Maintain records and control systems with accuracy and attention to detail.

• Adhere to established work schedules and timelines.

• Maintain a calm demeanor in stressful situations.

• Balance multiple assignments simultaneously and effectively.

• Utilize standard office equipment and computer software and learn to use specialized METRO
software if assigned.

• Communicate clearly and effectively in both oral and written form.

• Establish and maintain effective working relationships within the department and with other
divisions, departments, agencies, suppliers, vendors, and the public.

MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 

abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training, and Experience: 

Two (2) years course work from an accredited college in human resources management, industrial 
relations, public administration, business administration, or a related field. 

AND 

Three (3) years of responsible administrative experience performing program monitoring and reporting, 
including responsibility for complex records retention and filing.   

Experience must have included at least one (1) year of supervisory experience at the administrative 
level.  

Experience in a public agency is desirable.  
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LICENSES AND CERTIFICATES: 

A valid California Driver’s License will be required at the time of appointment and throughout 
employment. 

Must be able to obtain and maintain a current, valid California Class “C” Driver’s License. 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands 

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear, and use a keyboard. Work often requires 
stooping at the waist and the repetitive use of both hands to grasp and feel objects. Work may require 
lifting up to 20 pounds unaided.   Specific visual abilities required for this job include close vision, distance 
vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands 

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; uses math and mathematical 
reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with others 
encountered in the course of work. 

Work Environment: 

The employee typically works in a standard office environment where the noise level is moderate. 

OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass a requisite background check.

• May occasionally work extended hours or hours outside of the regular schedule.

*Adopted: 12-11-18 
*BOD Approved: 00-00-00 
*Revised: 00-00-00 
*Job Family: Administrative Technical 
*Job Series: Administrative 
*Job Series Level: Supervisor 
*Confidential: No 
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Class Code: P0203 
FLSA Status: Non-exempt 

Assistant Safety and Training Coordinator 
Bargaining Unit: PSA 

DEFINITION: 

Under direction of the Safety and Training Coordinator, the Assistant Safety and Training Coordinator 
performs technical and instructional duties related to training and re-training Bus Operators and other 
Santa Cruz METRO staff in the proper and safe operation of transit buses and other Santa Cruz METRO 
vehicles in accordance with Federal, State and local laws as well Santa Cruz METRO policies, procedures 
and labor agreements; assists in the development of curriculum, lesson plans, and training/reference 
materials; performs related work as required. 

DISTINGUISHING CHARACTERISTICS: 

Assistant Safety and Training Coordinator is a supervisory level class in the series.  An incumbent in this 
class performs a limited range of delivering required training programs for bus operators and other Santa 
Cruz METRO staff, performs other technical administrative duties while learning to perform the full scope 
of the Safety and Training Coordinator level work.  This class is distinguished from the Safety and Training 
Coordinator position because an incumbent in the latter class performs the full scope of Safety and 
Training Coordinator level of planning, developing, and coordinating the delivery of required training 
programs for bus operators and other Santa Cruz METRO staff. 

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Plans, coordinates and conducts training and re-training programs for Bus Operators and may
assist in other department trainings;

• Maintains, updates, and compiles in accordance with Federal and State mandated bus operator
programs and Santa Cruz METRO policies, procedures, and labor agreements.

• Assists with developing  of and updating curriculum, lesson plans, training schedules and reference
materials for Bus Operators, Transit Supervisors, and other Santa Cruz METRO employees; as
needed, in conformance with state and federal guidelines and regulations, and with Santa Cruz
METRO policies and procedures;

• Provides support to train and coordinate with Transit Supervisors who assist with training and
retraining of Bus Operators and other Santa Cruz METRO employees.

• Performs ride checks during new Operator probation periods and in-service checks for veteran
Operators;

• Provides retraining of qualified line instructors as needed; acts as the designated examiner in the
testing and certification of Operators.

• Assists the Operations Manager with implementing the Department of Motor Vehicles (DMV)
Employer Testing Program, including maintenance of examiner credentials;

• Assists with administering the DMV “pull program” by ensuring that all employees meet licensing
requirements.

• Coordinates activities with Transit Supervisors who are certified to perform DMV exams; maintain 
related records; participates in CHP/DMV and other audits.
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• Maintains accurate training records and documentation, including records of driver training
hours, Verification of Transit Training (VTT) certification, and bus operator training certification.

• Provides input to the evaluation and observes driving skills of new Operators and evaluates
Trainee Operators

• Provides recommendations regarding Operator retention based on training information;
• Participates in direct observations of Operator skills as required;
• Recommends corrective action or re-training as appropriate;
• Provides input on the selection of new Bus Operators as requested.
• May performs retraining with fully qualified Bus Operators/Line Instructors as directed or needed. 
• Participates in selection of new bus operators.
• Provides period counseling and evaluations.
• Acts as the designated examiner in the testing and certification of Bus Operators.
• Makes recommendations regarding new bus operator retention based on training information.
• Participates in special projects.
• Participates in seminars and workshops as required in relations to the duties and functions of the

position.
• Provides information to employees and the public.
• Operates standard office equipment; utilizes computer software in performing job tasks.
• Drives and Operates Santa Cruz METRO vehicles to perform assignments.
• Performs related work as required
• Responsible for the implementation of ongoing line-instruction program, including selection,

training, and evaluation of the line instructor regarding monetary, grading, reporting, and
program compliance criteria.

• Conducts verification of transit training (VTT) classes as required and provides customized
trainings as required by Operations Manager, Assistant Operations Manager, or Maintenance
Manager.

• Participates in development, revision and update of incident and accident investigation
procedures and safety procedures

• Maintains record of Santa Cruz METRO accidents; prepares summary reports of accidents; and
coordinates the accident review process

• Participates in the planning, organizing, and support of internal and external training activities.
• Provides training in escalated or emergency situations, as assigned.
• Reviews pull-notices and takes appropriate action when required.
• Upon request, provides technical training assistance, pull- notice review for the paratransit

department.
• Enforces Santa Cruz METRO rules, policies, and procedures; applies provisions of Labor

Agreements within the scope of duties.
• May represent Santa Cruz METRO at disciplinary hearing, legal proceedings, and other meetings,

as required
• Under the direction of the Safety and Training Coordinator, incorporates information into training

curriculum on new equipment, and changes in existing equipment.
• Communicates with orally with and in writing with Operations and other departments and

agencies.
• May serve as a liaison with local emergency responders, such as police and fire, by providing

information and orientation regarding Santa Cruz METRO vehicle fleet, fuels utilized, emergency
access, and other public safety related information.
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• May participate in committees and projects teams, may make recommendations related to safety, 
training, licensing requirements, accident investigations, and other position related topics as
assigned;

• Serves as hazardous materials trainer for the Operations department.
• May assist with the development of departmental policies, procedures, programs, and budget on

safety related issues in cooperation with the Safety, Security, and Risk Department.
• May assist in conducting surveys of other organizations to compile, and analyze data, prepare

report and perform calculations, as needed.
• Selects, supervises, trains, motivates, assigns, evaluates, counsels, and disciplines staff.

EMPLOYMENT STANDARDS: 

Knowledge of: 

• Federal, State, and local laws and regulations regarding transit buses, including DMV and Federal
Highway Administration laws pertaining to bus operator training and retraining.

• Current teaching theory, methods, and practices, as well as effective curriculum development.
• Defensive driving techniques.
• Safety and health-related regulations applicable to transit operations.
• Modern office practices, procedures, and equipment.
• Business correspondence, formatting and report writing.
• Manual and automated record-keeping and filing systems.
• Methods of maintaining information in digital or hard copy files.
• Professional methods of researching, gathering, organizing and reporting data.
• Methods of prioritizing, planning and organizing work.
• Advanced time management techniques.
• Customer service techniques.
• Intermediate mathematics including rations, percentages, and intermediate statistics.
• Correct English usage, grammar, spelling, punctuation, and vocabulary.
• The effective use of modern office equipment, personal computers, and applicable standard

business software; including audio/visual equipment.
• Basic mechanical features of transit buses.
• Safety and heath related regulations.
• Motivate, train and evaluate staff
• Develop and write plans, procedures, reports, forms and test.
• Conduct field investigations to identify patterns and problems in areas and make

recommendations.
• Principles of supervision, training, and employee development.
• Procedures of operator’s evaluation, counseling and discipline.

Ability to: 

• Provide transit bus operator training in accordance with Federal, State, and local laws as well as
Santa Cruz METRO policies, procedures, and labor agreements.

• Read, review and apply laws, regulations and labor contract provisions.
• Instruct others in the safe operation of Santa Cruz METRO vehicles and adapt training procedures

to the needs of the individual.
• Develop and write plans, procedures, reports, forms, and tests.
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• Adhere to established work schedules and timelines.
• Work independently using good judgment, tact, and discretion.
• Balance multiple assignments simultaneously and effectively.
• Utilize standard office equipment and computer software and learn to use specialized Santa Cruz

METRO software if assigned.
• Maintain confidentiality of materials, records, files, and other privileged information.
• Communicate clearly and effectively in both oral and written form.
• Establish and maintain effective working relationships within the department and with other

divisions, departments, agencies, suppliers, vendors, and the public.
• Assist in the development of course curriculum and lesson plans.
• Assist in the development and presentation of customized training.

MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

Two (2) years course work from an accredited college. 

Additional directly related experience beyond the minimum requirements may be substituted for the 
required education based on the ration of one and a half (1.5) years of experience for each one (1) year 
of experience for each one (1) year of education. 

AND 

One (1) year of experience developing and presenting driver safety and training programs, preferably with 
a public bus transportation system. 

OR 

Three (3) years of experience as a transit supervisor for a medium to a large agency providing bus 
transportation, including responsibility for driver training and VTT training.  

LICENSES AND CERTIFICATES: 

A valid California Class “B” Commercial Driver’s License with a “P” passenger endorsement will be 
required at the time of appointment and throughout employment. 

AND 

Verification of Transit Training (VTT), and an acceptable safe driving record/history is required at the time 
of appointment. 

AND 

Possession of a California State Bus Driver Training Instructor Certificate from the Department of 
Education at time of appointment.  
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Upon hire, an employee will be required to successfully complete the Department of Transportation (DOT) 
transit instruction course. 

OR 
Possession of a Department of Transportation Instructor Credential to teach VTT classes at the time of 
appointment. 

SPECIAL REQUIREMENTS: 
• Driving record will be reviewed as part of the application process and throughout employment.

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands 

While performing the duties of this job, the employee is regularly required to sit, walk, climb, bend, kneel, 
and stand; talk and hear; use hands to manipulate, handle, feel or operate objects, tools or controls; reach 
with hands and arms; and perform repetitive movements of hands or wrists.  The employee is regularly 
required to bend and twist at the neck and occasionally reach overhead.  Work may require lifting up to 
50 pounds unaided.   Specific visual abilities required for this job include close vision, distance vision, the 
ability to see colors and shades, and the ability to perceive depth. 

Mental Demands 

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; uses math and mathematical 
reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with others 
encountered in the course of work. 

Work Environment: 

The employee typically works in an office environment where the noise level is quiet.  The employee 
frequently works in a field environment with potential exposure to varied weather conditions, dust, 
fumes, and hazardous materials and where the noise level is loud.   

OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass requisite a background check.
• This position is considered a safety sensitive position and requires participation in Santa Cruz

METRO’s drug and alcohol testing program.
• May occasionally work extended hours or hours outside of the regular schedule.

*Adopted: 12-11-18 
*BOD Approved: 00-00-00 
*Revised: 00-00-00 
*Job Family: Administrative Technical 
*Job Series: Safety and Training 
*Job Series Level: Supervisor 
*Confidential: No 
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Class Code: PP103 

FLSA Status: Non-exempt 

Benefits Technician 
Bargaining Unit: SEA 

DEFINITION: 

Under general supervision, the Benefits Technician performs technical administrative duties to 
coordinate, maintain and administer employee, retiree and COBRA benefits programs in the Human 
Resources (HR) Department;  assists in the administration, implementation, and modification of 
employee benefit programs; acts as liaison between the Santa Cruz METRO, employees, insurance 
carriers, contractors, and others; may assist with other HR technical functions in support of recruitment, 
records administration, employee relations, classification, compensation, staff development and/or 
other activities; and performs related work as required. 

DISTINGUISHING CHARACTERISTICS: 

Benefits Technician is a journey-level technical, administrative class in the series. An incumbent in this 
class performs tasks requiring interpretation and application of specialized HR policies related to the 
administration and maintenance of employee, retiree and COBRA benefits while ensuring that assigned 
activities comply with various legal, regulatory, policy and other requirements.   

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Coordinates, organizes and conducts technical benefits-related activities following established
procedures.

• Processes all benefit enrollment and billing for new, active, retiring, and separating employees;
maintains and monitors benefit programs for compliance with insurance contracts and labor
contracts; provides information related to benefit plans including medical, dental, vision, life, long
term disability insurance, Employee Assistance Program, and others.

• Develops, prepares, and presents the benefits portion of the new employee orientation program;
determines initial and ongoing eligibility for benefit programs; schedules and conducts offsite
open enrollment meetings.

• Assists in the administration, implementation, and modification of employee benefit and
insurance programs with contractors and carriers; coordinates and monitors employee benefit
programs, enrollments, and expenses related to the Santa Cruz METRO budget; assists in
maintaining State, Federal, and other regulatory compliance for all employee benefit programs.

• Participates in reviewing benefit programs and insurance plan documents, proposals, bids,
specifications, forms, announcements, and other benefit related technical documents.

• Provides cost and enrollment information to Finance as requested to assist in the preparation of
the Santa Cruz METRO annual budget; monitors insurance premiums and other benefit-related
administrative expenses; audits, reviews, corrects, and prepares billing documentation for
payment.

• Serves as a liaison on employee benefits issues between HR, employees, retirees, terminated
employees, dependents, beneficiaries, Santa Cruz METRO departments, insurance carriers,
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contractors, and others; prepares claim forms; monitors employee leave reports for benefit 
tracking purposes. 

• Coordinates with Payroll on benefit deductions and 457 Plan annual contribution limits.

• Audits payroll reports for benefits-related errors; verifies that proper health and life insurance
deductions have been taken; conducts research as needed; notifies employees of errors and
monies owed; creates payroll deduction forms for payroll; collects checks and provides to Finance.

• Updates and maintains benefits and other information in the computerized Santa Cruz METRO
Human Resources Information System (HRIS); conducts HRIS queries and prepares regular and
periodic reports for management as requested; maintains various logs and lists.

• Performs technical research and prepares summaries of findings; initiates, composes and/or types
various department memos, letters, reports, statistical data, and other narrative documents;
writes, updates and maintains department procedures and procedure manuals.

• May perform other HR technical duties in support of recruitment, records administration,
employee relations, classification, compensation, staff development and/or other activities.

• May supervise subordinate clerical and/or other support staff by scheduling, assigning, directing
and evaluating their work; provides staff training as needed; may perform and/or have significant
input into subordinate staff selection and disciplinary action.

• Maintains confidential materials, records, files, and other privileged information.

• May monitor expenditures and prepare payment authorizations.

• Provides information to employees and the public.

• Operates standard office equipment; utilizes standard business computer software in performing
job tasks.

• May utilize specialized Santa Cruz METRO software.

• Drive a Santa Cruz METRO vehicle to perform assignments.

• Performs related work as required

EMPLOYMENT STANDARDS: 

Knowledge of: 

• Technical principles, practices, and procedures common to public employment, including
employee benefits and insurance programs.

• Basic laws and regulations applicable to public agency benefits administration.

• Modern office practices, procedures, and equipment, including automated human resources
information systems.

• Technical processes pertaining to accounting, purchasing, and data maintenance.

• Business correspondence, formatting and report writing.

• Technical methods of researching, gathering, organizing, and reporting data.

• Methods of prioritizing, planning, and organizing work.

• Principles and practices of employee supervision, including performance evaluation and
progressive discipline.

• Advanced time management techniques.

• Customer service techniques.

• Basic mathematics, including percentages and basic statistics.

• Advanced telephone techniques and etiquette.
• The effective use of modern office equipment, personal computers, and standard business

software.
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Ability to: 

• Evaluate, interpret and apply human resources policies, regulations, and requirements,
particularly those applicable to the administration of employee benefits.

• Coordinate and perform technical human resources activities in a manner that complies with
applicable laws, regulations, and policies.

• Work independently using good judgment, tact, and discretion.

• Maintain confidentiality of materials, records, files, and other privileged information

• Interpret, explain and apply human resources policies, procedures, and regulations.

• Gather, record, and summarize data in a variety of formats.

• Develop and maintain records and control systems with accuracy and attention to detail.

• Supervise the work of subordinate clerical and/or support staff.

• Adhere to established work schedules and timelines.

• Maintain a calm demeanor in stressful situations.

• Balance multiple assignments simultaneously and effectively.

• Utilize standard office equipment and computer software and learn to use specialized Santa Cruz
METRO software if assigned.

• Communicate clearly and effectively in both oral and written form.

• Establish and maintain effective working relationships within the department and with other
divisions, departments, agencies, suppliers, vendors, and the public.

MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training, and Experience: 

Four (4) years of progressively responsible clerical experience requiring the operation of personal 
computers, database systems, typing, and maintaining detailed recordkeeping systems.  

Experience must have also included at least three (3) years of benefits administration experience in a 
centralized human resources organization. 

Recent experience is desirable. 

LICENSES AND CERTIFICATES: 

A valid California Driver’s License will be required at the time of appointment and throughout 
employment. 

Must be able to obtain and maintain a current, valid California Class “C” Driver’s License. 
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PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands 

While performing the duties of this job, the employee is often required to reach with hands and arms; 
walk and sit; use finger dexterity, and talk and hear.  Work often requires the repetitive use of both hands 
to grasp and feel objects and use a keyboard.  The employee is regularly required to stoop at the waist, 
kneel, crouch, and stand. Occasional lifting up to 25 pounds unaided may be required. Specific visual 
abilities required for this job include close vision, distance vision, the ability to see colors and shades, and 
the ability to perceive depth.  

Mental Demands 

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; uses basic math and mathematical reasoning; performs 
detailed work; deals with multiple concurrent tasks; and interacts with others encountered in the course 
of work. 

Work Environment: 

The employee works in a standard office environment where the noise level is usually moderate. 

OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass a requisite background check.

• Must maintain strict confidentiality of work-related information.

• May occasionally work extended hours or hours outside of the regular schedule.

*Adopted: 12-11-18 
*BOD Approved: 00-00-00 
*Revised: 00-00-00 
*Job Family: Administrative Technical 
*Job Series: Benefits Technician 
*Job Series Level: Journey 
*Confidential: Yes 

9-15B.50



   HUMAN RESOURCES DEPARTMENT 
Santa Cruz METRO 

 1  Buyer 

Class Code: PP104 
FLSA Status: Non-exempt 

Buyer 
Bargaining Unit: SEA 

DEFINITION: 

Under general supervision, a Buyer performs technical duties to support the acquisition, approval, 
receipt, and record keeping for purchased equipment, materials, services and supplies; receives and 
processes purchase requisitions and purchase orders; communicates with vendors to research, resolve 
and maintain product, price and delivery discrepancies; maintains purchasing records and files; and 
performs related work as required. 

DISTINGUISHING CHARACTERISTICS: 

Buyer is a journey-level class of the series. An incumbent in this class performs tasks requiring 
interpretation and application of specialized purchasing policies and procedures to ensure that assigned 
activities comply with various legal, regulatory, policy, and other requirements. This class may be 
distinguished from the higher level class of Purchasing Agent because an incumbent in the latter class 
performs professional purchasing work.   

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Receives and processes routine purchasing requisitions; analyzes requisitions for compliance with
Santa Cruz METRO standards and ensures information is complete and accurate; identifies
possible suppliers; assists customers with determining specification requirements on requested
items.

• Performs routine purchasing assignments; obtains price quotes and places orders.
• Investigates, assesses, and resolves straightforward products such as damaged goods and

incorrect merchandise, failure to deliver on time, vendor billing problems, or other problems,
complaints or discrepancies; contacts vendors and suppliers and appropriate internal
departments to resolve issues.

• Files and maintains purchase orders and purchasing-related documentation.
• Uses a company credit card (Cal-Card) on selected small purchases within established

authorization limits; maintains related records; reconciles Cal-Card statements and follows up
with departments regarding discrepancies.

• Communicates with departments regularly regarding placed orders and answers questions on the
status of orders; assists with the coordination of deliveries, services, and related matters.

• Serves as a liaison with vendors and suppliers; explains Santa Cruz METRO purchasing policies and
procedures.

• Reads the terms and conditions applicable to new vendors and flags discrepancies with Santa Cruz 
METRO purchasing policies.

• Provides training and re-training to various Santa Cruz METRO staff regarding purchasing
procedures and the use of automated purchasing software.

• Responds to Public Records Requests as assigned.
• Provides information to employees and the public.
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• Operates standard office equipment; utilizes computer software in performing job tasks
• Utilizes standard business software in performing job tasks;
• May utilize specialized Santa Cruz METRO software.
• Drive a Santa Cruz METRO vehicle to perform assignments.
• Performs related work as required

EMPLOYMENT STANDARDS: 

Knowledge of: 

• Basic principles and practices of public agency purchasing.
• Basic State and Federal laws and regulations applicable to public sector purchasing.
• Basic purchasing terminology and methods.
• General types and sources of equipment, materials, and supplies used by a transportation

authority.
• The creation and use of computerized spreadsheets, databases, and software to track information 

and automate calculations.
• Modern office practices, procedures, and equipment.
• Business correspondence, formatting and report writing.
• Manual and automated record-keeping and filing systems.
• Methods of maintaining information in digital or hard copy files.
• Technical methods of researching, gathering, organizing and reporting data.
• Methods of prioritizing, planning and organizing work.
• Time management techniques.
• Customer service techniques.
• Intermediate mathematics, including ratios, percentages, and intermediate statistics.
• The effective use of modern office equipment, personal computers, and standard business

software.

Ability to: 

• Evaluate, interpret and apply policies, procedures, and requirements as they apply to technical
purchasing activities.

• Perform technical purchasing activities in a manner that complies with applicable laws,
regulations, and policies.

• Research and identify the price and availability of items to be purchased.
• Maintain complex and detailed records and control systems with accuracy and attention to detail.
• Create and use spreadsheets, databases, and software to track information.
• Perform financial calculations quickly and accurately.
• Adhere to established work schedules and timelines.
• Work independently using good judgment, tact, and discretion.
• Balance multiple assignments simultaneously and effectively.
• Utilize standard office equipment and computer software and learn to use specialized Santa Cruz

METRO software if assigned.
• Communicate clearly and effectively in both oral and written form.
• Establish and maintain effective working relationships within the department and with other

divisions, departments, agencies, suppliers, vendors, and the public.
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MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

One (1) year certificate of proficiency from an accredited college in public administration, business 
administration or a comparable field of coursework. 

AND 

Two (2) years of experience performing technical purchasing work, preferably in a public agency. 

LICENSES AND CERTIFICATES: 

A valid California Driver’s License will be required at the time of appointment and throughout 
employment. 

Must be able to obtain and maintain a current, valid California Class “C” Driver’s License. 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands 

While performing the duties of this job, the employee is often required to reach with hands and arms; 
walk and sit; use finger dexterity; and talk and hear. Work often requires the repetitive use of both hands 
to grasp and feel objects and use a keyboard. The employee is regularly required to stoop at the waist, 
kneel, crouch, and stand. Occasional lifting up to 20 pounds unaided may be required. Specific visual 
abilities required for this job include close vision, distance vision, the ability to see colors and shades, and 
the ability to perceive depth.  

Mental Demands 

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; uses math and mathematical reasoning; performs 
detailed work; deals with multiple concurrent tasks; and interacts with others encountered in the course 
of work. 

Work Environment: 

The employee works in a standard office environment where the noise level is usually moderate.  May 
require availability to work a flexible schedule. 

OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass a requisite background check.
• May occasionally work extended hours or hours outside of the regular schedule.
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*Adopted: 12-11-18 
*BOD Approved: 00-00-00 
*Revised: 00-00-00 
*Job Family: Administrative Technical 
*Job Series: Purchasing 
*Job Series Level: Journey 
*Confidential: No 
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Class Code: AS107 
FLSA Status: Non-exempt 

Claims Technician I 
Bargaining Unit: SEA 

DEFINITION: 

Under general supervision, a Claims Technician I performs a limited range of technical duties to support 
Santa Cruz METRO risk management functions and activities while learning to perform the full scope of 
journey-level duties; receives, reviews, and processes injury and property damage claims to assist Santa 
Cruz METRO Counsel with the determination of Santa Cruz METRO liability; uses established procedures 
to conduct field investigations of  accidents/incidents as well as claims and litigation filed against Santa 
Cruz METRO; assists with administering settlements and property recovery activities for routine liability 
claims based on established parameters; and performs related work as required. 

DISTINGUISHING CHARACTERISTICS: 

Claims Technician I is the entry/first working level class of the series.  An incumbent in this class performs 
the more routine technical office and field tasks requiring basic interpretation and application of 
department policies and procedures and specialized investigative skills.  This class may be distinguished 
from the higher level class of Claims Technician II because an incumbent in the latter class performs the 
full scope of journey-level technical claims work.   

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Performs routine technical duties to support Santa Cruz METRO risk management functions and
activities while learning to perform the full scope of journey-level duties.

• Receives, reviews and processes injury and property damage claims to assist in the determination
of Santa Cruz METRO liability; collects and records accident/incident information; organizes
materials and establishes/maintains claim files; verifies medical treatment expenses and lost
wages; compiles data on the value of property damage.

• Maintains and tracks the status of claims and prepares regular status reports.

• Assists with field investigations of accidents/incidents using established procedures; interviews
and takes statements of claimants, employees, and witnesses; visits accident scenes and takes
pictures and measurements; examines and documents property damage; gathers injury and other
pertinent information; observes and documents hazards found during investigations.

• Assists in preparing discovery documents and performing investigation tasks related to litigation
files; assists at trials, hearings, and other legal proceedings as required.

• Assists with recovery actions for property damages sustained by Santa Cruz METRO from vehicle
accidents, tenant lease agreements, and other related expenses.

• Assists with routine settlements or other actions on litigated and non-litigated claims within
established limits; may participate in negotiations.

• May represent Santa Cruz METRO as a witness in small claims court hearings; prepares and
provides appropriate information and required documentation.

• Operates field investigation tools including photographic equipment; operates Santa Cruz METRO
vehicles, computer programs and equipment, and other office machines.
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• Performs other technical duties in support of departmental administrative functions; researches
issues and prepares summaries of findings; initiates, composes and/or prepares memos, letters,
reports, statistical data, and narrative documents; develops, prepares, distributes, maintains and
files a variety of reports, records, and documentation; maintains logs, spreadsheets, lists and files
to track processes and information.

• Provides information to employees and the public.

• Operates standard office equipment; utilizes computer software in performing job tasks; operates
field investigation tools including photographic equipment.

• Utilizes standard business software in performing job tasks;

• May utilize specialized Santa Cruz METRO software.

• Drive a Santa Cruz METRO vehicle to perform assignments.

• Performs related work as required

EMPLOYMENT STANDARDS: 

Knowledge of: 

• Basic laws relating to property and liability claims, including contributory negligence theories.

• Basic California judicial system procedures related to liability claims.

• Basic medical and legal terminology and related documents.

• Claims investigation methods and techniques, including methods of negotiating settlements.

• Interviewing principles and techniques.

• Field procedures and techniques for collecting evidence at accident/incident sites.

• Safety regulations pertaining to hazardous materials at an accident/incident site.

• Basic discovery techniques.

• Modern office practices, procedures, and equipment.

• Business correspondence, formatting and report writing.

• Manual and automated record-keeping and filing systems.

• Methods of maintaining information in digital or hard copy files.

• Technical methods of researching, gathering, organizing and reporting data.

• Methods of prioritizing, planning and organizing work.

• Time management techniques.

• Customer service techniques.

• Intermediate mathematics, including ratios, percentages, and intermediate statistics.
• The effective use of modern office equipment, personal computers, and standard business

software.

Ability to: 

• Understand and refer to laws and administrative policies and procedures in the evaluation of
routine property and liability insurance claims.

• Investigate and recommend settlement of routine property and liability claims.

• Investigate accident scenes, analyze events and draw sound conclusions.

• Interview witnesses on the telephone and in person.

• Prepare files, documents, charts, reports, and correspondence.

• Adhere to established work schedules and timelines.

• Work independently using good judgment, tact, and discretion.

• Balance multiple assignments simultaneously and effectively.
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• Utilize standard office equipment and computer software and learn to use specialized Santa Cruz
METRO software if assigned.

• Maintain confidentiality of materials, records, files, and other privileged information.

• Communicate clearly and effectively in both oral and written form.

• Establish and maintain effective working relationships within the department and with other
divisions, departments, agencies, suppliers, vendors, and the public.

MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training, and Experience: 

Two (2) years course work from an accredited college in paralegal studies, risk management, claims 
resolution, business law, law enforcement, business administration, or a related field of coursework. 

AND 

Six (6) months of experience performing property and liability claims investigation. 

LICENSES AND CERTIFICATES: 

A valid California Driver’s License will be required at the time of appointment and throughout 
employment. 

Must be able to obtain and maintain a current, valid California Class “C” Driver’s License. 

SPECIAL REQUIREMENTS: 

• Must be fluent in both English and Spanish.

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands 

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear, and use a keyboard. Work often requires 
stooping at the waist and the repetitive use of both hands to grasp and feel objects. Work may require 
lifting up to 20 pounds unaided.  Specific visual abilities required for this job include close vision, distance 
vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands 

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; uses math and mathematical 
reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with others 
encountered in the course of work. 

Work Environment: 

The employee frequently works in a standard office environment where the noise level is usually 
moderate.  Fieldwork is occasionally required.   
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OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass a requisite background check.

• May occasionally work extended hours or hours outside of the regular schedule.

*Adopted: 12-11-18 
*BOD Approved: 00-00-00 
*Revised: 00-00-00 
*Job Family: Administrative Technical 
*Job Series: Claims Technician 
*Job Series Level: Entry/First working 
*Confidential: No 
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Class Code: AS108 
FLSA Status: Non-exempt 

Claims Technician II 
Bargaining Unit: SEA 

DEFINITION: 

Under general supervision, a Claims Technician II performs technical duties to support Santa Cruz METRO 
risk management functions and activities; receives, reviews and processes injury and property damage 
claims to assist Santa Cruz METRO Counsel with the determination of Santa Cruz METRO liability; uses 
established procedures to conduct field investigations of  accidents/incidents claims and litigation filed 
against Santa Cruz METRO; administers settlements for routine liability claims based on established 
parameters; administers property recovery activities; and performs related work as required. 

DISTINGUISHING CHARACTERISTICS: 

Claims Technician II is the journey-level class of the series.  An incumbent in this class performs the full 
scope of journey-level technical office and field tasks requiring interpretation and application of 
department policies and procedures and specialized investigative skills.  This class may be distinguished 
from the lower level class of Claims Technician I because an incumbent in the latter class performs a 
limited range of technical claims duties while learning to perform the full range of journey-level work.   

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Performs journey-level technical duties to support Santa Cruz METRO risk management functions
and activities.

• Receives, reviews and processes injury and property damage claims to assist in the determination
of Santa Cruz METRO liability; collects and records accident/incident information; organizes
materials and establishes/maintains claim files; verifies medical treatment expenses and lost
wages; compiles data on the value of property damage.

• Maintains and tracks the status of claims and prepares regular status reports.

• Conducts field investigations of accidents/incidents using established procedures; interviews and
takes statements of claimants, employees, and witnesses; visits accident scenes and takes
pictures and measurements; examines and documents property damage; gathers injury and other
pertinent information; observes and documents hazards found during investigations.

• Assists in preparing discovery documents and performing investigation tasks related to litigation
files; assists at trials, hearings, and other legal proceedings as required.

• Administers recovery actions for property damages sustained by Santa Cruz METRO from vehicle
accidents, tenant lease agreements and other related expenses.

• Administers routine settlements or other actions on litigated and non-litigated claims within
established limits; may participate in negotiations.

• May represent Santa Cruz METRO as a witness in small claims court hearings; prepares and
provides appropriate information and required documentation.

• Operates field investigation tools including photographic equipment; operates Santa Cruz METRO
vehicles, computer programs and equipment, and other office machines.
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• Performs other technical duties in support of departmental administrative functions; researches
issues and prepares summaries of findings; initiates, composes and/or prepares memos, letters,
reports, statistical data, and narrative documents; develops, prepares, distributes, maintains and
files a variety of reports, records, and documentation; maintains logs, spreadsheets, lists and files
to track processes and information.

• Provides information to employees and the public.

• Operates standard office equipment; utilizes computer software in performing job tasks; operates
field investigation tools including photographic equipment.

• Utilizes standard business software in performing job tasks;

• May utilize specialized Santa Cruz METRO software.

• Drive a Santa Cruz METRO vehicle to perform assignments.

• Performs related work as required

EMPLOYMENT STANDARDS: 

Knowledge of: 

• Basic laws relating to property and liability claims, including contributory negligence theories.

• Basic California judicial system procedures related to liability claims.

• Basic medical and legal terminology and related documents.

• Claims investigation methods and techniques, including methods of negotiating settlements.

• Interviewing principles and techniques.

• Field procedures and techniques for collecting evidence at accident/incident sites.

• Safety regulations pertaining to hazardous materials at an accident/incident site.

• Basic discovery techniques.

• Modern office practices, procedures, and equipment.

• Business correspondence, formatting and report writing.

• Manual and automated record-keeping and filing systems.

• Methods of maintaining information in digital or hard copy files.

• Technical methods of researching, gathering, organizing and reporting data.

• Methods of prioritizing, planning and organizing work.

• Time management techniques.

• Customer service techniques.

• Intermediate mathematics, including ratios, percentages, and intermediate statistics.
• The effective use of modern office equipment, personal computers, and standard business

software.

Ability to: 

• Understand and apply laws and administrative policies and procedures in the evaluation of
routine property and liability insurance claims.

• Investigate and recommend settlement of routine property and liability claims.

• Investigate accident scenes, analyze events and draw sound conclusions.

• Interview witnesses on the telephone and in person.

• Prepare files, documents, charts, reports, and correspondence.

• Adhere to established work schedules and timelines.

• Work independently using good judgment, tact, and discretion.

• Balance multiple assignments simultaneously and effectively.
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• Utilize standard office equipment and computer software and learn to use specialized Santa Cruz
METRO software if assigned.

• Maintain confidentiality of materials, records, files, and other privileged information.

• Communicate clearly and effectively in both oral and written form.

• Establish and maintain effective working relationships within the department and with other
divisions, departments, agencies, suppliers, vendors, and the public.

MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training, and Experience: 

Two (2) years course work from an accredited college in paralegal studies, risk management, claims 
resolution, business law, law enforcement, business administration, or a related field of coursework. 

AND 

Two (2) years of experience performing property and liability claims investigation. 

LICENSES AND CERTIFICATES: 

A valid California Driver’s License will be required at the time of appointment and throughout 
employment. 

Must be able to obtain and maintain a current, valid California Class “C” Driver’s License. 

SPECIAL REQUIREMENTS: 

• Must be fluent in both English and Spanish.

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands 

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear, and use a keyboard. Work often requires 
stooping at the waist and the repetitive use of both hands to grasp and feel objects. Work may require 
lifting up to 20 pounds unaided.   Specific visual abilities required for this job include close vision, distance 
vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands 

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; uses math and mathematical 
reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with others 
encountered in the course of work. 

Work Environment: 

The employee frequently works in a standard office environment where the noise level is usually 
moderate.  Fieldwork is occasionally required.    
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OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass a requisite background check.

• May occasionally work extended hours or hours outside of the regular schedule.

*Adopted: 12-11-18 
*BOD Approved: 00-00-00 
*Revised: 00-00-00 
*Job Family: Administrative Technical 
*Job Series: Claims Technician 
*Job Series Level: Journey 
*Confidential: No 
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Class Code: SM100 
       FLSA Status: Non-exempt 

Custodial Service Worker 
Bargaining Unit: SEA 

 
DEFINITION: 

Under general supervision, a Custodial Service Worker performs janitorial and related tasks at Santa 
Cruz METRO facilities; keeps facility interiors and exteriors clean and orderly; performs minor building 
maintenance duties, and performs related work as required. 
 
DISTINGUISHING CHARACTERISTICS: 

Custodial Service Worker is the journey level class in the series.  An incumbent in this class performs 

janitorial and routine facility maintenance duties necessary to maintain clean, sanitary, and safe 

conditions in various Santa Cruz METRO facilities.  

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Cleans floors, including sweeping, spot cleaning, dust mopping, and periodic scrubbing, and 
waxing as needed; operates buffers, carpet cleaners, floor strippers, and steam cleaning 
equipment as needed. 

• Washes walls, ceilings, and partitions, using wall brushes, mops, cloths, and cleaning solutions.  

• Wipes and dusts furniture, doors, walls, ledges, posts, benches, signs, and coin equipment.  

• Collects trash from bus passenger and landscaped areas; empties and disinfects trash receptacles; 
disposes of waste paper and other discards; empties and cleans recycling containers. 

• Cleans restrooms and toilet facilities using cleansers and sanitizing solutions, brushes, cloths, and 
squeegees; stocks restroom supplies.  

• Removes graffiti from various surfaces.  

• Cleans interior and exterior windows. 

• Sanitizes drinking fountains.  

• Posts and removes public informational material.  

• Conducts safety checks by observing and checking locked doors, temperature readings for heating 
and air conditioning, and on/off switches for machines. 

• Creates proper dilutions of cleaning solutions. 

• Performs routine maintenance on janitorial equipment, tools, and machinery; checks and 
maintains equipment fuel and oil levels; may make minor repairs as needed. 

• May perform minor plumbing, painting, light bulbs, grounds, or related maintenance tasks as 
assigned.  

• May assist with preparations for meetings and events; may perform special cleaning tasks; may 
set up, move and/or arrange furniture or equipment. 

• Reports safety, sanitary and fire hazards; addresses immediate hazards appropriately until 
repairs/corrections can be made.  

• Maintains custodial closets and custodial storage areas in a neat and orderly fashion. 

• May drive a Santa Cruz METRO vehicle to perform work assignments.  

• Performs related work as required 
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EMPLOYMENT STANDARDS: 

Knowledge of: 

• Acceptable standards for the cleaning and routine maintenance of public facilities.

• Commercial cleaning practices, supplies, and equipment.

• Basic operation of janitorial equipment such as buffers, carpet cleaners, floor strippers, and other
cleaning equipment.

• General safety practices related to janitorial work.

• Basic mathematical skills to create proper dilutions of cleaning products.

• Proper use of cleaning tools, equipment, and supplies, including the use of various chemicals.

• Methods of prioritizing, planning, and organizing complex projects and analytical work.

• Basic time management techniques.

• Basic building and grounds maintenance techniques, including routine plumbing, and painting,
and grounds keeping.

• The effective use of modern office equipment, personal computers, and applicable standard
business software.

Ability to: 

• Understand and follow oral and written directions.

• Perform a wide variety of janitorial and routine facility maintenance duties in an effective and
safe manner.

• Safely operate janitorial equipment.

• Safely use chemical cleaning agents.

• Use basic mathematical skills including addition, subtraction, multiplication, division, and
fractions.

• Work with moderate independence using good judgment, tact, and discretion.

• Adhere to established work schedules and timelines.

• Interact effectively and courteously with the public.

• Communicate clearly and effectively, in both oral and written form.

• Establish and maintain effective working relationships within the department and with other
divisions, departments, agencies, suppliers, vendors, and the public.

MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training, and Experience: 

Two (2) years of experience performing janitorial and cleaning tasks. 

LICENSES AND CERTIFICATES: 

A valid California Driver License will be required at the time of appointment and throughout employment. 

Must be able to obtain and maintain a current, valid California Class “C” Driver’s License. 
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PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands 

While performing the duties of this job, the employee is often required to reach with hands and arms; 
walk, stand and sit; use finger dexterity; and talk and hear.  Work often requires the repetitive use of both 
hands to grasp and feel objects.  The employee is regularly required to stoop at the waist, kneel, crouch, 
crawl, and climb.  Occasional lifting up to 25 pounds unaided may be required.  Specific visual abilities 
required for this job include close vision, distance vision, the ability to see colors and shades, and the 
ability to perceive depth.  

Mental Demands 

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information, and documents; uses basic mathematical skills; solves routine problems; 
deals with multiple concurrent tasks; and interacts with others encountered during work. 

Work Environment: 

The employee works in various facilities where there is frequent exposure to moving mechanical parts 
and is occasional exposure to hot, wet and/or humid conditions, fumes, toxic or caustic chemicals. The 
noise level is usually moderate.  The employee is occasionally exposed to varied weather conditions.      

OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass requisite background check.

• May occasionally work extended hours or hours outside of regular schedule.

• This position requires the use of personal protective equipment (PPE) based on the tasks
assigned; safety shoes are required at all times.

*Adopted: 12-11-18 
*BOD Approved: 00-00-00 
*Revised: 00-00-00 
*Job Family: Custodial 
*Job Series: Custodial 
*Job Series Level: Journey 
*Confidential: No 
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Class Code: OA201 
FLSA Status: Non-exempt 

Custodial Supervisor 
Bargaining Unit: SEA 

DEFINITION: 

Under direction, a Custodial Supervisor performs supervisory and related work to ensure the cleanliness 
and routine maintenance of Santa Cruz METRO facilities.  Ensures the training of new employees in 
proper custodial procedures including the use of manually operated tools, electrically powered 
machines, cleaning compounds, solvents, and chemicals; oversees the ordering of supplies, inspection of 
equipment and maintenance of inventory; and performs related work as required. 

DISTINGUISHING CHARACTERISTICS: 

Custodial Supervisor is the supervisor level class in the series. An incumbent in this class is responsible for 
supervising the work of custodial staff in the performance of janitorial and routine facility maintenance 
duties necessary to maintain clean, sanitary, and safe conditions in various Santa Cruz METRO facilities. 
This class is distinguished from the lower-level class of Senior Custodial Service Worker because an 
incumbent in the latter class serves as a lead worker over subordinate Custodial Service Workers.  

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Supervises the work of subordinate staff; schedules, assigns, directs, and monitors work; provides
staff training; evaluates employee performance; may participate in staff selection; may initiate or
have significant input into disciplinary actions.

• Enforces department rules and policies regarding employee conduct.

• Ensures that assigned functions meet the needs of the department and comply with established

laws, regulations, policies, procedures, and standards; ensures that subordinates’ work complies

with Cal-OSHA regulations; determines and directs corrective measures as necessary.

• Inspects Santa Cruz METRO facilities to ensure compliance with standards of cleanliness and

maintenance and verify appropriate health and safety conditions; inspects equipment and tools

to ensure proper maintenance and operating condition; documents inspection findings; advises

staff of needed corrections.

• Ensures that facilities are cleaned in time for scheduled meetings or other activities.

• Oversees the acquisition of materials, equipment and supplies and the maintenance of sufficient

inventory to meet anticipated needs.

• Communicates with vendors and suppliers; evaluates new custodial supplies and equipment by

testing items and recommending the appropriateness of usage.

• Coordinates special custodial projects.

• Develops and revises work forms as needed.

• Prepares administrative records and reports; reviews employee time sheets and monitors

employee absences.

• Monitors and oversees budgets for custodial staff and supplies; prepares justifications for staffing

changes and other expenditures.
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• Stays current on commercial janitorial practices and standards; attends conferences, meetings, 

and training as assigned. 

• Responds to emergency conditions as required by the situation; assumes responsibility for the 

situation until emergency assistance arrives. 

• Performs the duties of Custodial Service Workers as required. 

• Operates standard office equipment utilizes computer software in performing job tasks.   

•  Performs related work as required 
 

 
EMPLOYMENT STANDARDS: 

Knowledge of: 

• Principles and practices of employee supervision, including performance evaluation and 
progressive discipline. 

• Acceptable standards for the cleaning and routine maintenance of public facilities. 

• Applicable laws, regulations, policies, procedures and general safety practices related to janitorial 
work. 

• Standard and specialized equipment, parts, tools and supplies required for commercial janitorial 
work. 

• Operation of janitorial equipment such as buffers, carpet cleaners, floor strippers, and other 
cleaning equipment. 

• Commercial cleaning practices, supplies, and equipment. 

• Proper use of various cleaning chemicals.  

• Basic building and grounds maintenance techniques, including routine plumbing, painting, 
electrical and landscaping activities.  

• Basic operation and maintenance of heating and ventilating equipment.   

• Standard tools, terminology, and practices used in skilled building trades. 

• Methods of prioritizing, planning and organizing work.  

• Business correspondence, formatting and report writing.   

• Methods of maintaining information in digital or hard copy files. 

• Time management techniques. 
• Communicate clearly and effectively in both oral and written form. 

• Intermediate mathematics including percentages, and basic statistics.  

• The effective use of modern office equipment, personal computers, and applicable standard 
business software.   

 

Ability to:  

• Supervise and motivate subordinate staff effectively. 

• Supervise and perform a wide variety of janitorial and routine facility maintenance duties in an 
effective and safe manner. 

• Interpret, explain, implement and enforce relevant policies, regulations, and requirements.  

• Plan and prioritize staffing and required work priorities. 

• Ensure the safe operation of janitorial equipment. 

• Ensure the safe use of chemical cleaning agents.  
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• Interact effectively and courteously with the public and address customer complaints in a
sensitive and tactful manner.

• Prepare a variety of operational reports and maintain work records.

• Work independently using good judgment, tact, and discretion.

• Adhere to established work schedules and timelines.

• Maintain a calm demeanor in stressful situations.

• Utilize standard office equipment and computer software and learn to use specialized Santa Cruz

METRO software if assigned.

• Drive a Santa Cruz METRO vehicle to perform assignments as required.

• Communicate effectively, both orally and in writing.

• Establish and maintain effective working relationships within the department and with other

divisions, departments, agencies, suppliers, vendors, and the public.

MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training, and Experience: 

Four (4) years of commercial custodial experience. Experience must also have included at least two (2) 
years of lead worker experience. 

Previous supervisory experience is desirable. 

LICENSES AND CERTIFICATES: 

A valid California Driver’s License will be required at the time of appointment and throughout 
employment. 

Must be able to obtain and maintain a current, valid California Class “C” Driver’s License 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands 

While performing the duties of this job, the employee is often required to reach with hands and arms; 
walk, stand and sit; use finger dexterity; and talk and hear.  Work often requires the repetitive use of both 
hands to grasp and feel objects.  The employee is regularly required to stoop at the waist, kneel, crouch, 
crawl and climb.   Occasional lifting up to 25 pounds unaided may be required.   Specific visual abilities 
required for this job include close vision, distance vision, the ability to see colors and shades, and the 
ability to perceive depth.  

Mental Demands 

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; uses basic mathematical skills; solves routine problems; 
deals with multiple concurrent tasks; and interacts with others encountered during work. 

Work Environment: 
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The employee works in various facilities where there is frequent exposure to moving mechanical parts 
and is occasional exposure to hot, wet and/or humid conditions, fumes, toxic or caustic chemicals. The 
noise level is usually moderate.  The employee is occasionally exposed to varied weather conditions. 
 

OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass a requisite background check. 

• May occasionally work extended hours or hours outside of regular schedule. 

• This position requires the use of personal protective equipment (PPE) based on the tasks 
assigned; safety shoes are required at all times. 

 
 
*Adopted:  12-11-18  
*BOD Approved:  00-00-00  
*Revised:  00-00-00 
*Job Family:   Custodial  
*Job Series:   Custodial  
*Job Series Level:  Supervisor  
*Confidential:   No  
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Class Code: AS109 
FLSA Status: Non-exempt 

Customer Service Representative 
Bargaining Unit: SEA 

DEFINITION: 

Under general supervision, a Customer Service Representative performs clerical and customer service 
work related to the provision of information and assistance regarding transit services to customers; 
participates in transit-related special projects, which may include marketing, public information, and 
community outreach activities; and performs related work as required. 

DISTINGUISHING CHARACTERISTICS: 

Customer Service Representative is the journey level class in the series.  An incumbent in this class 
performs a variety of customer service functions in a call center or information booth and may assist with 
outreach and public relations functions. This class may be distinguished from the higher level class of 
Senior Customer Service Representative because an incumbent in the latter class serves as an advanced- 
lead worker over subordinate customer service staff.   

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Performs a variety of sales and cashiering activities using print encoding media (PEMs) and/or
selling transit tickets, passes, and coupons; operates a cash register and performs credit card
transactions; takes photographs of customers for purposes of creating identification badges;
reconciles booth sales.

• Provides information to the public regarding transit services, including the location of bus stops,
routes, detours, fares, transfers, and policies; responds to questions and explains different fare
media to customers, photo identification, lost and found, and bus schedule publication and
distribution.

• Creates ride reservations for customers in accordance with Americans with Disabilities Act (ADA)
guidelines (paratransit eligible customers only) for single and/or multiple trips utilizing paratransit
services.; negotiates trip options and times with customers and their service providers; calculates
fares, arranges for client call-backs; processes cancellations and no shows; maintains related
records and documentation.

• Receives and answers public information requests; receives and inputs compliments, complaints,
and service improvement suggestions into the customer service database.

• Participates in outreach and public relations activities and may represent Santa Cruz METRO at
special events; may assist with the design and preparation of brochures, informational flyers,
written articles, and news releases.

• Operates standard office equipment; utilizes computer software in performing job tasks.

• Operates a cash register and photography equipment

• Drive a Santa Cruz METRO vehicle to perform assignments

• Performs related work as required
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EMPLOYMENT STANDARDS: 

Knowledge of: 

• Modern office practices, procedures, and equipment, including multi-line telephone systems.  

• Applicable Federal, State, and local laws and regulations pertaining to Department of 
Transportation regulations and policies governing Americans with Disabilities Act (ADA) Fixed 
Route and Paratransit service.  

• Regulations, policies, and procedures affecting Santa Cruz METRO customers. 

• Specialized scheduling software.  

• Local and regional transportation services. 

• Principles and methods of currency counting and cash record-keeping.  
• Effective customer service techniques.  

• Public speaking techniques. 

• Basic mathematics, including percentages and basic statistics.  

• Telephone techniques and etiquette.  

• The effective use of modern office equipment, personal computers, and standard business 
software. 
 

Ability to: 

• Provide information to the public in a clear, accurate, and effective manner. 

• Count and record currency and passenger fare receipts accurately and safely, in accordance with 
established procedures.  

• Demonstrate excellent public relations skills, obtaining and providing information in a clear, 
accurate and professional manner. 

• Communicate detailed information about local and regional transit systems, including routes and 
schedules. 

• Address customer complaints in a sensitive and tactful manner. 

• Assist with designing and preparing a variety of public information, marketing, and planning 
materials and presentations. 

• Maintain a calm demeanor in stressful situations.  

• Maintain confidentiality of materials, records, files and other privileged information using tact 
and discretion.  

• Utilize standard office equipment and computer software and learn to use specialized Santa Cruz 
METRO software if assigned.  

• Drive a Santa Cruz METRO vehicle to perform assignments as required.  

• Utilize specialized equipment such as ticketing machines, cash registers, and photo identification 
printers. 

• Communicate clearly and effectively in both oral and written form. 
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• Establish and maintain effective working relationships within the department and with other
divisions, departments, agencies, suppliers, vendors, and the public.

• Ability to handle conflict resolutions and mediate solutions.

MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training, and Experience: 

Two (2) years of progressively responsible customer service experience in a call center or telephone sales 
environment.   

Experience processing cash transactions is desirable. 

Fluency in English and Spanish is desirable. 

LICENSES AND CERTIFICATES: 

A valid California Driver’s License will be required at the time of appointment and throughout 
employment. 

Must be able to obtain and maintain a current, valid California Class “C” Driver’s License. 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands 

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear, and use a keyboard.  Work often requires 
the repetitive use of both hands to grasp and feel objects; stooping at the waist, and standing.  Work may 
require lifting up to 20 pounds unaided.   Specific visual abilities required for this job include close vision, 
distance vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands 

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; analyzes and solves problems; uses math and 
mathematical reasoning; performs highly detailed work; deals with multiple concurrent tasks; and 
interacts with others encountered in the course of work. 

Work Environment: 

The employee may work in a standard office, call center or information booth environment where the 
noise level is usually moderate.  May work in the field when needed.   
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OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass a requisite background check.

• May occasionally work extended hours or hours outside of the regular schedule.

*Adopted: 12-11-18 
*BOD Approved: 00-00-00 
*Revised: 00-00-00 
*Job Family: Customer Service 
*Job Series: Customer Service 
*Job Series Level: Journey 
Confidential: No 
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Class Code: OA202 
FLSA Status: Non-exempt 

Customer Service Supervisor 
Bargaining Unit: SEA 

DEFINITION: 

Under direction, a Customer Service Supervisor performs supervisory and customer service work by 
overseeing and directing the day-to-day functions of the Customer Service Department; provides a 
variety of information and assistance to customers related to transit services; performs related work as 
required. 

DISTINGUISHING CHARACTERISTICS: 

Customer Service Supervisor is the supervisor level class in the series.  An incumbent in this class performs 
tasks that ensure the day-to-day customer service functions are performed in an effective manner by 
overseeing and directing staff.  This position may be distinguished from the lower level class of Senior 
Customer Service Representative because an incumbent in the latter class serves as a lead worker over 
subordinate Customer Service Representatives and performs the more difficult customer service duties.  

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Supervises subordinate staff; assigns, directs, and monitors work; provides staff training;
evaluates employee performance; initiates or has significant input into disciplinary actions.

• Schedules customer service work assignments, ensuring adequate coverage for all functions;
monitors customer interactions, including customer calls, to ensure quality customer service.

• Participates in the recruitment, selection, and on-boarding process of new departmental
employees.

• Directs the cash handling activities of customer service staff; balances, reconciles and reports on
daily, weekly, and quarterly sales; works with bank to obtain weekly change orders; works with
Finance department to ensure internal controls for verifying cash balances and other
departmental financial records; may assist with the creation of and/or provide data for financial
reports.

• Oversees a variety of departmental programs and services, including Lost and Found services,
identification card services, distribution of transit schedules and supplementary route
information, school presentations, and other customer service activities.

• Assists in the design, scheduling, implementation, and administration of a variety of special
projects, programs, and events related to Santa Cruz METRO’s community outreach and public
information.

• Reviews, responds to, and resolves customer service complaints in a timely manner, including
those escalated by lower level staff; ensures complaints are forwarded to appropriate
departments as needed.

• Coordinates with other Santa Cruz METRO departments for needed supplies, equipment, repairs,
updates, or other assistance, as needed; orders and purchases materials and supplies for
department, as assigned.
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• Develops and prepares a variety of reports, internal documents, records, forms, files, statistical
data, policies and procedures, as assigned.

• Performs the functions of subordinate staff, as required.

• Basic mathematics including, percentages and basic statistics.

• Operates standard office equipment; utilizes computer software in performing job tasks.

• Drive a Santa Cruz METRO vehicle to perform assignments as required.

• Performs related work as required

EMPLOYMENT STANDARDS: 

Knowledge of: 

• Principles and practices of employee supervision, including performance evaluation and
progressive discipline.

• Modern office practices, procedures, and equipment, including multi-line telephone systems.

• Applicable Federal, State, and local laws and regulations pertaining to Department of
Transportation regulations and policies governing Americans with Disabilities Act (ADA) Fixed
Route and Paratransit service.

• Regulations, policies, and procedures affecting Santa Cruz METRO customers.

• Santa Cruz METRO labor contracts.

• Local and regional transportation services.

• Advanced customer service techniques.

• Money handling procedures including, the accurate and safe counting of large sums of cash.

• Advanced telephone techniques and etiquette.

• Public speaking techniques.

• Intermediate mathematics including, addition, subtraction, multiplication, division, percentages,
and basic statistics.

• The effective use of modern office equipment, personal computers, and standard business
software.

Ability to: 

• Supervise and motivate subordinate staff effectively.

• Demonstrate excellent public relations skills, obtaining and providing information in a clear,
accurate and professional manner.

• Communicate detailed information about local and regional transit systems, including routes and
schedules.

• Address customer complaints with tact, discretion, and good judgment.

• Maintain a calm demeanor in stressful situations.

• Count and record currency and receipts accurately and safely, in accordance with established
procedures.

• Prepare deposits.

• Assist with designing and preparing a variety of public information, marketing, and planning
materials and presentations.

• Drive a Santa Cruz METRO vehicle to perform assignments as required.

• Utilize standard office equipment and computer software and learn to use specialized Santa Cruz
METRO software if assigned.
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• Utilize specialized equipment such as ticketing machines, cash registers, and photo identification
printers.

• Communicate clearly and effectively in both oral and written form.

• Establish and maintain effective working relationships within the department and with other
divisions, departments, agencies, suppliers, vendors, and the public.

MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training, and Experience: 

Two (2) years course work from an accredited college in business administration, communications, public 

relations, or a related field. 

AND 

Three (3) years of progressively responsible customer service experience equivalent to a Senior Customer 
Service Representative.   

Previous experience serving as a lead and fluency in Spanish is desirable. 

LICENSES AND CERTIFICATES: 

A valid California Driver’s License will be required at the time of appointment and throughout 
employment. 

Must be able to obtain and maintain a current, valid California Class “C” Driver’s License. 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands 

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear, and use a keyboard.  Work often requires 
the repetitive use of both hands to grasp and feel objects; stooping at the waist, and standing.  Work may 
require lifting up to 20 pounds unaided.  Specific visual abilities required for this job include close vision, 
distance vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands 

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; analyzes and solves problems; uses math and 
mathematical reasoning; performs highly detailed work; deals with multiple concurrent tasks; and 
interacts with others encountered in the course of work. 

Work Environment: 

The employee may work in a standard office, call center or information booth environment where the 
noise level is usually moderate.  May work in the field when needed.   
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OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass a requisite background check.

• May occasionally work extended hours or hours outside of the regular schedule.

*Adopted: 12-11-18 
*BOD Approved: 00-00-00 
*Revised: 00-00-00 
*Job Family: Customer Service 
*Job Series: Customer Service 
*Job Series Level: Supervisor 
*Confidential: No 
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Class Code: T0100 
FLSA Status: Non-exempt 

Electronic Technician 
Bargaining Unit: VMU 

DEFINITION: 

Under general supervision, an Electronic Technician performs technical work related to the installation, 
maintenance, repair, and replacement of electronic systems and devices located in Santa Cruz METRO 
vehicles and facilities; and performs related work as required. 

DISTINGUISHING CHARACTERISTICS: 

Electronic Technician is an advanced level class in the series.  An incumbent in this class performs tasks to 
ensure electronic systems and devices related to Santa Cruz METRO’s vehicles, equipment, and facilities 
are maintained in an operational and safe condition.    

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Performs a variety of skilled tasks in the installation, maintenance, modification, diagnosis, and
repair of electronic, computer-based, and related systems and devices located in Santa Cruz
METRO vehicles and facilities; installs, tests, diagnoses, repairs, and/or removes a variety
electronic equipment including fare boxes, Ticket Vending Machines (TVM), destination signs, and
communication devices; ensures completed work adheres to required specification and
standards.

• Designs and fabricates mounting devices to install electronic devices, as needed; may modify
electronic components and devices for use on Santa Cruz METRO vehicles and in Santa Cruz
METRO facilities.

• Schedules and performs preventative maintenance tasks for electronic systems and devices;
establish preventative maintenance schedules based on manufacturers guidelines; researches
and maintains information and documents related to preventative maintenance, defects, and
repairs.

• Maintains records of preventative maintenance, modifications, and repairs performed on
electronic equipment, including work performed and parts and materials used; establishes
component duty-cycle intervals.

• Ensures Santa Cruz METRO service manuals are current; maintains and organizes updated
manufacturers’ specifications; provides updates to other staff related to parts and material
changes and/or substitutions.

• Works with Purchasing and the Parts Department to establish and maintain sufficient inventory
of parts and materials in order to maintain Santa Cruz METRO electronic equipment without
significantly affecting operations.

• Provide information, assistance, and training to other staff regarding the installation, use,
maintenance, and repair of electronic systems and components.

• May oversee and inspect the work of contractors and vendors working on electronic equipment,
as assigned.
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• Operates standard office equipment; utilizes computer software in performing job tasks.   

• Drives a Santa Cruz METRO vehicle to perform assignments. 
• Performs related work as required 

EMPLOYMENT STANDARDS: 

Knowledge of: 

• Diagnostic, maintenance and repair techniques and procedures related to electrical systems, 
equipment, and devices. 

• Principles and practices of preventive maintenance for electronic equipment, devices, and 
systems. 

• Safe work practices in the shop and the field. 

• Methods, materials, test equipment and tools used in the diagnosis, repair, installation, and 
maintenance of electrical systems, devices and equipment.  

• Methods of maintaining information in digital or hard copy files. 

• Methods of researching, gathering, organizing, and reporting data. 

• Methods of prioritizing, planning, and organizing work. 

• Time management techniques. 

• Customer service techniques. 

• Intermediate mathematics, including percentages and intermediate statistics. 

• The effective use of modern office equipment, personal computers, and standard business 

software.  

 

Ability to: 

• Effectively test, diagnose, and perform corrective maintenance on Santa Cruz METRO electronics 
systems, devices, and equipment.  

• Read and interpret blueprints, manuals, schematics, work orders, and specifications.  

• Read, understand and apply technical information found in repair manuals, service change 
bulletins, and applicable technical documents. 

• Remain current on new technologies related to the transit industry, surveillance, and 
communications equipment.  

• Operate and maintain a variety of hand and power tools, and testing equipment used in installing, 
repairing, and maintaining electrical systems, equipment, and devices. 

• Apply safe work practices and procedures. 

• Maintain records and control systems with accuracy and attention to detail. 

• Input data into a database. 

• Adhere to established work schedules and timelines. 

• Work independently using good judgment, tact, and discretion. 

• Balance multiple assignments simultaneously and effectively. 

• Utilize standard office equipment and computer software and learn to use specialized Santa Cruz 

METRO software if assigned. 

• Communicate clearly and effectively in both oral and written form. 

• Establish and maintain effective working relationships within the department and with other 

divisions, departments, agencies, suppliers, vendors, and the public. 
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MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 

abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training, and Experience: 

Two (2) years course work from an accredited college in electronics, electrical technology, or a related 

field. 

OR 

Two (2) years of progressively responsible experience installing, maintaining, and repairing 
electrical/electronic systems.   

LICENSES AND CERTIFICATES: 

A valid California Driver’s License will be required at the time of appointment and throughout 
employment. 

Must be able to obtain and maintain a current, valid California Class “B” Driver’s License with “P” 
Passenger endorsement. 

SPECIAL REQUIREMENTS: 

• Must possess tools necessary to perform the duties of the position and a rollaway toolbox.

• Driving record will be reviewed as part of the application process.

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands 

While performing the duties of this job, the employee is regularly required to sit, walk and stand; reach, 
twist, turn, kneel, bend squat and stoop; talk and hear; use hands to grasp, manipulate, handle, feel or 
operate objects, tools or controls; reach with hands and arms; and perform repetitive movements of 
hands or wrists. The employee is regularly required to bend and twist at the neck, reach with hands and 
arms.  Occasional overhead reaching and lifting up to 80 pounds unaided is required.  Specific visual 
abilities required for this job include close vision, distance vision, and the ability to adjust focus.   

Mental Demands 

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; analyzes and solves problems; uses math and 
mathematical reasoning; performs highly detailed work; deals with multiple concurrent tasks; and 
interacts with others encountered in the course of work. 

Work Environment: 

The employee works in a shop or outdoor environment where the noise level is usually noisy.  The 
employee may be exposed to inclement weather, fumes, dust, grease, air contaminants, and hazardous 
materials and chemicals during the course of work. May work out in the field when needed.  May require 
availability to work a flexible schedule. 
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OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass a requisite background check.

• Must be able to respond to emergency situations seven days per week, 24 hours per day.

• Must be able to work a variety of shifts, which may include weekdays or weekends; and day, swing
and/or graveyard shifts.

• This position is considered a safety sensitive position and requires participation in Santa Cruz
METRO’s drug and alcohol testing program.

• This position requires the use of personal protective equipment (PPE) based on the tasks
assigned; safety shoes are required at all times.

• May occasionally work extended hours or hours outside of the regular schedule.

*Adopted: 12-11-18 
*BOD Approved: 00-00-00 
*Revised: 00-00-00 
*Job Family: Maintenance 
*Job Series: Electronic Technician 
*Job Series Level: Advanced 
*Confidential: No 
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Class Code: OA203 
FLSA Status: Non-exempt 

Facilities Maintenance Supervisor 
Bargaining Unit: SEA 

DEFINITION: 

Under direction, a Facilities Maintenance Supervisor performs supervisory and skilled maintenance work 
related to the maintenance, repair, and construction of Santa Cruz METRO facilities, properties, buildings, 
and related equipment.  Supervises and evaluates assigned maintenance staff; coordinates and develops 
safety and training programs for assigned areas.  Develops, implements and supervises department record 
keeping and information systems; and performs related work as required. 

DISTINGUISHING CHARACTERISTICS: 

Facilities Maintenance Supervisor is the supervisor level class in the series.  An incumbent in this class 
supervises and performs systems maintenance, repair and renovation work for Santa Cruz METRO 
buildings and facilities to ensure they safe and operational.  This class is distinguished from the Lead 
Facilities Maintenance Worker because an incumbent in the latter class serves as a lead worker over 
subordinate Facilities Maintenance Workers and may perform the more difficult skilled maintenance 
tasks. 

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Supervises the work of subordinate staff; schedules, assigns, directs, and monitors work; provides
staff training; evaluates employee performance; may participate in staff selection; may initiate or
have significant input into disciplinary actions.

• Instructs and trains employees regarding improved work techniques and safety measures;
recommends employees for training; evaluates training options; determines training required by
Federal, State, and local laws and regulations; plans, assists and conducts training as appropriate.

• Plans, organizes and schedules the maintenance, repair, and alteration of Santa Cruz METRO
facilities and equipment; estimates the supplies, equipment and hours needed for projects;
ensures that staff has the resources necessary to complete their work.

• Ensures that assigned areas comply with Federal, State, and local laws and regulations.

• Assists in the development of department policies, procedures, work standards, rules and
budgets; enforces Santa Cruz METRO and department rules, regulations, policies, procedures, and
work standards.

• Develops and supervises the maintenance of records including an inventory of supplies needed
for facility service and repair; reviews and prioritizes tickets and work orders; solicits and receives
quotes from outside vendors to complete jobs.

• Assists in establishing design standards and criteria for projects, including bus stops, facilities, and
equipment; reviews project plans for errors and omissions and prepares recommendations;
performs cost analyses; administers storage and disposal of surplus fixed assets; monitors building
operation costs; collects, records, and utilizes data for project analysis reports.

• Reviews and administers facilities’ leases and service contracts; monitors contractor compliance
with contracts, specifications and equipment installation.
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• Prepares technical studies and reports; obtains and renews required permits related to
equipment and building operation.

• Represents the department at meetings; may serve as a liaison to other departments, the public,
and outside agencies; reviews, investigates, and responds to complaints regarding mechanical or
safety problems.

• Operates field and facility maintenance equipment, tools and vehicles as needed.

• Evaluates transit improvements, including building sites, bus stops, and turnouts.

• Inspects and evaluates work in progress and completed work for compliance with building and
safety standards and codes; receive quotes from outside vendors to complete jobs.

• Monitors and records diesel fuel level daily and orders fuel as needed.

• Receives key requests, issues keys and returns keys.
• Offloads CNG fuel from truck to fuel storage tanks.

• Performs data entry to update and maintain information in computerized files; compiles and
prepares data for statistical and accounting reports; may create spreadsheets and other tools to
track information.

• May type correspondence and other documents; answers telephones, greet visitors, and provides
information to employees and the public.

• Operates standard office equipment including a computer, typewriter, photocopy machine, and
fax machine; utilizes computer software in performing job tasks.

• Drives a Santa Cruz METRO vehicle to perform assignments.

• Performs related work as required

EMPLOYMENT STANDARDS: 

Knowledge of: 

• Principles and practices of employee supervision, including performance evaluation and

progressive discipline.

• Policies, procedures, rules, regulations, and labor contracts that affect employees.

• Applicable Federal, State, and local laws regulatory codes, ordinances and procedures relevant to
assigned area of responsibility.

• Principles, practices, methods, equipment, materials, and tools used in the maintenance and
repair of Santa Cruz METRO buildings and facilities, including carpentry, plumbing, painting,
concreting, masonry, HVAC, welding, mechanical and electrical work.

• Uniform Building and Electrical codes.

• Operation and maintenance of internal combustion engines and hydraulic equipment.

• Occupational hazards of the maintenance trades and appropriate safety equipment and practices.

• Methods and equipment used in grounds keeping operations.

• Safe operation and maintenance of hand and power tools.
• Methods of maintaining information in digital or hard copy files.

• Methods of researching, gathering, organizing and reporting data.

• Methods of prioritizing, planning and organizing work.

• Time management techniques.

• Customer service techniques.

• Basic mathematics including fractions, percentages, and basic statistics.
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• The effective use of modern office equipment, personal computers, and applicable standard 
business software. 
   

Ability to:  

• Supervise and motivate subordinate staff effectively. 

• Provide safety-related and other training to staff and ensure a safe work environment. 

• Read and interpret building and mechanical codes, blueprints, plans, and technical manuals.  

• Diagnose and troubleshoot equipment problems. 

• Estimate costs and determines the materials and equipment needed to make building and 
equipment repairs.  

• Develop, write and implement operational procedures. 

• Use manual and power tools and equipment safely. 
• Make quick decisions in an emergency. 
• Ensure the safe handling of hazardous items and materials. 

• Maintain records and control systems with accuracy and attention to detail. 

• Input data into a database. 

• Adhere to established work schedules and timelines. 

• Work independently using good judgment and discretion. 

• Effectively balance multiple assignments simultaneously. 

• Perform mathematical calculations, including ratios and percentages.   

• Utilize standard office equipment and computer software and learn to use specialized Santa Cruz 

METRO software if assigned. 

• Communicate clearly and effectively in both oral and written form. 

• Establish and maintain effective working relationships within the department and with other 

divisions, departments, agencies, suppliers, vendors, and the public.  

 
MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training, and Experience: 

Three (3) years of journey-level experience in facilities maintenance or building trade with at least one (1) 
year in a lead worker capacity is required. 
 
Completion of one (1) year certificate of proficiency from an accredited college in construction 
technology, business administration, building inspection, energy management, or a related field may be 
substituted for one (1) year of the required experience. 
 

LICENSES AND CERTIFICATES: 
A valid California Driver’s License will be required at the time of appointment and throughout 
employment. 
 
Must be able to obtain and maintain a current, valid California Class “C” Driver’s License. 
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PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is regularly required to sit, walk, climb and stand; 
talk and hear; use hands to manipulate, handle, feel or operate objects, tools or controls; reach with hands 
and arms, and perform repetitive movements of hands or wrists. The employee is regularly required to 
bend and twist at the neck and occasionally reach overhead.  Work may require lifting up to 50 pounds 
unaided.   Specific visual abilities required for this job include close vision, distance vision, the ability to 
see colors and shades, and the ability to perceive depth. 

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; performs detailed work; deals with 
multiple concurrent tasks; and interacts with others encountered in the course of work. 

Work Environment:  

The employee works in a shop environment where the noise level is usually noisy. The employee may 
work outdoors in varied weather conditions with potential exposure to fumes, dust, grease, air 
contaminants, hazardous materials and chemicals.  Work requires heavy physical labor and working in 
confined spaces. 
 
OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass a requisite background check. 

• May occasionally work extended hours or hours outside of the regular schedule. 

• Required to be able to respond to emergency situations seven days per week, 24 hours per day. 

• This position requires the use of personal protective equipment (PPE) based on the tasks 
assigned; safety shoes are required at all times. 

 
 
 
*Adopted:  12-11-18  
*BOD Approved:  00-00-00  
*Revised:  00-00-00 
*Job Family:   Facilities 
*Job Series:   Facilities Maintenance 
*Job Series Level:  Supervisor 
*Confidential:   No 
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Class Code: SC100 
FLSA Status: Non-exempt 

Facilities Maintenance Worker I 
Bargaining Unit: SEA  

DEFINITION: 

Under general supervision, a Facilities Maintenance Worker I performs unskilled, semi-skilled, and some-
skilled tasks maintenance, repair, and construction of Santa Cruz METRO facilities and properties; and 
performs related work as required. 

DISTINGUISHING CHARACTERISTICS: 

Facilities Maintenance Worker I is the entry/first working level class in the series.  An incumbent in this 
class performs a limited range of unskilled, semi-skilled and some skilled facility maintenance work 
emphasizing routine plumbing, electrical, landscaping, and general facility upkeep. This class is 
distinguished from the higher level class of Facilities Maintenance Worker II because an incumbent in the 
latter class performs a wide variety of semi-skilled and skilled facility maintenance work that includes the 
maintenance and repair of tools and equipment.   

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Performs a limited range of unskilled, semi-skilled and some skilled tasks related to the
maintenance and repair of Santa Cruz METRO facilities, properties, and related equipment.

• Removes graffiti from bus stops, benches, signs, and surrounding areas.

• Cuts tree branches, shrubs, remove weeds, and blows and picks up debris.

• Collects trash and performs needed sanitation on bus stops, such as wiping down benches and
cleaning up spills; responds to biohazard reports.

• Performs minor plumbing repairs

• Performs minor electrical repairs

• Performs minor repairs on bus stops and shelters such as replacing roofing, cleaning roofs,
cleaning rain gutters, tightening or replacing bolts that anchor shelters to concrete pads, and
inserting/removing bus stop poles.

• Paints curbs to designate bus loading zones.

• Maintains work vehicle, tools, equipment, supplies, and work areas in proper and clean condition.

• Drives a dump truck to the County landfill and unloads trash.

• Refuels work vehicles.

• Assists with moving and transporting furniture, equipment, and other heavy objects as needed.

• Assists Facilities Maintenance Workers with projects as assigned.
• Operates a variety of manual and power tools and equipment; operates vehicles such as dump

trucks, truck mounted cranes and forklifts.
• Performs related work as required.
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EMPLOYMENT STANDARDS: 

Knowledge of: 

• Basic principles, practices, methods, equipment, materials, and tools used in the maintenance and
repair of buildings and facilities.

• Methods and equipment used in grounds keeping operations.

• Occupational hazards of the maintenance trades and appropriate safety equipment and practices.

• Safe work practices.

• The proper operation and maintenance of hand and power tools.
• Methods of maintaining information in digital or hard copy files.

• Time management techniques.

• Basic mathematics including percentages and basic statistics.

• The effective use of modern office equipment, personal computers, and applicable standard
business software.

Ability to: 

• Follow oral and written instructions.

• Perform routine maintenance, repair, construction and remodeling to facilities, properties, and
related equipment.

• Read and interpret blueprints, plans, and technical manuals.

• Use manual and power tools and equipment safely.
• Safely handle hazardous items and materials in accordance with established procedures.

• Make quick decisions in an emergency.
• Maintain records and input data into a database.

• Adhere to established work schedules and timelines.

• Perform duties using good judgment and discretion.

• Effectively balance multiple assignments simultaneously.

• Utilize standard office equipment and computer software and learn to use specialized Santa Cruz

METRO software if assigned.

• Establish and maintain effective working relationships within the department and with other
divisions, departments, agencies, suppliers, vendors, and the public.

MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training, and Experience: 

One (1) year of experience performing building repair and maintenance work.  

LICENSES AND CERTIFICATES: 

A valid California Driver’s License will be required at the time of appointment and throughout 

employment.   

Must be able to obtain and maintain a current, valid California Class “C” Driver’s License. 
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PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands 

While performing the duties of this job, the employee is often required to reach with hands and arms; 
walk, stand and sit; use finger dexterity; and talk and hear.  Work often requires the repetitive use of both 
hands to grasp and feel objects and use a keyboard.  The employee is regularly required to stoop at the, 
waist, crawl, kneel, crouch, and climb.   Occasional lifting up to 50 pounds unaided may be 
required.   Specific visual abilities required for this job include close vision, distance vision, the ability to 
see colors and shades, and the ability to perceive depth.  

Mental Demands 

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; uses math and mathematical 
reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with others 
encountered during work. 

Work Environment: 

The employee works in a shop environment where the noise level is usually noisy. The employee may 
work outdoors in varied weather conditions with potential exposure to fumes, dust, grease, air 
contaminants, hazardous materials and chemicals.  Work requires heavy physical labor and working in 
confined spaces. 

OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass requisite background check.

• May occasionally work extended hours or hours outside of regular schedule.

• This position requires the use of personal protective equipment (PPE) based on the tasks
assigned; safety shoes are required at all times.

*Adopted: 12-11-18 
*BOD Approved: 00-00-00 
*Revised: 00-00-00 
*Job Family: Facilities 
*Job Series: Facilities Maintenance 
*Job Series Level: Entry/First working 
*Confidential: No 
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Class Code: SC101 
FLSA Status: Non-Exempt 

Facilities Maintenance Worker II 
Bargaining Unit:  SEA 

DEFINITION: 

Under general supervision, a Facility Maintenance Worker II performs semi-skilled and skilled tasks related 
to the maintenance, repair, and construction of Santa Cruz METRO facilities, properties, and related 
equipment; and performs other duties as assigned. 

DISTINGUISHING CHARACTERISTICS: 

Facilities Maintenance Worker II is the journey-level class in the series.  An incumbent in this class 
performs a wide variety of semi-skilled and skilled facility maintenance work that includes the 
maintenance and repair of tools and equipment. This class is distinguished from the lower level class of 
Facilities Maintenance Worker I because an incumbent in the latter class performs unskilled and semi-
skilled facilities maintenance work that is routine, both in terms of scope and the facilities involved.  This 
class is also distinguished from the higher level class of Lead Facilities Maintenance Worker because an 
incumbent in the latter class serves as a lead worker and also performs and coordinates more difficult 
maintenance and repair projects. 

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Performs a wide variety of semi-skilled and skilled tasks related to the maintenance, repair,
construction and remodeling of Santa Cruz METRO facilities, properties, and related equipment.

• Inspects facilities and related equipment for needed repairs including lighting, electrical,
plumbing, roofing, HVAC and mechanical systems; inspects walls, windows, locks, and doors; tests
and checks landscaping and irrigation systems.

• Determines materials and time needed to conduct needed maintenance or repairs; requisitions
or otherwise requests needed materials and equipment to perform work; meets with vendors or
contractors as necessary to review project activities.

• Performs maintenance, repair, construction or remodeling work utilizing carpentry, plumbing,
electrical, painting, door/window, locksmith, alarm, roofing, and related trade skills.

• Maintains and repairs washers, lifts, cranes, water and air systems, pumping systems, dispensing
systems and other equipment.

• Monitors and maintains secondary storage systems including above-ground waste storage and
hazardous materials storage; pumps out waste collection systems; collects storm water runoff
samples for hazardous testing.

• Offloads Compressed Natural Gas (CNG) and diesel fuel from trucks to Santa Cruz METRO fueling
facilities; monitors fuel station; implements emergency procedures for spill recovery as required.

• Performs landscaping and hardscaping repair and maintenance; installs concrete; paints
buildings; repairs benches.

• Operates a variety of manual and power tools and equipment including hand tools, bench and
table tools, welding tools and landscaping tools; operates vehicles such as dump trucks, truck
mounted cranes and forklifts.
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• Prepares time and materials estimates for assigned projects. 

• Performs data entry to update and maintain information in digital files; may maintain 
spreadsheets and other documents to track information. 

• Operates standard office equipment including a computer, typewriter, photocopy machine, and 
fax machine; utilizes computer software in performing job tasks.   

• Drives a Santa Cruz METRO vehicle to perform assignments. 

• Performs related work as required. 
 

EMPLOYMENT STANDARDS: 

Knowledge of: 

• Principles, practices, methods, equipment, materials, and tools used in the maintenance and 
repair of buildings and facilities, including carpentry, plumbing, painting, concreting, masonry, 
HVAC, welding, mechanical and electrical work. 

• Uniform Building and Electrical codes. 

• Operation and maintenance of internal combustion engines and hydraulic equipment  

• Occupational hazards of the maintenance trades and appropriate safety equipment and practices. 

• Methods and equipment used in grounds keeping operations.  

• Safe operation and maintenance of hand and power tools. 
• Methods of maintaining information in digital or hard copy files. 

• Methods of researching, gathering, organizing and reporting data. 

• Methods of prioritizing, planning and organizing work. 

• Time management techniques. 

• Customer service techniques. 

• Basic mathematics including fractions. 

• Communicate clearly and effectively in oral and written Form.  

• The effective use of modern office equipment, personal computers, and applicable standard 
business software.   

 

Ability to:  

• Perform a wide variety of maintenance, repair, construction and remodeling to facilities, 
properties, buildings, and related equipment. 

• Read and interpret building and mechanical codes, blueprints, plans, and technical manuals.  

• Diagnose and troubleshoot equipment problems. 

• Estimate costs and determine materials and equipment needed to make building and equipment 
repairs.  

• Use manual and power tools and equipment safely. 
• Make quick decisions in an emergency. 
• Ensure the safe handling of hazardous items and materials. 

• Maintain records and control systems with accuracy and attention to detail. 

• Input data into a database. 

• Adhere to established work schedules and timelines. 

• Work independently using good judgment and discretion. 

• Effectively balance multiple assignments simultaneously. 
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• Utilize standard office equipment and computer software and learn to use specialized Santa Cruz

METRO software if assigned.

• Communicate clearly and effectively, both orally and in writing.

• Establish and maintain effective working relationships within the department and with other

divisions, departments, agencies, suppliers, vendors, and the public.

MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training, and Experience: 

Four (4) years of experience equivalent to a Facilities Maintenance Worker I.  

OR 

One (1) year of journey-level experience in one of the following building trades: carpentry, electrical, 
plumbing, welding, or painting.  (Note: journey-level status typically requires four (4) years of formal 
training or apprenticeship).  

LICENSES AND CERTIFICATES: 

A valid California Driver’s License will be required at the time of appointment and throughout 
employment. 

Must be able to obtain and maintain a current, valid California Class “C” Driver’s License. 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands 

While performing the duties of this job, the employee is often required to reach with hands and arms; 
walk, stand and sit; use finger dexterity; and talk and hear.  Work often requires the repetitive use of both 
hands to grasp and feel objects and use a keyboard.  The employee is regularly required to stoop at the 
waist, crawl, kneel, crouch, and climb. Occasional lifting up to 50 pounds unaided may be 
required.   Specific visual abilities required for this job include close vision, distance vision, the ability to 
see colors and shades, and the ability to perceive depth.  

Mental Demands 

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; uses math and mathematical 
reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with others 
encountered during work. 

Work Environment: 

The employee works in a shop environment where the noise level is usually noisy. The employee may 
work outdoors in varied weather conditions with potential exposure to fumes, dust, grease, air 
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contaminants, hazardous materials and chemicals. Work requires heavy physical labor and working in 
confined spaces. 

OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass requisite background check.

• May occasionally work extended hours or hours outside of regular schedule.
• Required to be able to respond to emergency situations seven days per week, 24 hours per day.

• This position requires the use of personal protective equipment (PPE) based on the tasks
assigned; safety shoes are required at all times.

*Adopted: 12-11-18 
*BOD Approved: 00-00-00 
*Revised: 00-00-00 
*Job Family: Facilities 
*Job Series: Facilities Maintenance 
*Job Series Level: Journey 
*Confidential: No 
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Class Code: P0205 
FLSA Status: Exempt 

Financial Analyst  
Bargaining Unit: SEA 

DEFINITION: 

Under general supervision, a Financial Analyst performs a range of journey-level professional analytical 
duties related to centralized Santa Cruz METRO budgetary and other financial functions, processes and 
projects; participates in the annual organization wide budget process, and prepares budget documents; 
researches, analyzes and forecasts trends related to budget, project, financial and accounting issues; 
participates in strategic planning activities related to projected revenues and expenditures; performs 
periodic and ongoing operational financial analysis and reporting; and performs related work as 
required. 

DISTINGUISHING CHARACTERISTICS: 

Financial Analyst is the journey-level class in the series.  An incumbent in this class performs a range of 
journey level professional financial analytical duties while learning to perform the full scope of financial 
analytical work.  This class may be distinguished from the higher level class of Senior Financial Analyst 
because an incumbent in the latter class performs the full scope of advanced level financial analytical 
work.   

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Performs a range of journey-level professional analytical duties to support centralized Santa Cruz
METRO budgetary and other financial functions, processes, and projects, while learning to
perform the full scope of advanced level financial analytical work.

• Participates in the annual organization wide budget process; assists in gathering information from
various internal and external data sources;

• Analyzes past trends; coordinates with department directors and budget support personnel to
prepare departmental non-personnel budgets; develops the labor and fringe benefit budget
projections; develops and prepares budget documents as assigned.

• Forecasts expenditures in accordance with current labor contracts, laws, and economic
conditions; develops budget revenue projections using statistical models, historical revenue and
ridership data, as well as current economic indicators.

• Participates in the development of Santa Cruz METRO’s five and ten year Strategic Plan; assists in
researching, analyzing, and summarizing information for management consideration and
planning; provides financial recommendations and forecasts.

• Writes monthly budget status reports; prepares presentations to inform the Board of Directors
and the public regarding Santa Cruz METRO’s actual revenues and expenses in relation to the
adopted operating and capital budgets.

• Assists in administering Santa Cruz METRO’s timekeeping software by providing and editing user
access and security permissions, creating new pay policies and pay codes, auditing system outputs
and coordinating with Information Technology staff to identify business needs and resolve
technical problems.
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• Calculates pay rates for all bargaining units and management classes for purposes of labor
negotiations, wage surveys, and classification and compensation studies;

• Assist in preparing operating cost effects of potential labor contracts and service enhancement;
prepares multi-year scenarios and forecasts.

• Prepares invoices and trust warrants for union-related payments and charges.

• Participates in the preparation of the annual budget book and automated budget tracking
templates; uploads budget files for purchasing and accounting software.

• Assists with special projects.
• Develops and maintains a wide variety of financial records, reports, reporting tools and other

documents; prepares correspondence;
• May present to individuals and groups.

• Provides information to employees and the public.

• Operates standard office equipment; utilizes standard business computer software in performing
job tasks.

• May utilize specialized Santa Cruz METRO software.

• Drive a Santa Cruz METRO vehicle to perform assignments.

• Performs related work as required

EMPLOYMENT STANDARDS: 

Knowledge of: 

• Principles, practices, forms, and techniques of professional public sector finance, budgeting and
accounting.

• Principles and best practices of public agency budgeting, including revenue forecasting

• Principles and practices of operational and financial research and analysis.

• Public sector best practices regarding record keeping and reporting.

• Laws and regulations applicable to public sector finance, taxes, payroll reporting and transit
agencies.

• Financial and statistical reporting and analysis.

• Business law principles and practices.

• Public sector accounting terminology and methods.

• Modern office practices, procedures and equipment.

• Business correspondence, formatting, and report writing.

• Methods of maintaining information in computerized or hard copy files.

• Professional methods of researching, gathering, organizing and reporting data.

• Project management methods.

• Methods of prioritizing, planning, and organizing work.

• Advanced time management techniques.

• Customer service techniques.

• Intermediate mathematics, including percentages, intermediate statistics, and financial data
conventions.

• The effective use of modern office equipment, personal computers, and standard business
software, including specialized financial applications.
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Ability to: 

• Plan, organize, coordinate, prepare, and control budgets.

• Perform a wide variety of intricate, professional financial analysis tasks and studies in compliance
with applicable laws, regulations, and policies.

• Evaluate, interpret, and apply laws, regulations, policies, procedures, and requirements
pertaining to organizational financial activities.

• Analyze intricate financial, statistical, accounting and payroll information and formulate sound
conclusions and recommendations.

• Assess economic conditions and determine economic assumptions for financial forecasts.

• Maintain complex financial and statistical data and records.

• Consult with and advise management on a wide variety of financial issues.

• Utilize financial and budgeting software, including spreadsheet, database, finance and payroll
applications

• Apply professional fiscal control procedures to maintain budgetary accounts.

• Perform financial calculations quickly and accurately.

• Adhere to established work schedules and timelines.

• Work independently using good judgment, tact, and discretion.

• Balance multiple assignments simultaneously and effectively.

• Utilize standard office equipment and computer software and learn to use specialized Santa Cruz
METRO software if assigned.

• Maintain confidentiality of materials, records, files and other privileged information.

• Communicate clearly and effectively in both oral and written form.

• Establish and maintain effective working relationships within the department and with other
divisions, departments, agencies, suppliers, vendors, and the public.

MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training, and Experience: 

Bachelor’s degree from an accredited college or university in finance, accounting, economics, business 
administration, or a related field. 

AND 

Two (2) years of professional financial analytical experience, preferably in a public agency. 

LICENSES AND CERTIFICATES: 

A valid California Driver’s License will be required at the time of appointment and throughout 
employment. 

Must be able to obtain and maintain a current, valid California Class “C” Driver’s License. 

SPECIAL REQUIREMENTS: 

• Must maintain the strictest confidentiality of information.

• May require occasional travel.
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PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands 

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear; and use a keyboard. Work often requires the 
repetitive use of both hands to grasp and feel objects; stooping at the waist, and standing. Work may 
require lifting up to 20 pounds unaided.  Specific visual abilities required for this job include close vision, 
distance vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands 

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; analyzes and solves problems; uses math and 
mathematical reasoning; performs highly detailed work; deals with multiple concurrent tasks; and 
interacts with others encountered in the course of work. 

Work Environment: 

The employee typically works in a standard office environment where the noise level is usually moderate. 

OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass a requisite background check.

• May occasionally work extended hours or hours outside of the regular schedule.

*Adopted: 12-11-18 
*BOD Approved: 00-00-00 
*Revised: 00-00-00 
*Job Family: Financial Professional 
*Job Series: Financial Analyst 
*Job Series Level: Journey 
*Confidential: No 
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Class Code: OA204 
FLSA Status: Non-exempt 

Fleet Maintenance Supervisor 
Bargaining Unit: PSA 

DEFINITION: 

Under direction, a Fleet Maintenance Supervisor performs supervisory and skilled maintenance work 
related to the repair, alteration, and servicing of Santa Cruz METRO vehicles and equipment; supervises 
and evaluates Fleet Maintenance staff; coordinates and develops safety and training programs for 
department; develops, implements and supervises department record keeping and information systems; 
and performs related work as required. 

DISTINGUISHING CHARACTERISTICS: 

Fleet Maintenance Supervisor is a supervisory level class.  An incumbent in this class supervises, performs, 
and coordinates fleet maintenance repair, and renovation work for Santa Cruz METRO vehicles to ensure 
that they are in a safe, clean, and operational condition.  

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Supervises the work of subordinate staff; schedules, assigns, directs, and monitors work; provides
staff training; evaluates employee performance; participate in staff selection; may initiate or have
significant input into disciplinary actions.

• Instructs and trains employees regarding improved work techniques and safety measures;
recommends employees for training; evaluates training options; determines training required by
Federal, State, and local laws and regulations; plans, assists and conducts training as appropriate.

• Plans, organizes and schedules the maintenance, repair, and alteration of Santa Cruz METRO
vehicles and related equipment; reviews, prioritizes and assigns work orders; estimates the
supplies, equipment and hours needed for projects; ensures that staff has the resources needed
to complete their work.

• Ensures that assigned areas comply with Federal, State, and local laws and regulations.

• Assists in the development of department policies, procedures, work standards, rules, and
budgets; enforces Santa Cruz METRO and department rules, regulations, policies, procedures, and
work standards.

• Develops and implements record-keeping systems for vehicle maintenance, repairs, inspections,
road calls, service, fuel consumption, and parts and labor costs; prepares periodic reports on
maintenance activities and projects; monitors maintenance standards and performance in areas
of oil/fuel analysis, road calls, labor costs, bus cleanliness, vehicle inspections, and shop safety;
reviews repair work estimates.

• Develops, implements, and maintains a preventive maintenance program for transit vehicles and
equipment; monitors vehicle failure trends and suggests corrective actions as needed.

• Solicits and receives quotes from outside vendors as needed to complete jobs.

• Monitors budgets; assists in departmental planning by projecting expenditures and determining
staffing needs.
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• Assists in the diagnosis of the more complex mechanical failures and recommends solutions;
assists in developing specifications for the purchase of equipment, vehicles, and tools.

• Represents the department at meetings; may serve as a liaison to other departments, the public,
and outside agencies; reviews, investigates, and responds to complaints regarding fleet
mechanical or safety problems.

• Investigates vehicle accidents, prepares damage reports and reviews accident reports;
determines mechanical problems and recommends corrective action; prepares employee injury
reports.

• Ensures that proper safety practices and procedures are followed including the proper use of
personal protective equipment (PPE).

• Performs data entry to update and maintain information in digital files; compiles and prepares
data for statistical and accounting reports; create spreadsheets and other tools to track
information.

• Type correspondence and other documents; answers telephones, greet visitors, and provides
information to employees and the public.

• Operates standard office equipment; utilizes computer software in performing job tasks.

• Drives a Santa Cruz METRO vehicle to perform assignments.

• Performs related works as required.

EMPLOYMENT STANDARDS: 

Knowledge of: 

• Principles and practices of employee supervision, including performance evaluation and

progressive discipline.

• Policies, procedures, rules, regulations, and labor contracts that affect employees.

• Techniques, procedures, equipment, tools, and materials used for the maintenance, repair, and
service of transit vehicles, including buses.

• Preventive vehicle maintenance practices and methods.

• Mechanical, electrical, air, and hydraulic systems of transit buses and vehicles.

• Applicable Federal and State codes and regulations regarding buses, vehicles, and equipment,
including employee safety requirements.

• Proper handling procedures for hazardous materials, health and safety regulations, safe work
practices and proper equipment operating procedures.

• Safe operation and maintenance of hand and power tools.
• Methods of maintaining information in digital or hard copy files.

• Manual and automated record-keeping systems.
• Methods of researching, gathering, organizing and reporting data.

• Methods of prioritizing, planning and organizing work.

• Time management techniques.

• Customer service techniques.

• Basic mathematics including percentages and basic statistics.

• The effective use of modern office equipment, personal computers, and applicable standard

business software.
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Ability to: 

• Supervise and motivate subordinate staff effectively.

• Provide safety-related and other training to staff and ensure a safe work environment.

• Read and interpret mechanical schematics and technical manuals.

• Diagnose and troubleshoot equipment problems.

• Learn and instruct others in the safe operation of the Alternative Fueling Facility.

• Estimate costs and determines materials and equipment needed to make vehicle repairs.

• Develop, write and implement operational procedures.

• Use manual and power tools and equipment safely.
• Make quick decisions in an emergency.
• Ensure the safe handling of hazardous items and materials.

• Maintain records and control systems with accuracy and attention to detail.

• Input data into a database.

• Adhere to established work schedules and timelines.

• Work independently using good judgment and discretion.

• Effectively balance multiple assignments simultaneously.

• Perform mathematical calculations, including ratios and percentages.

• Utilize standard office equipment and computer software and learn to use specialized Santa Cruz

METRO software if assigned.

• Communicate clearly and effectively in both oral and written form.

• Establish and maintain effective working relationships within the department and with other

divisions, departments, agencies, suppliers, vendors, and the public.

MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training, and Experience: 

Five (5) years of progressively responsible experience in heavy-duty equipment and/or alternative fuel 
mechanic repair work, rebuilding heavy-duty engines, and related components. 

AND 

Three (3) years of supervisory or lead experience 

Two (2) years course work from an accredited college in business, transit management, hazardous 
materials technology, industrial technology, and/or behavioral science is desirable. 

LICENSES AND CERTIFICATES: 

A valid California Driver’s License will be required at the time of appointment and throughout 
employment.  

Must be able to obtain and maintain a current, valid California Class “B” Driver’s License with “P” 
Passenger endorsement. 
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SPECIAL REQUIREMENTS: 

• Driving record will be reviewed as part of the application process.

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands 

While performing the duties of this job, the employee is regularly required to sit, walk and stand; reach, 
twist, turn, kneel, bend, squat and stoop; talk and hear; use hands to grasp, manipulate, handle, feel or 
operate objects, tools or controls; reach with hands and arms; and perform repetitive movements of 
hands or wrists. The employee is regularly required to bend and twist at the neck, reach with hands and 
arms.  Occasional overhead reaching and lifting up to 80 pounds aided is required.  Specific visual abilities 
required for this job include close vision, distance vision, the ability to see colors and shades, and the 
ability to perceive depth.  

Mental Demands  
While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; analyzes and solves problems; uses math and 
mathematical reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with 
others encountered in the course of work. 

Work Environment: 

The employee works in a shop or outdoor environment where the noise level is usually loud.  The 
employee may be exposed to inclement weather, fumes, dust, grease, air contaminants, and hazardous 
materials and chemicals during the course of work. May work in the field when needed.   

OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass a requisite background check.

• Required to be able to respond to emergency situations seven days per week, 24 hours per day.

• Required to work a variety of shifts, which may include weekdays or weekends; and day, swing
and/or graveyard shifts.

• This position is considered a safety sensitive position and requires participation in Santa Cruz
METRO’s drug and alcohol testing program.

• This position requires the use of personal protective equipment (PPE) based on the tasks assigned;
safety shoes are required at all times.

• May occasionally work extended hours or hours outside of regular schedule.

*Adopted: 12-11-18 
*BOD Approved: 00-00-00 
*Revised: 00-00-00 
*Job Family: Maintenance 
*Job Series: Maintenance 
*Job Series Level: Supervisor 
*Confidential: No 

9-15B.102



        
HUMAN RESOURCES DEPARTMENT 

Santa Cruz METRO 
 

  1  Grants/Legislative Analyst 

 

 
 

Class Code: P0207 
       FLSA Status: Non-exempt 

 
Grants/Legislative Analyst 

Bargaining Unit: SEA 
 

DEFINITION: 

Under direction, a Grants/Legislative Analyst performs professional administrative work related to 
developing, preparing, and monitoring Federal, State, and local grant applications and programs; 
ensures contract compliance related to grant projects; provides financial controls of grant-funded 
activities; performs legislative analysis and advocates legislative action; performs data analysis and 
comprehensive studies of policy issues; performs planning and programming activities; performs related 
work as required. 
 
DISTINGUISHING CHARACTERISTICS: 

Grants/Legislative Analyst is a journey-level professional analyst class in the series.  An incumbent in this 
class performs tasks requiring in-depth knowledge and interpretation of grant administration and 
legislative policy, laws, regulations, and policies as well as the application of complex analytical thinking 
and methodologies to investigate and resolve difficult issues.    
 

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Administers policies and procedures in accordance with State, Federal, and organizational 
guidelines.  

• Identifies and researches potential funding sources and strategies for Santa Cruz METRO projects 
and programs.  

• Administers grants from application to approval and subsequent reporting to the funding agency; 
prepares grant amendments, funding allocation requests, budget revisions, and requests for grant 
extensions; informs department managers and staff of regulations, requirements, procedures, 
and guidelines of programs to ensure compliance. 

• Develops grant oversight plans, objectives, and strategies; determines appropriate 
implementation and monitors progress.   

• Develops and maintains best practices related to the fiscal management of grants. 

• Prepares project descriptions, justifications and other reports or documents to satisfy grant 
requirements; meets with and acts as a liaison to staff and officials at the Federal, State, and local 
levels to expedite the review and approval of grants; coordinates public hearing processes for 
grant programs.  

• Develops and prepares grant applications and claims for agencies that are sub-recipients of grant 
funds from Santa Cruz METRO; trains staff of sub-recipients regarding grant procedures and 
requirements; reviews submittals from sub-recipients and determines compliance with grant 
requirements.  
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• Assists in planning, developing, preparing and implementing capital project outlines, timetables,
descriptions, and budgets; provides financial forecasts for grant programs; performs research,
collects data, and prepares reports for planning, administrative, and financial purposes.

• Prepares transit planning and forecasting documents and assists in the preparation of the Short-
Range Transit Plan.

• Provides grant-specific training and support to the department.

• Researches, monitors, and reviews legislation, laws, rules, and regulations to ensure Santa Cruz
METRO compliance and recommend appropriate action.

• Oversees and coordinates the department’s legislative agenda and works with management for
input and needs.

• Represents Santa Cruz METRO in legislative and intergovernmental activities with Federal, State,
and local agencies; reviews, analyzes, and prepares bill summaries and makes recommendations
on legislative proposals and bills; interprets policy and makes recommendations for compliance;
contacts legislative representatives to ensure Santa Cruz METRO’s interests are represented.

• Develops and maintains a tracking system for monitoring approved and adopted legislation,
policies and procedures.

• Analyzes and evaluates policy issues to identify and assess the impact of policy options and
legislation on department programs and services.

• Maintains and provides clear, concise and accurate written reviews of pending, proposed, and
current legislation potentially affecting department operations.

• Identifies issues, trends, and problems of significance through legislative, governmental, cultural,
and media analysis.

• Provides information to employees and the public.

• Operates standard office equipment; utilizes standard business computer software in performing
job tasks.

• May utilize specialized Santa Cruz METRO software.

• Drive a Santa Cruz METRO vehicle to perform assignments.

• Performs related work as required

EMPLOYMENT STANDARDS: 

Knowledge of: 

• Laws and regulations applicable to grant administration and Federal, State, and local funding
practices and procedures.

• Federal, State, and local legislative processes.

• Principles and practices of public administration, budgeting, accounting, financial planning and
analysis, operations research, and evaluation.

• The legislative process.

• Analytical methods of researching, gathering, organizing, and reporting data, including basic
statistical analysis.

• Modern office practices, procedures and equipment, including automated information systems.

• Business correspondence, formatting, and report writing.

• Methods of prioritizing, planning, and organizing complex projects and analytical work.

• Advanced time management techniques.

• Advanced customer service techniques.
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• Intermediate mathematics, including percentages and intermediate statistics.  

• The effective use of modern office equipment, personal computers, and standard business 
software.   

 

Ability to:  

• Analyze, interpret, explain, implement and enforce relevant policies, regulations and 
requirements.  

• Define complex problems and develop solutions using analytical techniques.  

• Understand implications of new information for current and future problem-solving and decision-
making. 

• Use logic and reasoning to identify strengths and weaknesses of proposals, alternatives, and 
conclusions, and to determine policy compliance of proposals. 

• Identify issues for legal review. 

• Plan, organize and/or prepare research and analytical studies including complex, multi-phased 
projects and programs.  

• Research, collect, analyze, and interpret data and prepare comprehensive reports of findings and 
recommendations.   

• Establish and maintain complex records and systems requiring confidentiality and security.  

• Provide effective and responsive customer service, including in stressful situations.  

• Negotiate solutions to difficult issues.  

• Work independently using good judgment, tact, and discretion.  

• Adhere to established work schedules and timelines.  

• Balance multiple assignments simultaneously and effectively.  

• Utilize standard office equipment and computer software and learn to use specialized Santa Cruz 
METRO software if assigned.  

• Communicate clearly and effectively in both oral and written form. 

• Establish and maintain effective working relationships within the department and with other 
divisions, departments, agencies, suppliers, vendors, and the public.   

 
MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training, and Experience: 

Bachelor’s degree from an accredited college or university in planning, political science, economics, 

public administration, or a related field.  

 

AND 

 

Four (4) years of professional experience in a transportation agency that included grant writing, planning, 

governmental relations, legislative affairs, research, and analysis.   

Master’s degree is desirable. 
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LICENSES AND CERTIFICATES: 

A valid California Driver’s License will be required at the time of appointment and throughout 
employment. 

Must be able to obtain and maintain a current, valid California Class “C” Driver’s License. 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands 

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear, and use a keyboard. Work often requires 
stooping at the waist and the repetitive use of both hands to grasp and feel objects. Work may require 
lifting up to 20 pounds unaided.  Specific visual abilities required for this job include close vision, distance 
vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands 

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; analyzes and solves problems; uses math and 
mathematical reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with 
others encountered in the course of work. 

Work Environment: 

The employee typically works in a standard office environment where the noise level is usually moderate. 

OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass a requisite background check.

• Must participate in professional development activities.

• May occasionally work extended hours or hours outside of the regular schedule.

• May require occasional travel.

*Adopted: 12-11-18 
*BOD Approved: 00-00-00 
*Revised: 00-00-00 
*Job Family: Administrative Professional 
*Job Series: Grants 
*Job Series Level: Journey 
*Confidential: No 
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Class Code: AS111 
FLSA Status: Non-exempt 

Human Resources Clerk 
Bargaining Unit: SEA 

DEFINITION: 

Under general supervision, a Human Resources Clerk performs clerical duties to support Human 
Resources (HR) Department functions and processes; assists higher level staff with administrative tasks 
related to recruitment, benefits, workers’ compensation, or other human resources functions; maintains 
detailed records of computerized and hard copy files; gathers and compiles data for statistical or 
financial reports; provides information to employees and the public as authorized; types, files, and 
performs general office work; and performs related work as required. 

DISTINGUISHING CHARACTERISTICS: 

Human Resources Clerk is a journey-level clerical class in the series.  An incumbent in this class performs 
clerical human resources support tasks of average difficulty that require some knowledge and application 
of HR policies, practices, and procedures. This class may be distinguished from the higher level class of 
Human Resources Specialist because an incumbent in the latter class performs advanced level clerical 
duties related to workers’ compensation administration and/or other specialized HR functions.    

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Performs data entry to update and maintain the computerized METRO Human Resources
Information System (HRIS); maintains information related to personnel actions such as change of
status, hours worked, performance reviews, step advancements, and other human resources
activities.

• Prepares employee identification cards; distributes bus passes and annual bus stickers; maintains
related records and files.

• Receives and processes routine financial documents, including invoices and bills; prepares
payment authorizations, requisitions, and check requests; maintains and orders supplies.

• Compiles and prepares data for statistical reports, including EEO and salary surveys.

• Schedules and coordinates interviews; prepares interview packets.

• Maintains and updates mailing lists.

• Composes and/or types various department memos, letters, reports, statistical data, and
correspondence as directed.

• Performs telephone employment verifications.

• Maintains and updates personnel and/or benefit files by inserting and extracting information;
handles confidential materials, records, files and other privileged information.

• Answers telephones, greets visitors, and provides information to employees and the public.

• Operates standard office equipment; utilizes standard business computer software in performing
job tasks.

• May utilize specialized Santa Cruz METRO software.

• Drive a Santa Cruz METRO vehicle to perform assignments.

• Performs related work as required
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• May coordinate employee medical exams and assist with employee orientations.

• May verify applicant identity and employment eligibility by gathering and reviewing
documentation.

EMPLOYMENT STANDARDS: 

Knowledge of: 

• Modern office practices, procedures and equipment.

• Basic clerical processes pertaining to accounting, purchasing and data maintenance.

• Basic methods of maintaining information in computerized or hard copy files.

• Basic clerical methods of researching, gathering, organizing and reporting data.

• Basic methods of prioritizing, planning and organizing work.

• Basic time management techniques.

• Basic clerical customer service techniques.

• Basic mathematics, including percentages and basic statistics.

• Telephone techniques and etiquette.

• The effective use of modern office equipment, personal computers, and standard business

software.

Ability to: 

• Follow oral and written instructions accurately.

• Maintain confidentiality of materials, records, files and other privileged information using tact

and discretion.

• Maintain detailed records and control systems with accuracy and attention to detail.

• Input data into a computerized database.

• Type finished copy from rough draft or machine transcription.

• Adhere to established work schedules and timelines.

• Maintain a calm demeanor in stressful situations.

• Type at a corrected rate of 40 words per minute from clear copy.

• Work independently using good judgment, tact, and discretion.

• Balance multiple assignments simultaneously and effectively.

• Utilize standard office equipment and computer software and learn to use specialized METRO

software if assigned.

• Communicate clearly and effectively in both oral and written form.

• Establish and maintain effective working relationships within the department and with other

divisions, departments, agencies, suppliers, vendors, and the public.
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MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training, and Experience: 

One (1) year of progressively responsible clerical experience requiring the operation of personal 
computers, database systems, typing and maintaining detailed recordkeeping systems.   
 
LICENSES AND CERTIFICATES: 

A valid California Driver’s License will be required at the time of appointment and throughout 
employment. 
 
Must be able to obtain and maintain a current, valid California Class “C” Driver’s License. 
 
PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear, and use a keyboard.  Work often requires 
stooping at the waist and the repetitive use of both hands to grasp and feel objects and.  Work may 
require lifting up to 20 pounds unaided.   Specific visual abilities required for this job include close vision, 
distance vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; uses math and mathematical 
reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with others 
encountered in the course of work. 

Work Environment:  

The employee typically works in a standard office environment where the noise level is moderate. 
 
OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass requisite a background check. 

• Must maintain strict confidentiality of work-related information.  

• May occasionally work extended hours or hours outside of the regular schedule. 
 
*Adopted:  12-11-18  
*BOD Approved:  00-00-00  
*Revised:  00-00-00 
*Job Family:   Administrative Clerical 
*Job Series:  HR Clerical 
*Job Series Level:  Journey 
*Confidential:  Yes 
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Class Code: AS112 

FLSA Status: Non-exempt 

Human Resources Specialist 
Bargaining Unit: SEA 

DEFINITION: 

Under general supervision, a Human Resources Specialist performs advanced clerical duties to support 
one or more specialized Human Resources (HR) Department functions and processes; reviews and 
processes workers’ compensation claims and reports and assists with the administration of the workers’ 
compensation program; serves as a liaison to insurance carriers, claims representatives, contractors and 
others; assists higher level staff with administrative tasks involving recruitment, benefits, or other HR 
functions; performs related work as required. 

DISTINGUISHING CHARACTERISTICS: 

Human Resources Specialist is an advanced level clerical class in the series.  An incumbent in this class 
performs clerical human resources support tasks of above average difficulty that require substantial 
knowledge and application of specialized human resources policies, practices, and procedures.  This class 
may be distinguished from the lower level class of Human Resources Clerk because an incumbent in the 
latter class performs journey level clerical duties.  It can also be distinguished from the higher level class 
of Human Resources Technician because an incumbent in the latter class performs journey-level human 
resources technical duties.    

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Reviews and processes workers’ compensation claim forms and related documents; may train
Santa Cruz METRO employees on proper completion of injury reports and related documents.

• Assists in monitoring workers’ compensation cases from inception to final disposition; prepares
and maintains workers’ compensation logs, posters, reports, notices and related records and
materials; assists management in maintaining regulatory compliance in the workers’
compensation program.

• Acts as liaison with other Santa Cruz METRO departments, the workers’ compensation claims
administrator, insurance carriers, contractors, and others; assists in preparing proposals, bid
specifications and other technical documents.

• Assists in the development and maintenance of automated databases for workers’ compensation
claims; runs queries to compile data and prepares requested reports.

• Assists in the preparation of the workers’ compensation budget and/or other departmental
budgets; monitors claim payments and other administrative expenses; audits, reviews, corrects
and prepares statements from workers’ compensation contractors and providers.

• Provides information to supervisors and employees regarding workers’ compensation; monitors
employee absences for potential impact on benefits.

• Performs data entry to update and maintain the computerized Santa Cruz METRO Human
Resources Information System (HRIS); maintains information related to personnel actions such as
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change of status, hours worked, performance reviews, step advancements, and other HR 
activities.  

• Assists in conducting recruitment and testing activities; responds to inquiries regarding job
openings and recruitment status; assists in maintaining employee benefit records as needed.

• Maintains confidential materials, records, files and other privileged information.

• Monitors departmental expenditures; prepares payment authorizations.

• Initiates, composes and/or types various department memos, letters, reports, statistical data, and
other narrative documents; writes, updates and maintains department procedure manuals.

• Answers telephones, greets visitors, and provides information to employees and the public.

• Operates standard office equipment; utilizes standard business computer software in performing
job tasks.

• May utilize specialized Santa Cruz METRO software.

• Drive a Santa Cruz METRO vehicle to perform assignments.

• Performs related work as required

EMPLOYMENT STANDARDS: 

Knowledge of: 

• Modern office practices, procedures, and equipment.

• General laws, regulations, procedures, and practices pertaining to workers’ compensation claims
processing as well as other specialized human resources activities.

• Clerical processes pertaining to accounting, purchasing, and data maintenance.

• Business correspondence, formatting, and report writing.

• Methods of maintaining information in computerized or hard copy files.

• Clerical methods of researching, gathering, organizing, and reporting data.

• Methods of prioritizing, planning, and organizing work.

• Time management techniques.

• Clerical customer service techniques.

• Basic mathematics, including percentages and basic statistics.

• Telephone techniques and etiquette.

• The effective use of modern office equipment, personal computers, and standard business
software.

Ability to: 

• Follow oral and written instructions accurately.

• Interpret, explain and apply human resources policies, procedures and regulations.

• Maintain confidentiality of materials, records, files, and other privileged information using tact
and discretion.

• Gather, record, and summarize data in a variety of formats.

• Maintain records and control systems with accuracy and attention to detail.

• Input data into a computerized database.

• Type finished copy from rough draft or machine transcription.

• Lead and motivate subordinate staff.

• Adhere to established work schedules and timelines.

• Maintain a calm demeanor in stressful situations.

• Type at a corrected rate of 50 words per minute from clear copy.
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• Work independently using good judgment, tact, and discretion.

• Balance multiple assignments simultaneously and effectively.

• Utilize standard office equipment and computer software and learn to use specialized Santa Cruz
METRO software if assigned.

• Communicate clearly and effectively in both oral and written form.

• Establish and maintain effective working relationships within the department and with other
divisions, departments, agencies, suppliers, vendors, and the public.

MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training, and Experience: 

Two (2) years of course work in organizational development from an accredited college 

AND 

Four (4) years of progressively responsible clerical experience requiring the operation of personal 
computers, database systems, typing and maintaining detailed recordkeeping systems.  

Experience must also have included at least two (2) years in a centralized human resources organization. 

SHRM certification a plus. 

Experience reviewing and processing workers’ compensation claims is desirable. 

LICENSES AND CERTIFICATES: 

A valid California Driver’s License will be required at the time of appointment and throughout 
employment. 

Must be able to obtain and maintain a current, valid California Class “C” Driver’s License. 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands 

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear, and use a keyboard.  Work often requires 
stooping at the waist and the repetitive use of both hands to grasp and feel objects and.  Work may 
require lifting up to 20 pounds unaided.  Specific visual abilities required for this job include close vision, 
distance vision, the ability to see colors and shades, and the ability to perceive depth.  
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Mental Demands 

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; uses math and mathematical 
reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with others 
encountered in the course of work. 

Work Environment: 

The employee typically works in a standard office environment where the noise level is moderate. 

OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass a requisite background check.

• Must maintain strict confidentiality of work related information.

• May occasionally work extended hours or hours outside of the regular schedule.

*Adopted: 12-11-18 
*BOD Approved: 00-00-00 
*Revised: 00-00-00 
*Job Family: Administrative Clerical 
*Job Series: HR Clerical 
*Job Series Level: Advanced 
*Confidential: Yes 
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Class Code: PP105 

FLSA Status: Non-exempt 

Human Resources Technician 
Bargaining Unit: SEA 

DEFINITION: 

Under direction, a Human Resources Technician performs technical administrative duties to support 
Human Resources (HR) Department functions and processes; coordinates, organizes, and conducts 
technical recruitment activities; coordinates onboarding processes for new employees; schedules and 
conducts new employee orientations; maintains confidential employee records; performs related work 
as required. 

DISTINGUISHING CHARACTERISTICS: 

Human Resources Technician is the journey-level class in the series.  An incumbent in this class performs 
tasks that require interpretation and application of specialized HR policies to ensure that assigned 
activities comply with various legal, regulatory, policy and other requirements. This class may be 
distinguished from the lower level class of Human Resources Specialist because an incumbent in the latter 
class performs advanced clerical duties.  It can also be distinguished from the higher level class of Principle 
Human Resources Generalist because an incumbent in the latter class performs advanced level 
professional human resources work. 

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Coordinates, organizes, and conducts technical recruitment activities following established
procedures.

• Processes position requisitions; assembles job fliers; drafts advertisements and promotional
materials; coordinates the production and distribution of job announcements and the placement
of job posting advertisements.

• Receives and screens applications for minimum qualifications; prepares and organizes
applications for management review; coordinates testing processes by scheduling proctors and
arranging interview panels; tabulates applicant scores and prepares eligibility lists.

• Assists hiring departments by arranging selection interviews and communicating with applicants;
as authorized, sends offers of employment and schedules pre-employment drug screening,
fingerprinting and medical examinations; coordinates new employee onboarding processes.

• Schedules new employee orientation and prepares hiring packets; conducts orientation
presentations as assigned.

• Coordinates recruitment and hiring of temporary help through outside employment agencies.

• May assists with benefits administration by reviewing payroll reports for errors; verifies that
proper health and life insurance deductions have been taken; notifies employees of errors and
monies owed; creates payroll deduction forms for payroll; collects checks and provides to Finance.

• May perform technical duties related to other HR activities such as workers’ compensation,
benefits, and leave administration; may assist with classification and compensation studies and
surveys; may respond to employment verification inquiries.
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• Updates and maintains information in the computerized METRO Human Resources Information
System (HRIS); may assist in processing personnel actions to adjust job status, hours worked,
performance reviews, step advancements, and other changes; conducts HRIS queries and
prepares regular and periodic reports for management as requested; maintains various logs and
lists.

• Performs technical research and prepares summaries of findings; initiates, composes and/or types
various department memos, letters, reports, statistical data, and other narrative documents;
writes, updates, and maintains department procedures and procedure manuals.

• Coordinates and/or participates in job fairs and other recruitment outreach activities.

• Maintains confidential materials, records, files and other privileged information.

• May monitor departmental expenditures; may prepare payment authorizations.

• Provides information to employees and the public.

• Operates standard office equipment; utilizes standard business computer software in performing
job tasks.

• May utilize specialized Santa Cruz METRO software.

• Drive a Santa Cruz METRO vehicle to perform assignments.

• Performs related work as required

EMPLOYMENT STANDARDS: 

Knowledge of: 

• Technical principles, practices and procedures common to public employment, including
recruitment, testing and selection.

• Basic laws and regulations applicable to public personnel management, including equal
employment opportunity and merit-based selection.

• Modern office practices, procedures and equipment, including automated human resources
information systems.

• Technical processes pertaining to accounting, purchasing, and data maintenance.

• Business correspondence, formatting, and report writing.

• Technical methods of researching, gathering, organizing, and reporting data.

• Methods of prioritizing, planning, and organizing work.

• Principles and practices of employee supervision, including performance evaluation and
progressive discipline.

• Advanced time management techniques.

• Customer service techniques.

• Intermediate mathematics, including percentages and intermediate statistics.

• Advanced telephone techniques and etiquette.

• The effective use of modern office equipment, personal computers, and standard business
software.

Ability to: 

• Evaluate, interpret, and apply human resources policies, regulations and requirements as they
apply to technical employment-related activities.

• Coordinate and perform technical human resources activities in a manner that complies with
applicable laws, regulations and policies.

• Work independently using good judgment, tact, and discretion.

• Review and screen documents for minimum qualifications or other requirements.
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• Maintain confidentiality of materials, records, files, and other privileged information using tact
and discretion.

• Interpret, explain, and apply human resources policies, procedures, and regulations.

• Gather, record, and summarize data in a variety of formats.

• Maintain records and control systems with accuracy and attention to detail.

• Adhere to established work schedules and timelines.

• Maintain a calm demeanor in stressful situations.

• Balance multiple assignments simultaneously and effectively.

• Utilize standard office equipment and computer software and learn to use specialized METRO
software if assigned.

• Communicate clearly and effectively in both oral and written form.

• Establish and maintain effective working relationships within the department and with other
divisions, departments, agencies, suppliers, vendors, and the public.

MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training, and Experience: 

Two (2) years course work in organizational development from an accredited college in human resources 
management, industrial relations, public administration, business administration, or a related field. 

AND 

Two (2) years of progressively responsible clerical experience in a centralized human resources 
organization.   

SHRM certification a plus. 

Experience in a public agency is desirable. 

Experience performing employee recruitment activities is desirable.  

LICENSES AND CERTIFICATES: 

A valid California Driver’s License will be required at the time of appointment and throughout 
employment. 

Must be able to obtain and maintain a current, valid California Class “C” Driver’s License. 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 
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Physical Demands 

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear, and use a keyboard.  Work often requires 
stooping at the waist and the repetitive use of both hands to grasp and feel objects and.  Work may 
require lifting up to 20 pounds unaided.   Specific visual abilities required for this job include close vision, 
distance vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands 

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; uses math and mathematical 
reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with others 
encountered in the course of work. 

Work Environment: 

The employee typically works in a standard office environment where the noise level is moderate. 

OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass a requisite background check.

• Must maintain strict confidentiality of work-related information.

• May occasionally work extended hours or hours outside of the regular schedule.

*Adopted: 12-11-18 
*BOD Approved: 00-00-00 
*Revised: 00-00-00 
*Job Family: Administrative Technical 
*Job Series: HR Technical 
*Job Series Level: Journey 
*Confidential: Yes 
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Class Code: T0101 
       FLSA Status: Non-exempt 

Information Technology Support Analyst I  
Bargaining Unit: SEA 

 
DEFINITION: 

Under general supervision, an Information Technology Support Analyst I performs a limited range of 
technical computer support work while learning to perform the full scope of journey-level work; performs 
system backups; resolves user’s technical support questions; receives, tests, and installs networked and 
personal computers and related equipment; performs maintenance, troubleshooting, and repair on 
computer hardware and routine user issues; and performs related work as required. 
 
DISTINGUISHING CHARACTERISTICS: 

Information Technology Support Analyst I is the first working-level class in the series.  An incumbent in 
this class performs a limited range of hardware and software maintenance and user support tasks.  This 
class is distinguished from the higher level class of Information Technology Technician II because an 
incumbent in the latter class performs the full-range of journey-level work. 
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Provides routine user support utilizing an established tracking system for help desk requests; 
responds to inquiries through the tracking system and over the phone; monitors and tracks 
problems and their resolution; identifies patterns of failure and applies knowledge of computer 
software and hardware procedures to implement solutions and diagnostic procedures.  

• Performs routine system backup operations; performs the more routine installation, repair, and 
maintenance work on computers, printers, network hardware, switches, routers, and cabling; 
troubleshoots routine hardware problems and replaces failed components; installs technology 
systems and equipment in a proper and safe manner. 

• Assists in developing and writing user procedure manuals; teaches basic system operational 
procedures such as login and e-mail access; assists in configuring basic user environments to meet 
individual needs.  

• Assists with inventory control of computer parts.  

• Participates in assembling and testing new systems; assists with unloading, asset tagging, 
documenting and installing new computer equipment and removing, storing, and disposing of 
obsolete computer equipment.  

• Assists with installing new application software as well as system hardware and software 
upgrades.  

• Learns to perform user-level administration of Windows Active Directory (AD) and Exchange. 

• Assists in monitoring Windows servers, NIX  operating systems, and networks; performs routine 
configuration maintenance; troubleshoots routine operation and configuration issues and tests 
system stability; performs reset, recovery and backup procedures. 

• Assists third party vendors with installations, upgrades, and application maintenance; helps with 
application troubleshooting, diagnostics, communication, and resolution. 

• Assists with minor procedures and related administrative tasks. 
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• Creates, changes, maintains, data in ITS systems, including installation, configuration, 
troubleshoot, data creation, builds images, and deployment. 

• Assists with maintaining, monitoring, and supporting transit ticketing systems, including 
hardware, installations, upgrades, equipment, and applications. 

• Operates standard office equipment; utilizes computer software in performing job tasks.  

• Drive a Santa Cruz METRO vehicle to perform assignments. 

• Performs related work as required. 
 

EMPLOYMENT STANDARDS: 

Knowledge of: 

• Workplace safety issues related to the use of computers. 

• Basic Microsoft Windows  

• Basic TCP/IP and networking 

• Basic Microsoft Office application software, including Word and Excel. 

• Basic knowledge of NIX operating systems. 

• Basic computer and networking hardware 

• Basic remote access technologies. 

• Basic anti-virus technologies. 

• Basic security protocols. 

• Workplace safety issues related to the use of computers 

• Basic mathematics, including percentages and basic statistics. 
• The effective use of modern office equipment, personal computers, and standard business 

software.  
 

Ability to: 

• Clearly and effectively present technical information to both technical and non-technical users. 

• Read and interpret technical manuals, procedures, and instructions. 

• Troubleshoot and diagnose basic system and application problems in order to maintain system 

operation. 

• Adhere to established work schedules and timelines. 

• Balance multiple assignments simultaneously and effectively. 

• Utilize standard office equipment and computer software and learn to use specialized Santa Cruz 
METRO software if assigned. 

• Communicate clearly and effectively in both oral and written form. 

• Establish and maintain effective working relationships within the department and with other 
divisions, departments, agencies, suppliers, vendors, and the public. 

• Install computer hardware and software 

• Provide helpdesk support for desktop application 

• Utilize helpdesk tracking systems 

• Work with users and co-workers on one-on-one or small group informal bases to demonstrate 
application and or business processes. 
  

MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 

abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  
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Education, Training, and Experience: 

 One (1) year certification of proficiency from an accredited college in computer science. 
  

AND /OR 
  
Two (2) years of technical computer support experience.   
 
Experience providing customer support using a help desk ticket tracking system is desirable. 
 

LICENSES AND CERTIFICATES: 

A valid California Driver’s License will be required at the time of appointment and throughout 
employment. 
 
Must be able to obtain and maintain a current, valid California Class “C” Driver’s License. 
 
PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear, and use a keyboard. Work often requires 
stooping at the waist and the repetitive use of both hands to grasp and feel objects. Work may require 
lifting up to 20 pounds unaided.  Specific visual abilities required for this job include close vision, distance 
vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; uses math and mathematical 
reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with others 
encountered in the course of work. 

Work Environment:  

The employee typically works in a standard office environment where the noise level is moderate. 
 
OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass a requisite background check. 

• May occasionally work extended hours or hours outside of regular the schedule.  
 
 
 
*Adopted:  12-11-18  
*BOD Approved:  00-00-00  
*Revised:  00-00-00 
*Job Family:   Information Technology Technical 
*Job Series:  Information Technology Support Analyst 
*Job Series Level:  Entry/First working 
*Confidential:  No 
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  1  Information Technology Support Analyst II 

 

 
 

Class Code: T0102 
       FLSA Status: Non-exempt 

 

Information Technology Support Analyst II 
Bargaining Unit: SEA 

 
DEFINITION: 

Under general supervision, an Information Technology Support Analyst II performs journey-level technical 
computer support work; performs system backups; resolves user’s technical support questions; receives, 
tests and installs networked and personal computers and related equipment; performs maintenance, 
troubleshooting, and repair on computer hardware and routine user issues; and performs related work as 

required. 
 
DISTINGUISHING CHARACTERISTICS: 

Information Technology Support Analyst II is the journey level class in the series.  An incumbent in this 
class provides user technical support as well as hardware and software maintenance of a routine nature.  
This class is distinguished from the lower level class of Information Technology Support Analyst I because 
an incumbent in the latter class performs a limited range of technical support duties while learning to 
perform the full range of journey-level work. 
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Provides user support utilizing an established tracking system for help desk requests; responds to 
inquiries through the tracking system and over the phone; monitors and tracks problems and their 
resolution; identifies patterns of failure and applies knowledge of computer software and 
hardware procedures to implement solutions and diagnostic procedures.  

• Installs, repairs, and maintains computers, printers, network hardware, switches, routers, and 
cabling; troubleshoots routine hardware problems and replaces failed components; installs 
technology systems and equipment in a proper and safe manner. 

• Assists in developing and writing user procedure manuals; teaches basic system operational 
procedures such as login and e-mail access; assists in configuring basic user environments to meet 
individual needs.  

• Coordinates inventory control of computer parts; maintains supplies inventory.  

• Participates in the assembly and testing of new systems; coordinates the unloading, asset tagging, 
documentation and installation of new computer equipment and the removal, storage, and 
disposition of obsolete computer equipment.  

• Installs new application software as well as system hardware and software upgrades.  

• Performs user-level administration of Windows Active Directory (AD) and Exchange; creates, 
maintains, monitors and troubleshoots user accounts, logins, email, and security; sets access 
security. 

• Assists in building and monitoring Windows servers, NIX operating systems, and networks; 
performs routine configuration maintenance; troubleshoots routine operation and configuration 
issues and tests system stability; performs reset, recovery and backup procedures. 
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• Assists third party vendors with installations, upgrades, and application maintenance; helps with
application troubleshooting, diagnostics, communication, and resolution.

• Maintains, monitors, and supports transit ticketing systems including hardware, installations,
upgrades, equipment, and applications.

• Operates standard office equipment; utilizes computer software in performing job tasks.

• Drive a Santa Cruz METRO vehicle to perform assignments.

• Performs related work as required.

• Assists with minor procurements and related administrative tasks

• Creates, changes, maintains Data in ITS systems, including installations, configurations,
troubleshoot, data creation, building images, and deployment.

EMPLOYMENT STANDARDS: 

Knowledge of: 

• Microsoft Windows

• Basic TCP/IP Networking Microsoft Office application software, including Word and Excel.

• Basic knowledge of NIX operating systems.

• Current computer and networking hardware.

• Workplace safety issues related to the use of computers.

• Remote access technologies.

• Anti-virus technologies.

• Security protocols.

• Basic mathematics, including percentages and basic statistics.

• The effective use of modern office equipment, personal computers, and standard business

software

Ability to: 

• Clearly and effectively present technical information to both technical and non-technical users.

• Read and interpret technical manuals, procedures, and instructions.

• Troubleshoot and diagnose basic system and application problems in order to maintain system

operation.

• Adhere to established work schedules and timelines.

• Balance multiple assignments simultaneously and effectively.

• Utilize standard office equipment and computer software and learn to use specialized Santa Cruz
METRO software if assigned.

• Communicate clearly and effectively in both oral and written form.

• Install computer hardware, software, and upgrades

• Provide helpdesk support for desktop applications.

• Utilize helpdesk ticketing systems

• Work with users and co-workers on a one-on-one or small group informal basis to demonstrate
applications and/or business processes

• Establish and maintain effective working relationships within the department and with other
divisions, departments, agencies, suppliers, vendors, and the public.
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MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training, and Experience: 

Two (2) years course work from an accredited college in computer science. 

AND/OR 

Four (4) years of technical computer support experience. 

Experience must have included at least two (2) years providing customer support using a help desk ticket 
tracking system. 

LICENSES AND CERTIFICATES: 

A valid California Driver’s License will be required at the time of appointment and throughout 
employment. 

Must be able to obtain and maintain a current, valid California Class “C” Driver’s License. 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands 

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear, and use a keyboard. Work often requires 
stooping at the waist and the repetitive use of both hands to grasp and feel objects. Work may require 
lifting up to 20 pounds unaided.  Specific visual abilities required for this job include close vision, distance 
vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands 

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; uses math and mathematical 
reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with others 
encountered in the course of work. 

Work Environment: 

The employee typically works in a standard office environment where the noise level is moderate. 

OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass a requisite background check.

• May occasionally work extended hours or hours outside of regular the schedule.
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*Adopted: 12-11-18 
*BOD Approved: 00-00-00 
*Revised: 00-00-00 
*Job Family: Information Technology Technical 
*Job Series: Information Technology Support Analyst 
*Job Series Level: Journey 
*Confidential: No 
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Class Code: SM101 
FLSA Status: Non-exempt 

Lead Custodial Service Worker 
Bargaining Unit: SEA 

DEFINITION: 

Under general supervision, a Lead Custodial Service Worker performs lead work as well as janitorial and 
related tasks at Santa Cruz METRO facilities; ensures that facility interiors and exteriors are clean and 
orderly; performs minor building maintenance duties; and performs related work as required. 

DISTINGUISHING CHARACTERISTICS: 

Lead Custodial Service Worker is the advanced-lead level class in the series.  An incumbent in this class 

leads and performs janitorial and routine facility maintenance duties necessary to maintain clean, 

sanitary, and safe conditions in various Santa Cruz METRO facilities.  This class is distinguished from the 

lower-level class of Custodial Service Worker because an incumbent in the latter class performs journey-

level custodial duties and does not have formal lead-worker responsibilities.  This class is distinguished 

from the higher-level class of Custodial Supervisor because an incumbent in the latter class supervises the 

work of subordinate custodial staff and is also responsible for ensuring the availability of materials, 

supplies, and equipment.  

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Serves as a lead worker over subordinate Custodial Service Workers by prioritizing, assigning, and
monitoring work and providing training as needed; may provide input on performance
evaluations.

• Inspects Santa Cruz METRO facilities to ensure compliance with standards of cleanliness and

maintenance and verify appropriate health and safety conditions; inspects equipment and tools

to ensure proper maintenance and operating condition; documents inspection findings; advises

staff of needed corrections.

• Performs routine inspections of heating and ventilating systems; conducts routine
troubleshooting and/or repair of fans, motors, and other facility equipment; may perform routine
repairs on janitorial equipment, tools, and machinery; may perform minor plumbing, painting,
grounds or related facility maintenance and repairs as needed.

• Identifies maintenance and repair work requiring the assistance of higher-level staff, and reports

the situation to the supervisor in a timely manner.

• Responds quickly to reports of safety, sanitary and fire hazards; ensures immediate hazards are
addressed appropriately and that repairs/corrections are scheduled/completed.

• Respond to customer complaints if appropriate or refer to a supervisor.

• Places orders and maintains inventory of cleaning and maintenance supplies.

• Coordinates the preparation of facilities for meetings and events as assigned; leads and
participates in special cleaning activities as well as setting up, moving and/or arranging furniture
or equipment.
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• Conducts safety checks by checking for locked doors, temperature readings for heating and air 
conditioning, and on/off switches for machines. 

• Ensures safe usage of chemical cleaning materials in compliance with Santa Cruz METRO policies 

and procedures and in compliance with Cal-OSHA regulations. 

• Performs the duties of a Custodial Service Worker as required. 

• Operates standard office equipment including a computer, utilizes computer software in 
performing job tasks.   

• Performs related work as required 
 

 
EMPLOYMENT STANDARDS: 

Knowledge of: 

• Principles and practices of employee leadership, including ways to motivate staff and maximize 
productivity. 

• Acceptable standards for the cleaning and routine maintenance of public facilities. 

• Applicable laws, regulations, policies, procedures, and general safety practices related to janitorial 
work. 

• Standard and specialized equipment, parts, tools, and supplies required for commercial janitorial 
work. 

• Operation of janitorial equipment such as buffers, carpet cleaners, floor strippers, and other 
cleaning equipment. 

• Commercial cleaning practices, supplies, and equipment. 

• Proper use of various cleaning chemicals.  

• Basic building and grounds maintenance techniques, including routine, painting, and landscaping 
activities.  

• Basic operation and maintenance of heating and ventilating equipment. 

• Standard tools, terminology, and practices used in skilled  building trades 

• Time management techniques. 

• Basic mathematical skills to create proper dilutions of cleaning products.   

• The effective use of modern office equipment, personal computers, and applicable standard 
business software.   

 

Ability to:  

• Understand and follow oral and written directions. 

• Serve as a lead worker over subordinate staff. 

• Lead and perform a wide variety of janitorial and routine facility maintenance duties in an 
effective and safe manner. 

• Perform minor mechanical repairs.  

• Oversee the safe operation of janitorial equipment. 

• Oversee the safe use of chemical cleaning agents.  

• Prepare operational reports. 

• Work with moderate independence using good judgment, tact, and discretion.  

• Adhere to established work schedules and timelines. 

• Maintain a calm demeanor in stressful situations.  
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• Interact effectively and courteously with the public and address customer complaints in a
sensitive and tactful manner.

• Use basic mathematical skills including addition, subtraction, multiplication, division, and
fractions.

• Utilize standard office equipment and computer software and learn to use specialized Santa Cruz
METRO software if assigned.

• Drive a Santa Cruz METRO vehicle to perform assignments as required.

• Communicate clearly and effectively in both oral and written form

• Establish and maintain effective working relationships within the department and with other
divisions, departments, agencies, suppliers, vendors, and the public.

MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training, and Experience: 

Three (3) years of progressively responsible experience performing facility cleaning, maintenance, and 
minor repair activities, including some experience with basic carpentry, painting, electrical, plumbing, 
heating, or ventilating repair work.   

Previous lead worker experience is desirable. 

LICENSES AND CERTIFICATES: 

A valid California Driver’s License will be required at the time of appointment and throughout 
employment. 

Must be able to obtain and maintain a current, valid California Class “C” Driver’s License 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands 

While performing the duties of this job, the employee is often required to reach with hands and arms; 
walk, stand and sit; use finger dexterity; and talk and hear.  Work often requires the repetitive use of both 
hands to grasp and feel objects.  The employee is regularly required to stoop at the waist, kneel, crouch, 
crawl, and climb.  Occasional lifting up to 25 pounds unaided may be required.  Specific visual abilities 
required for this job include close vision, distance vision, the ability to see colors and shades, and the 
ability to perceive depth.  

Mental Demands 

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information, and documents; uses basic mathematical skills; solves routine problems; 
deals with multiple concurrent tasks; and interacts with others encountered during work. 
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Work Environment:  

The employee works in various facilities where there is frequent exposure to moving mechanical parts 
and is occasional exposure to hot, wet and/or humid conditions, fumes, toxic or caustic chemicals. The 
noise level is usually moderate.  The employee is occasionally exposed to varied weather conditions.      
 
OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass requisite background check. 

• May occasionally work extended hours or hours outside of regular schedule 

• This position requires the use of personal protective equipment (PPE) based on the tasks 
assigned; safety shoes are required at all times. 

 
 
*Adopted:  12-11-18  
*BOD Approved:  00-00-00  
*Revised:  00-00-00 
*Job Family:   Custodial  
*Job Series:   Custodial 
*Job Series Level:  Advanced – Lead 
*Confidential:  No 
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Class Code: SC102 
FLSA Status: Non-exempt 

Lead Facilities Maintenance Worker 
Bargaining Unit:  SEA 

DEFINITION: 

Under general supervision, a Lead Facilities Maintenance Worker performs lead work as well as semi-
skilled and skilled tasks related to the maintenance, repair, and construction of Santa Cruz METRO 
facilities, properties, and related equipment; and performs related work as required. 

DISTINGUISHING CHARACTERISTICS: 

Lead Facilities Maintenance Worker is the advanced-lead level class in the series.  An incumbent in this 
class leads and performs a wide variety of semi-skilled and skilled facility maintenance work that includes 
the maintenance and repair of tools and equipment.  This class is distinguished from the lower level class 
of Facilities Maintenance Worker II because an incumbent in the latter class performs the full scope of 
journey-level facilities maintenance duties.  This class is also distinguished from the higher level class 
Facilities Maintenance Supervisor because an incumbent in the latter class supervises the work of 
subordinate facilities maintenance staff. 

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Serves as a lead worker over subordinate staff by prioritizing, assigning, and monitoring work
and providing training as needed; may provide input on performance evaluations; maintains
employee attendance records.

• Receives and prioritizes work requests and distributes work to staff.

• Leads and performs semi-skilled and skilled work related to the maintenance, repair, construction
and remodeling of Santa Cruz METRO facilities, properties, and related equipment.

• Inspects facilities and related equipment for needed repairs including lighting, electrical,
plumbing, roofing, HVAC and mechanical systems; inspects walls, windows, locks, and doors; tests
and checks landscaping and irrigation systems.

• Determines materials and time needed to conduct needed maintenance or repairs; requisitions
or otherwise requests needed materials and equipment to perform work; meets with vendors or
contractors as necessary to review project activities.

• Performs maintenance, repair, construction, or remodeling work utilizing carpentry, plumbing,
electrical, painting, door/window, locksmith, alarm, roofing, and related trade skills.

• Maintains and repairs washers, lifts, cranes, water and air systems, pumping systems, dispensing
systems and other equipment.

• Monitors and maintains secondary storage systems including aboveground waste storage and
hazardous materials storage; pumps out waste collection systems; collects storm water runoff
samples for hazardous testing.

• Offloads Compressed Natural Gas (CNG) and diesel fuel from trucks to Santa Cruz METRO fueling
facilities; monitors fuel station; implements emergency procedures for spill recovery as required.
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• Performs landscaping and hardscaping repair and maintenance; installs concrete; paints
buildings; repairs benches.

• Operates a variety of manual and power tools and equipment including hand tools, bench and
table tools, welding tools and landscaping tools; operates vehicles such as dump trucks, truck
mounted cranes and forklifts.

• Prepares time and materials estimates for assigned projects.

• Performs data entry to update and maintain information in digital files; may maintain
spreadsheets and other documents to track information.

• Operates standard office equipment including a computer, typewriter, photocopy machine, and
fax machine; utilizes computer software in performing job tasks.

• Drives a Santa Cruz METRO vehicle to perform assignments.

• Performs related work as required

EMPLOYMENT STANDARDS: 

Knowledge of: 

• Principles and practices of employee leadership, including ways to motivate staff and maximize
productivity.

• Principles, practices, methods, equipment, materials, and tools used in the maintenance and
repair of buildings and facilities, including carpentry, plumbing, painting, concreting, masonry,
HVAC, welding, mechanical and electrical work.

• Uniform Building and Electrical codes.

• Operation and maintenance of internal combustion engines and hydraulic equipment.

• Occupational hazards of the maintenance trades and appropriate safety equipment and practices.

• Methods and equipment used in grounds keeping operations.

• Safe operation and maintenance of hand and power tools.
• Methods of maintaining information in digital or hard copy files.

• Methods of researching, gathering, organizing and reporting data.

• Methods of prioritizing, planning, and organizing work.

• Time management techniques.

• Customer service techniques.

• Basic mathematics including percentages and basic statistics

• The effective use of modern office equipment, personal computers, and applicable standard
business software.

Ability to: 

• Serve as a lead worker over subordinate staff.

• Perform a wide variety of maintenance, repair, construction and remodeling to facilities,
properties, buildings, and related equipment.

• Read and interpret building and mechanical codes, blueprints, plans, and technical manuals.

• Diagnose and troubleshoot equipment problems.

• Estimate costs and determines the materials and equipment needed to make building and
equipment repairs.

• Use manual and power tools and equipment safely.
• Make quick decisions in an emergency.
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• Ensure the safe handling of hazardous items and materials.

• Maintain records and control systems with accuracy and attention to detail.

• Input data into a database.

• Adhere to established work schedules and timelines.

• Work independently using good judgment and discretion.

• Effectively balance multiple assignments simultaneously.

• Utilize standard office equipment and computer software and learn to use specialized Santa Cruz

METRO software if assigned.

• Communicate clearly and effectively in both oral and written form

• Establish and maintain effective working relationships within the department and with other

divisions, departments, agencies, suppliers, vendors, and the public.

MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training, and Experience: 

Two (2) years of experience equivalent to a Facilities Maintenance Worker II. 

OR 

 Two (2) years of journey-level experience in one of the following building trades: carpentry, electrical, 
plumbing, welding, or painting.  (Note: journey-level status typically requires four (4) years of formal 
training or apprenticeship).  

LICENSES AND CERTIFICATES: 

A valid California Driver’s License will be required at the time of appointment and throughout 
employment. 

Must be able to obtain and maintain a current, valid California Class “C” Driver’s License 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands 

While performing the duties of this job, the employee is often required to reach with hands and arms; 
walk, stand and sit; use finger dexterity; and talk and hear.  Work often requires the repetitive use of both 
hands to grasp and feel objects and use a keyboard.  The employee is regularly required to stoop at the 
waist, crawl, kneel, crouch, and climb.  Occasional lifting up to 50 pounds unaided may be required.  
Specific visual abilities required for this job include close vision, distance vision, the ability to see colors 
and shades, and the ability to perceive depth.  

Mental Demands 
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While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; uses math and mathematical 
reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with others 
encountered during work. 

Work Environment: 

The employee works in a shop environment where the noise level is usually noisy. The employee may 
work outdoors in varied weather conditions with potential exposure to fumes, dust, grease, air 
contaminants, hazardous materials, and chemicals.  Work requires heavy physical labor and working in 
confined spaces. 

OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass a requisite background check.

• May occasionally work extended hours or hours outside of the regular schedule.

• This position requires the use of personal protective equipment (PPE) based on the tasks
assigned; safety shoes are required at all times.

*Adopted: 12-11-18 
*BOD Approved: 00-00-00 
*Revised: 00-00-00 
*Job Family: Facilities 
*Job Series: Facilities Maintenance 
*Job Series Level: Advanced - Lead 
*Confidential: No 
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Class Code: SC106 
FLSA Status: Non-exempt 

Lead Mechanic 
Bargaining Unit: VMU 

DEFINITION: 

Under general supervision, a Lead Mechanic performs lead work and skilled maintenance work related to 
the repair, alteration, and service of Santa Cruz METRO vehicles and related equipment, coordinates, 
assigns and oversee the day-to-day work performed by Mechanic staff; performs skilled and complex 
repair and maintenance of Santa Cruz METRO buses, vehicles, and related fleet equipment and performs 
related work as required. 

DISTINGUISHING CHARACTERISTICS: 

Lead Mechanic is the advanced- lead level class in the series.  An incumbent in this class performs highly-
skilled and very difficult maintenance, diagnostic, troubleshooting, overhaul, and repair work on buses, 
automobiles, trucks and other equipment and also serves as a lead worker over subordinate Mechanics.  
This position may be distinguished from the lower level class of Mechanic III because an incumbent in the 
latter performs advanced technical work but is not assigned the full scope of Lead Mechanic duties. 

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• All duties of Mechanic I, Mechanic II and Mechanic III positions.

• Serves as a lead worker over subordinate staff by prioritizing, assigning and monitoring work and
providing training as needed; may provide input on performance evaluations; maintains
employee attendance records.

• Receives and prioritizes work requests and distributes work to staff.

• Leads and performs a variety of skilled and semi-skilled tasks in the mechanical maintenance,
repair and modification work on buses, automobiles, trucks and other Santa Cruz METRO
equipment, including the full scope of lower level Mechanic duties.

• Inspects the work of Mechanics and other fleet staff, providing technical assistance and training
as needed.

• Performs a variety of highly skilled and difficult tasks in the mechanical maintenance, repair, and
modification of buses, automobiles, trucks and other Santa Cruz METRO vehicles and equipment.

• Inspects equipment for needed repairs; determines parts, materials and time needed to conduct
needed maintenance or repairs; determines whether parts are in stock or must be ordered;
requisitions or otherwise requests needed parts and materials to perform work.

• Performs major engine and vehicle system overhauls; repairs and adjusts compressed natural gas
(CNG), diesel and gasoline engines, transmissions, and other vehicle systems and components;
maintains, diagnoses, inspects, and repairs CNG and diesel supply tanks, fuel delivery systems and
related components.

• Inspects, diagnoses and repairs vehicle electrical systems.

• Inspects, relines and adjusts brakes; removes and installs tires; performs wheel alignments, and
performs other vehicle maintenance tasks.
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• Performs safety and preventative maintenance inspections as required.

• Responds to emergency repair road calls.

• Recognizes potential safety hazards and makes appropriate recommendations to higher level
staff.

• Fuels Santa Cruz METRO equipment including gasoline, diesel, and CNG vehicles.

• Maintains Santa Cruz METRO property, tools, and equipment used in vehicle maintenance.

• Maintains a clean work area.

• Maintains accurate written and electronic records, logs and work orders.

• Provides technical direction and assistance to lower level staff.

• Performs data entry to update and maintain information in digital files; may maintain
spreadsheets and other documents to track information.

• Operates standard office equipment; utilizes computer software in performing job tasks.

• Drives a Santa Cruz METRO vehicle to perform assignments.
• Performs related work as required

EMPLOYMENT STANDARDS: 

Knowledge of: 

• Principles and practices of employee leadership, including ways to motivate staff and maximize
productivity.

• Advanced vehicle and equipment overhaul and repair procedures.

• Advanced diesel, gasoline and CNG engine tune-up procedures.

• Advanced electrical and hydraulic system repairs.

• Advanced air brake system repairs.

• Safe mechanical work practices.

• Proper use of hand, electric, pneumatic, and hydraulic tools and diagnostic equipment.

• Welding and oxygen-acetylene equipment used in the repair, maintenance, and service of
vehicles.

• Standard electronic diagnostic equipment.

• Methods of maintaining information in digital or hard copy files.

• Methods of prioritizing, planning and organizing work.

• Time management techniques.

• Customer service techniques.

• Basic mathematics including percentages and basic statistics.

• The effective use of modern office equipment, personal computers, and applicable standard
business software.

Ability to: 

• Serve as a lead worker over subordinate staff.

• Read and interpret complex technical manuals and schematics.

• Diagnose and troubleshoot complex equipment problems.

• Operate welding equipment, brake drum lathes, drill presses, diagnostic equipment and other
tools and equipment used in the repair, maintenance, and service of vehicles.

• Use manual and power tools and equipment safely.

• Estimate costs and determines the materials and equipment needed to make vehicle and
equipment repairs.
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• Ensure the safe handling of hazardous items and materials.

• Apply safe work practices and procedures around extremely high pressure and flammable CNG
fuel.

• Make quick decisions in an emergency.
• Maintain records and control systems with accuracy and attention to detail.

• Input data into a database.

• Provide technical direction and training to less skilled staff.
• Adhere to established work schedules and timelines.

• Work independently using good judgment and discretion.

• Effectively balance multiple assignments simultaneously.

• Utilize standard office equipment and computer software and learn to use specialized Santa Cruz

METRO software if assigned.

• Communicate clearly and effectively in both oral and written form.

• Establish and maintain effective working relationships within the department and with other
divisions, departments, agencies, suppliers, vendors, and the public.

MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training, and Experience: 

 Two (2) years of responsible experience equivalent to a Mechanic III. 

OR 

Three (3) years of progressively responsible experience equivalent to a Mechanic II. 

 OR 

Five (5) years of progressively responsible experience performing heavy-duty mechanic work.  Experience 
must have also included rebuilding and repairing CNG, and/or diesel engines and related units and 
assemblies. 

Previous lead worker experience is desirable. 

LICENSES AND CERTIFICATES: 

A valid California Driver’s License will be required at the time of appointment and throughout 
employment. 

Must be able to obtain and maintain a current, valid California Class “B” Driver’s License with “P” 
Passenger endorsement. 

SPECIAL REQUIREMENTS: 

• Must possess tools (up to ¾ inch drive) necessary to perform the duties of the position and a
rollaway toolbox.

• Driving record will be reviewed as part of the application process.
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PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands 

While performing the duties of this job, the employee is regularly required to sit, walk and stand; reach, 
twist, turn, kneel, bend squat and stoop; talk and hear; use hands to grasp, manipulate, handle, feel or 
operate objects, tools or controls; reach with hands and arms; and perform repetitive movements of 
hands or wrists. The employee is regularly required to bend and twist at the neck, reach with hands and 
arms.  Occasional overhead reaching and lifting up to 80 pounds aided is required.  Specific visual abilities 
required for this job include close vision, distance vision, and the ability to adjust focus.   

Mental Demands 

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; analyzes and solves problems; uses math and 
mathematical reasoning; performs highly detailed work; deals with multiple concurrent tasks; and 
interacts with others encountered in the course of work. 

Work Environment: 

The employee works in a shop or outdoor environment where the noise level is usually noisy.  The 
employee may be exposed to inclement weather, fumes, dust, grease, air contaminants, and hazardous 
materials and chemicals during the course of work. May work out in the field when needed.  May require 
availability to work a flexible schedule. 

OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass a requisite background check.

• Must be able to respond to emergency situations seven days per week, 24 hours per day.

• Must be able to work a variety of shifts, which may include weekdays or weekends; and day, swing
and/or graveyard shifts.

• This position is considered a safety sensitive position and requires participation in Santa Cruz
METRO’s drug and alcohol testing program.

• This position requires the use of personal protective equipment (PPE) based on the tasks assigned;
safety shoes are required at all times.

• May occasionally work extended hours and hours outside of regular schedule.

*Adopted: 12-11-18 
*BOD Approved: 00-00-00 
*Revised: 00-00-00 
*Job Family: Maintenance 
*Job Series: Mechanic 
*Job Series Level: Advanced-Lead 
*Confidential: No 
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Class Code: AS106 
FLSA Status: Non-exempt 

Lead Parts and Materials Clerk 
Bargaining Unit: VMU 

DEFINITION: 

Under general supervision, a Lead Parts and Materials Clerk performs lead work and maintenance support 
work related to requisitioning, receiving, inspecting, identifying, researching, stocking and issuing of a 
variety of parts, equipment, tools, materials and supplies, including  highly specialized items for vehicle 
maintenance and repairs, facilities maintenance and repairs and custodial activities; oversees the 
maintenance of appropriate inventory; performs record keeping and other administrative support work; 
and performs related work as required.  

DISTINGUISHING CHARACTERISTICS: 

Lead Parts and Materials Clerk is the advanced-lead level class in the series.  An incumbent in this class 
serves as a lead worker over subordinate Parts and Materials Clerks and also performs tasks requiring 
advanced knowledge of heavy-duty transit vehicles maintenance, repairs and storekeeping and 
purchasing methods as well as related departmental policies, practices, and procedures. This class may 
be distinguished from the lower level class of Parts and Materials Clerk because an incumbent in the latter 
class performs the full scope of journey-level work and does not have formal lead worker responsibilities.  
It may also be distinguished from the higher level class of Parts and Materials Supervisor as an incumbent 
in the latter class supervises the work of subordinate staff. 

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Serves as a lead worker over subordinate Parts and Materials Clerk by prioritizing, assigning, and
monitoring work and providing training as needed; may provide input on performance
evaluations.

• Ensures the daily or regular inspection of the parts room and other locations, maintenance of
accurate inventory counts, and placement of regular orders to stock items that are frequently
requested or ordered in bulk.

• Performs researching, requisitioning, receiving, inspecting, stocking and issuing of a variety of
materials and supplies requested by multiple departments, including specialized parts,
equipment, and tools for vehicle maintenance and repairs, facilities maintenance and repairs, and
custodial activities.

• Monitors the “out of service” list and updates work orders to show status of orders; provides an
estimated time of arrival.

• Assists Parts and Materials staff and other departments in identifying the more difficult items to
be purchased; researches catalogs, parts manuals, the Internet, and other sources; orders parts
with vendors online, over the phone, or by submitting purchase requisitions according to Santa
Cruz METRO policies.

• Prepares budgetary estimates for parts, materials, and supplies.
• Contacts vendors to obtain pricing and availability quotations.
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• Reviews vendor selection and performance regarding pricing, customer service, invoicing, and
returns/credits.

• Leads and participates in the receipt, inspection, and stocking of deliveries from suppliers;
compares actual items received against orders to confirm completeness of delivery; delivers items 
to ordering departments; uses a forklift to unload/load large deliveries, handle and transport
hazardous materials, and deliver larger items.

• Ensures the maintenance and currency of Fleet and Facilities Department’s Safety Data Sheet
(MSDS) records, ensuring that items used or purchased by Fleet and Facilities Departments are in
the SDS catalog; Leads and participates in a yearly SDS inventory.

• Performs the monitoring of accumulated metal, hazardous waste, and other items and arranges
pick-up for disposal.

• Performs the packaging and shipping of items needing repair or warranty work.
• Performs the inspections of forklifts and other equipment to verify safe operation.
• Performs the loading and unloading mobile vaults from an armored car containing revenue
• Participates in keeping the parts room clean and orderly.
• Assists in vendor selection and monitors vendor performance.
• Performs data entry to update and maintain information in digital files; compiles and prepares

data for statistical and accounting reports; may create spreadsheets and other tools to track
information.

• May type correspondence and other documents.
• Answers telephones, greet visitors, and provides information to employees and the public.
• Operates standard office equipment; utilizes computer software in performing job tasks.
• Drives a Santa Cruz METRO vehicle to perform assignments.
• Performs related work as required

EMPLOYMENT STANDARDS: 

Knowledge of: 

• Principles and practices of employee leadership, including ways to motivate staff and maximize
productivity.

• Standard equipment, parts, tools and supplies required for maintaining light and heavy-duty
vehicle systems, and their appropriate storage.

• Standard equipment, parts, and supplies required to maintain a wide variety of non-vehicular
equipment and facilities department needs, and their appropriate storage.

• Standard equipment, parts and supplies required for custodial work as well other general
operational needs of a transit agency, and their appropriate storage.

• Principles and methods of maintaining a standard inventory of high demand items.
• Methods of determining the availability and best price for equipment, parts, tools, and supplies.
• Standard processes pertaining to purchasing and related data maintenance.
• Modern office practices, procedures, and equipment.
• Methods of maintaining information in digital or hard copy files.
• Clerical methods of researching, gathering, organizing and reporting data.
• Methods of prioritizing, planning and organizing work.
• Time management techniques.
• Clerical customer service techniques.
• Basic mathematics including percentages and basic statistics.
• Telephone techniques and etiquette.
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• The effective use of modern office equipment, personal computers, and standard business
software.

Ability to: 

• Serve as a lead worker over subordinate Stock Clerks and other clerical and support staff.
• Lead and participate in the identification and procurement of a wide variety of [highly specialized]

tools, equipment, parts, supplies and other items requested by customers.
• Research the availability and price of requested items.
• Read and comprehend a variety of [highly specialized] technical parts manuals, schematics, and

safety-related documentation.
• Coordinates the maintenance of an adequate inventory of high-demand items and ensure their

appropriate storage.
• Ensure a safe and organized work area.
• Ensure the safe handling of items hazardous in nature.
• Maintain detailed records and control systems with accuracy and attention to detail.
• Input data into a database.
• Adhere to established work schedules and timelines.
• Work independently using good judgment, tact, and discretion.
• Balance multiple assignments simultaneously and effectively.
• Utilize standard office equipment and computer software and learn to use specialized Santa Cruz

METRO software if assigned.
• Drive a forklift after receiving appropriate training.
• Communicate clearly and effectively in both oral and written form.
• Establish and maintain effective working relationships within the department and with other

divisions, departments, agencies, suppliers, vendors, and the public.

MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training, and Experience: 

Five (5) years of progressively responsible experience receiving, stocking, issuing and maintaining 
inventory of automotive and heavy-duty transit parts and supplies. 

LICENSES AND CERTIFICATES: 

 A valid California Driver’s License will be required at the time of appointment and throughout 
employment. 

Must be able to obtain and maintain a current, valid California Class “C” Driver’s License. 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 
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Physical Demands 

While performing the duties of this job, the employee is regularly required to sit, walk, climb and stand; 
talk and hear; use hands to manipulate, handle, feel or operate objects, tools or controls; reach with hands 
and arms, and perform repetitive movements of hands or wrists. The employee is regularly required to 
bend and twist at the neck and occasionally reach overhead.  Work may require lifting up to 50 pounds 
unaided.   Specific visual abilities required for this job include close vision, distance vision, the ability to 
see colors and shades, and the ability to perceive depth. 

Mental Demands 

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; performs detailed work; deals with 
multiple concurrent tasks; and interacts with others encountered in the course of work. 

Work Environment:  

The employee works in a shop environment where the noise level may be loud and there is potential 
exposure to fumes, dust, grease, air contaminants, hazardous materials and chemicals. 

OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass a requisite background check.
• May occasionally working extended hours or hours outside of regular schedule.
• This position requires the use of personal protective equipment (PPE) based on the tasks assigned; 

safety shoes are required at all times.

*Adopted: 12-11-18 
*BOD Approved: 00-00-00 
*Revised: 00-00-00 
*Job Family: Purchasing 
*Job Series: Parts 
*Job Series Level: Advanced-Lead 
*Confidential: No 
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Class Code: SM105 
FLSA Status: Non-exempt 

Lead Vehicle Service Worker 
Bargaining Unit: SEA 

DEFINITION: 

Under general supervision, a Lead Vehicle Service Worker performs lead work and unskilled vehicle and 
shop maintenance and service work; oversees the cleaning and maintenance of departmental equipment; 
coordinates and maintains a variety of service records; and performs related work as required. 

DISTINGUISHING CHARACTERISTICS: 

Lead Vehicle Service Worker is the advanced – lead level class in the series.  An incumbent in this class 
leads, coordinates, and performs a variety of tasks to ensure that Santa Cruz METRO vehicles and 
equipment provide a safe, clean, and efficient experience for passengers.  This position may be 
distinguished from the lower level class of Vehicle Service Worker II because an incumbent in the latter 
class performs journey-level work and does not have lead worker responsibilities.  

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Serves as a lead worker over subordinate staff by prioritizing, assigning and monitoring work and
providing training as needed; may provide input on performance evaluations; maintains
employee attendance records.

• Coordinates staff schedules and assignments.

• Cleans and maintains Santa Cruz METRO vehicles and equipment.

• Washes vehicles and equipment.

• Operates automated bus washing equipment.

• Checks fuel, lubrication, coolant, and hydraulic system fluid levels and replenishes as necessary.

• Checks tire wear and inflation.

• Maintains proper service records, including all fuel, oil and hydraulic fluid used on equipment.

• Completes reports on all service work performed.

• Receives and reviews daily records on vehicle mechanical conditions.

• Performs general housekeeping duties in garage and equipment yard.

• Posts and removes internal advertising and notice materials from buses.

• Drives a Santa Cruz METRO vehicle to perform assignments.

• Operates standard office equipment; utilizes computer software in performing job tasks.

EMPLOYMENT STANDARDS: 

Knowledge of: 

• Principles and practices of employee leadership, including ways to motivate staff and maximize
productivity.

• Automotive maintenance nomenclature.

• Safe work practices.
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• Proper use of lubricants and fuels.

• Standard vehicle servicing procedures.

• Types and usage of cleaning products.

• Application and proper usage of cleaning tools, equipment, and supplies.

• Methods of maintaining information in digital or hard copy files.

• Methods of prioritizing, planning and organizing work.

• Time management techniques.

• Customer service techniques.

• Basic mathematics including percentages and basic statistics.

• The effective use of modern office equipment, personal computers, and applicable standard
business software.

Ability to: 

• Serve as a lead worker over subordinate staff.

• Read, interpret, and apply Santa Cruz METRO policies, procedures, and regulations.

• Understand and follow oral and written instructions.

• Use a variety of cleaning equipment, supplies, solvents, and other chemicals safely in the
performance of work.

• Follow established safety practices.

• Operate vehicle servicing equipment.

• Maintain records and control systems with accuracy and attention to detail.

• Input data into a database.

• Adhere to established work schedules and timelines.

• Use good judgment and discretion when performing assignments.

• Effectively balance multiple assignments simultaneously.

• Operates standard office equipment; utilizes computer software in performing job tasks and learn

to use specialized Santa Cruz METRO software if assigned.

• Communicate clearly and effectively in both oral and written form.

• Establish and maintain effective working relationships within the department and with other

divisions, departments, agencies, suppliers, vendors, and the public.

MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training, and Experience: 

Three (3) years of progressively responsible experience servicing automotive, agricultural and/or 
construction equipment.   

Previous lead worker experience is desirable. 
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LICENSES AND CERTIFICATES: 

A valid California Driver’s License will be required at the time of appointment and throughout 
employment. 

Must be able to obtain and maintain a current, valid California Class “B” Driver’s License with “P” Passenger 
endorsement. 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands 

While performing the duties of this job, the employee is regularly required to sit, walk and stand; reach, 
twist, turn, kneel, bend, squat and stoop; talk and hear; use hands to grasp, manipulate, handle, feel or 
operate objects, tools or controls; reach with hands and arms; and perform repetitive movements of 
hands or wrists. The employee is regularly required to bend and twist at the neck, reach with hands and 
arms.  Occasional overhead reaching and lifting up to 50 pounds unaided is required.   Specific visual 
abilities required for this job include close vision, distance vision, and the ability to adjust focus.   

Mental Demands 

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; analyzes and solves problems; uses math and 
mathematical reasoning; performs highly detailed work; deals with multiple concurrent tasks; and 
interacts with others encountered in the course of work. 

Work Environment: 

The employee works in a shop or outdoor environment where the noise level is usually noisy. The 
employee may be exposed to inclement weather, fumes, dust, grease, air contaminants, and hazardous 
materials and chemicals during the course of work.  

OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass requisite a background check.

• May be required to work a flexible schedule, including nights and/or weekends.

• May occasionally work extended hours or hours outside of the regular schedule.

• This position is considered a safety sensitive position and requires participation in Santa Cruz
METRO’s drug and alcohol testing program.

• This position requires the use of personal protective equipment (PPE) based on the tasks
assigned; safety shoes are required at all times.
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*Adopted: 12-11-18 
*BOD Approved: 00-00-00 
*Revised: 00-00-00 
*Job Family: Maintenance 
*Job Series: Vehicle Service 
*Job Series Level: Advanced - Lead 
*Confidential: No 
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Class Code: AS114 
FLSA Status: Non-exempt 

Legal Secretary 
Bargaining Unit: SEA 

DEFINITION: 

Under general supervision, a Legal Secretary performs specialized clerical and secretarial work; prepares 
and processes legal documents, obtains or provides confidential information; and performs related work 
as required. 

DISTINGUISHING CHARACTERISTICS: 

Legal Secretary is a journey-level class in the series.  An incumbent in this class performs the full range of 
complex legal secretarial support work.  The emphasis of the work may vary, depending upon assignment, 
but all work requires knowledge of legal clerical processes and independent decision making within 
established guidelines.  

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Transcribes complex legal dictation or written notes using a computer; types a wide variety of
legal documents in the proper format including legal pleadings, briefs, correspondence,
subpoenas, motions, ordinances, resolutions, petitions, and contracts.

• Abstracts information from various sources and puts into proper legal form; opens, maintains,
monitors and closes legal case files; maintains correspondence and records files.

• Maintains attorney appointment calendars; maintains a calendar of important court dates; files
legal documents with courts as required.

• Tracks the receipt of and response to complaints; assists staff in ensuring timely responses.

• Takes and transcribes minutes of meetings as assigned.

• Screens phone calls; assists callers by providing information as authorized; exercises considerable
judgment and discretion in dealing with sensitive and confidential matters.

• Serves as a primary point of contact for the General Counsel’s office;

• Maintains confidential materials, records, files, and other privileged information.

• Operates standard office equipment; utilizes standard business computer software in performing
job tasks.

• May utilize specialized Santa Cruz METRO software.

• Drive a Santa Cruz METRO vehicle to perform assignments.

• Performs related work as required

EMPLOYMENT STANDARDS: 

Knowledge of: 

• Legal forms, formats, documents, and terminology.

• Legal office procedures and practices.

• Modern office practices, procedures, and equipment.
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• Clerical processes pertaining to accounting, purchasing, and data maintenance.

• Business correspondence, formatting, and report writing.

• Methods of maintaining information in digital or hard copy files.

• Clerical methods of researching, gathering, organizing, and reporting data.

• Methods of prioritizing, planning, and organizing work.

• Time management techniques.

• Clerical customer service techniques.

• Basic mathematics, including percentages and basic statistics.

• Telephone techniques and etiquette.

• The effective use of modern office equipment, personal computers, and standard business
software.

Ability to: 

• Follow oral and written instructions accurately.

• Prepare legal documents that may require abstracting pertinent information from files and
records using accepted formats and construction.

• Type finished copy from rough draft or machine transcription.

• Type at a corrected rate of 50 words per minute from clear copy.

• Maintain confidentiality of materials, records, files, and other privileged information using tact,
and discretion.

• Gather, record, and summarize data in a variety of formats.

• Maintain records and control systems with accuracy and attention to detail.

• Input data into a computerized database.

• Adhere to established work schedules, timelines, and deadlines.

• Maintain a calm demeanor in stressful situations.

• Work independently using good judgment, tact, and discretion.

• Balance multiple assignments simultaneously and effectively.

• Utilize standard office equipment and computer software and learn to use specialized METRO
software if assigned.

• Communicate clearly and effectively in both oral and written form.

• Establish and maintain effective working relationships within the department and with other
divisions, departments, agencies, suppliers, vendors, and the public.

MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training, and Experience: 

Two (2) years of legal secretarial experience.   

Formal legal secretarial training or paralegal training or experience may substitute for up to one (1) year 
of the required experience. 
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LICENSES AND CERTIFICATES: 

A valid California Driver’s License will be required at the time of appointment and throughout 
employment. 

Must be able to obtain and maintain a current, valid California Class “C” Driver’s License. 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands 

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear, and use a keyboard. Work often requires 
stooping at the waist and the repetitive use of both hands to grasp and feel objects.  Work may require 
lifting up to 20 pounds unaided.  Specific visual abilities required for this job include close vision, distance 
vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands 

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; uses math and mathematical 
reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with others 
encountered in the course of work. 

Work Environment: 

The employee works in a standard office environment where the noise level is usually moderate.  

OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass a requisite background check.

• May occasionally work extended hours or hours outside of the regular schedule.

• Must maintain strict confidentiality of work-related information.

*Adopted: 12-11-18 
*BOD Approved: 00-00-00 
*Revised: 00-00-00 
*Job Family: Legal Clerical 
*Job Series: Legal Sec 
*Job Series Level: Journey 
*Confidential: Yes 
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Class Code: SC103 
FLSA Status: Non-exempt 

Mechanic I 
Bargaining Unit: VMU 

DEFINITION: 

Under general supervision, a Mechanic I performs a limited range of semi-skilled maintenance duties 
related to the repair and maintenance of Santa Cruz METRO buses, vehicles, and other equipment while 
learning to perform the full scope of journey-level work; provides technical direction and assistance to 
lower level staff and performs related work as required 

DISTINGUISHING CHARACTERISTICS: 

Mechanic I is the entry/first-working level class in the series.  An incumbent in this class performs routine 
a limited range of semi-skilled tasks related to the mechanical maintenance, repair, and modification of 
buses, automobiles, trucks and other equipment.   This class is distinguished from the higher level class of 
Mechanic II because in incumbent in the latter class performs the full scope of journey-level mechanic 
work. 

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Performs a limited range of semi-skilled tasks in the mechanical maintenance, repair, and
modification of buses, automobiles, and trucks and other Santa Cruz METRO vehicles and
equipment and provides assistance to higher level Mechanics.

• Removes and replaces seats and glass for doors and windows.

• Removes, installs, and repairs electronic fare boxes, exterior advertising signs, and bike racks.

• Inspects, adjusts and repairs and/or replaces brakes; removes and installs tires.

• Performs safety and preventative maintenance inspections as required.

• Lubricates chassis, changes transmission and engine fluids and filters; inspects, removes, and
replaces hoses and belts, bulbs and wiper blades.

• Learns to inspect equipment for needed repairs and to identify the parts, materials and time
needed to conduct needed maintenance or repairs.

• Assists higher level mechanics with repairing and adjusting compressed natural gas (CNG), diesel
and gasoline engines, transmissions, and other vehicle systems and components; assists with
maintaining, diagnosing, inspecting, and repairing CNG and diesel supply tanks, fuel delivery
systems and related components.

• Learns to inspect, diagnose and repair vehicle electrical systems.

• Learns to inspect, reline and adjust brakes; remove and install tires; perform wheel alignments,
and perform other vehicle maintenance tasks.

• May assist with emergency repair road calls.

• Learns to recognize potential safety hazards and make appropriate recommendations to higher-
level staff.

• Fuels Santa Cruz METRO equipment including gasoline, diesel, and Compressed Natural Gas (CNG)
vehicles.
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• Maintains Santa Cruz METRO property, tools, and equipment used in vehicle maintenance.  

• Maintains a clean work area.  

• Maintains accurate written and electronic records, logs and work orders.  

• Performs data entry to update and maintain information in digital files; may maintain 
spreadsheets and other documents to track information. 

• Operates standard office equipment; utilizes computer software in performing job tasks.   

• Drives a Santa Cruz METRO vehicle to perform assignments. 

• Performs related work as required 
 

EMPLOYMENT STANDARDS: 

Knowledge of: 

• Basic principles, practices, methods, equipment, materials, tools and procedures used in the 
maintenance, service, and repair of automotive and heavy-duty engine operation.  

• Safe mechanical work practices.  

• Basic vehicle and equipment overhaul and repair procedures. 

• Engine tune-up procedures. 

• Basic electrical and hydraulic systems.  

• Proper use of hand, electric, pneumatic, and hydraulic tools and diagnostic equipment. 

• Welding and oxygen-acetylene equipment used in the routine repair, maintenance, and service 
of vehicles. 

• Standard electronic diagnostic equipment. 

• Basic air brake systems. 

• Methods of maintaining information in digital or hard copy files. 

• Methods of prioritizing, planning and organizing work. 

• Time management techniques. 

• Customer service techniques. 

• Basic mathematics including percentages and basic statistics. 

• The effective use of modern office equipment, personal computers, and applicable standard 
business software.   

 

Ability to: 

• Perform routine, semi-skilled duties related to the maintenance, repair, and alteration of fleet 
vehicles and equipment. 

• Understand and follow oral and written instructions.  

• Read and interpret technical manuals and schematics.  

• Learn to diagnose and troubleshoot equipment problems. 

• Operate welding equipment, brake drum lathes, drill presses, diagnostic equipment and other 
tools and equipment used in the repair, maintenance, and service of vehicles. 

• Use manual and power tools and equipment safely. 

• Learn to estimate costs and determines the materials and equipment needed to make vehicle and 
equipment repairs.  

• Handle hazardous items and materials safely. 

• Apply safe work practices and procedures around extremely high pressure and flammable CNG 
fuel.   

9-15B.152



            HUMAN RESOURCES DEPARTMENT 
Santa Cruz METRO 

 

  3  Mechanic I 

 

 
 

• Make quick decisions in an emergency. 
• Maintain records and control systems with accuracy and attention to detail. 

• Input data into a database. 

• Adhere to established work schedules and timelines. 

• Use good judgment and discretion when performing assignments. 

• Effectively balance multiple assignments simultaneously. 

• Utilize standard office equipment and computer software and learn to use specialized Santa Cruz 

METRO software if assigned. 

• Communicate clearly and effectively in both oral and written form. 

• Establish and maintain effective working relationships within the department and with other 

divisions, departments, agencies, suppliers, vendors, and the public.  
  

MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training, and Experience: 

One (1) year of progressively responsible experience performing heavy-duty mechanic work. 

 

OR 

 

Two (2) years of progressively responsible experience performing light-duty automotive repair work. 
 

OR 
 

Graduation from a certified maintenance training program (or program meeting Santa Cruz METRO 
standards) AND six (6) months of experience performing mechanic work. 
 

LICENSES AND CERTIFICATES: 

A valid California Driver’s License will be required at the time of appointment and throughout 
employment. 

 
Must be able to obtain and maintain a current, valid California Class “B” Driver’s License with “P” 
Passenger endorsement. 
 
SPECIAL REQUIREMENTS: 

• Must possess tools (up to ¾ inch drive) necessary to perform the duties of the position and a 
rollaway toolbox. 

• Driving record will be reviewed as part of the application process. 
 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 
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Physical Demands  

While performing the duties of this job, the employee is regularly required to sit, walk and stand; reach, 
twist, turn, kneel, bend squat and stoop; talk and hear; use hands to grasp, manipulate, handle, feel or 
operate objects, tools or controls; reach with hands and arms; and perform repetitive movements of 
hands or wrists. The employee is regularly required to bend and twist at the neck, reach with hands and 
arms.  Occasional overhead reaching and lifting up to 80 pounds aided is required.   Specific visual abilities 
required for this job include close vision, distance vision, and the ability to adjust focus.   

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; analyzes and solves problems; uses math and 
mathematical reasoning; performs highly detailed work; deals with multiple concurrent tasks; and 
interacts with others encountered in the course of work. 

Work Environment:  

The employee works in a shop or outdoor environment where the noise level is usually noisy.  The 
employee may be exposed to inclement weather, fumes, dust, grease, air contaminants, and hazardous 
materials and chemicals during the course of work. May work out in the field when needed.   
 
OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass requisite a background check. 

• Must be able to respond to emergency situations seven days per week, 24 hours per day. 

• Must be able to work a variety of shifts, which may include weekdays or weekends; and day, swing 
and/or graveyard shifts. 

• This position is considered a safety sensitive position and requires participation in Santa Cruz 
METRO’s drug and alcohol testing program. 

• This position requires the use of personal protective equipment (PPE) based on the tasks assigned; 
safety shoes are required at all times.  

• May occasionally work extended hours or hours outside of regular schedule. 
 
 
 
*Adopted:  12-11-18  
*BOD Approved:  00-00-00  
*Revised:  00-00-00 
*Job Family:   Maintenance 
*Job Series:   Mechanic 
*Job Series Level:  Entry/First Working 
*Confidential:  No 
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Class Code: SC104 
       FLSA Status: Non-exempt 

 
Mechanic II 

Bargaining Unit: VMU 
 

DEFINITION: 

Under general supervision, a Mechanic II performs skilled, journey-level maintenance work related to the 
repair and maintenance of Santa Cruz METRO buses, vehicles, and other equipment; provides technical 
direction and assistance to lower level staff; and performs related work as required. 
 
DISTINGUISHING CHARACTERISTICS: 

Mechanic II is the journey-level class in the series.  An incumbent in this class performs a wide range of 
moderately to difficult tasks related to mechanical maintenance, repair, and modification of buses, 
automobiles, trucks, and other equipment. This class is distinguished from the lower level class of 
Mechanic I because an incumbent in the latter class performs a limited range of routine tasks while 
learning to perform the full scope of journey-level work.  This class may be distinguished from the higher 
level class of Mechanic III because an incumbent in the latter class performs highly skilled and very difficult 
mechanic work requiring more diagnostic skill and engine overhaul in frame repair work. 
 

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed.  The omission of 
specific statements of duties does not exclude them if the work is related or a logical assignment to this 
class. 

• All duties of Mechanic I position 

• Performs a variety of skilled tasks in the mechanical maintenance, repair, and modification of 
buses, automobiles, trucks and other Santa Cruz METRO vehicles and equipment. 

• Inspects equipment for needed repairs; determines parts, materials, and time needed to conduct 
needed maintenance or repairs; determines whether parts are in stock or must be ordered; 
requisitions or otherwise requests needed parts and materials to perform work.  

• Performs semi-major overhauls under the direction of higher level staff; repairs and adjusts 
compressed natural gas (CNG), diesel, and gasoline engines, transmissions, and other vehicle 
systems and components; maintains diagnoses, inspects, and repairs CNG and diesel supply tanks, 
fuel delivery systems and related components.  

• Inspects, diagnoses and repairs vehicle electrical systems. 

• Inspects, relines and adjusts brakes; removes and installs tires; performs wheel alignments; and 
performs other vehicle maintenance tasks. 

• Performs safety and preventative maintenance inspections as required.  

• May respond to and/or assist with emergency repair road calls.  

• Recognizes potential safety hazards and makes appropriate recommendations to higher level 
staff. 

• Fuels Santa Cruz METRO equipment including gasoline, diesel, and CNG vehicles.  

• Maintains Santa Cruz METRO property, tools, and equipment used in vehicle maintenance.  

• Maintains a clean work area.  

• Maintains accurate written and electronic records, logs and work orders.  
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• Provides technical direction and assistance to lower level staff. 

• Performs data entry to update and maintain information in digital files; may maintain 
spreadsheets and other documents to track information. 

• Operates standard office equipment; utilizes computer software in performing job tasks.   

• Drives a Santa Cruz METRO vehicle to perform assignments. 
• Performs related work as required 

 

EMPLOYMENT STANDARDS: 

Knowledge of: 

• Principles, practices, methods, equipment, materials, tools, and procedures used in the 
maintenance, service, and repair of transit diesel, spark-ignited and CNG engine operation.  

• Vehicle and equipment overhaul and repair procedures. 

• Diesel, gasoline, and CNG engine tune-up procedures. 

• Electrical and hydraulic system repairs.  

• Air brake system repairs. 

• Safe mechanical work practices.  

• Proper use of hand, electric, pneumatic, and hydraulic tools, and diagnostic equipment. 

• Welding and oxygen-acetylene equipment used in the repair, maintenance, and service of 
vehicles. 

• Standard electronic diagnostic equipment. 

• Methods of maintaining information in digital or hard copy files. 

• Methods of prioritizing, planning, and organizing work. 

• Time management techniques. 

• Customer service techniques. 

• Basic mathematics including percentages and basic statistics. 

• The effective use of modern office equipment, personal computers, and applicable standard 
business software.   

 

Ability to: 

• Perform a wide variety of duties related to the maintenance, repair, and alteration of fleet 
vehicles and equipment. 

• Understand and follow oral and written instructions.  

• Read and interpret technical manuals and schematics.  

• Diagnose and troubleshoot equipment problems. 

• Operate welding equipment, brake drum lathes, drill presses, diagnostic equipment, and other 
tools and equipment used in the repair, maintenance and servicing of vehicles. 

• Use manual and power tools and equipment safely. 

• Estimate costs and determines the materials and equipment needed to make vehicle and 
equipment repairs.  

• Ensure the safe handling of hazardous items and materials. 

• Apply safe work practices and procedures around extremely high pressure and flammable CNG 
fuel.   

• Make quick decisions in an emergency. 
• Maintain records and control systems with accuracy and attention to detail. 
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• Input data into a database. 

• Provide technical direction and training to less skilled staff. 
• Adhere to established work schedules and timelines. 

• Work independently using good judgment and discretion. 

• Effectively balance multiple assignments simultaneously. 

• Utilize standard office equipment and computer software and learn to use specialized Santa Cruz 

METRO software if assigned. 

• Communicate clearly and effectively in both oral and written form. 

• Establish and maintain effective working relationships within the department and with other 

divisions, departments, agencies, suppliers, vendors, and the public.  
 

MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training, and Experience: 

Two (2) years of progressively responsible experience equivalent to a Mechanic I with Santa Cruz METRO. 

 

OR 

 

Three (3) years of progressively responsible experience performing heavy equipment mechanic work. 
 

OR 

 

Graduation from a certified maintenance training program approved to Santa Cruz METRO standards AND 
one (1) year of experience performing mechanic duties. 
 
LICENSES AND CERTIFICATES: 

A valid California Driver’s License will be required at the time of appointment and throughout 
employment.  
 
Must be able to obtain and maintain a current, valid California Class “B” license with “P” Passenger 
endorsement. 
 
SPECIAL REQUIREMENTS: 

• Must possess tools (up to ¾-inch drive) necessary to perform the duties of the position and a 
rollaway toolbox. 

• Driving record will be reviewed as part of the application process. 
 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 
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Physical Demands  

While performing the duties of this job, the employee is regularly required to sit, walk and stand; reach, 
twist, turn, kneel, bend squat and stoop; talk and hear; use hands to grasp, manipulate, handle, feel or 
operate objects, tools or controls; reach with hands and arms; and perform repetitive movements of 
hands or wrists.  The employee is regularly required to bend and twist at the neck, reach with hands and 
arms.  Occasional overhead reaching and lifting up to 80 pounds aided is required.  Specific visual abilities 
required for this job include close vision, distance vision, and the ability to adjust focus.   

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; analyzes and solves problems; uses math and 
mathematical reasoning; performs highly detailed work; deals with multiple concurrent tasks; and 
interacts with others encountered in the course of work. 

Work Environment:  

The employee works in a shop or outdoor environment where the noise level is usually noisy.  The 
employee may be exposed to inclement weather, fumes, dust, grease, air contaminants, and hazardous 
materials and chemicals during the course of work.  May work out in the field when needed.  May require 
availability to work a flexible schedule. 
 
OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass a requisite background check. 

• Must be able to respond to emergency situations seven days per week, 24 hours per day. 

• Must be able to work a variety of shifts, which may include weekdays or weekends; and day, swing 
and/or graveyard shifts. 

• This position is considered a safety sensitive position and requires participation in Santa Cruz 
METRO’s drug and alcohol testing program. 

• This position requires the use of personal protective equipment (PPE) based on the tasks assigned; 
safety shoes are required at all times. 

• May occasionally work extended hours or hours outside of regular schedule. 
 
 
*Adopted:  12-11-18  
*BOD Approved:  00-00-00  
*Revised:  00-00-00 
*Job Family:   Maintenance 
*Job Series:  Mechanic 
*Job Series Level:  Journey 
*Confidential:  No 
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Class Code: SC105 
       FLSA Status: Non-exempt 

 
Mechanic III  

Bargaining Unit: VMU 
 

DEFINITION: 

Under general supervision, a Mechanic III performs advanced and highly skilled maintenance work related 
to the repair and maintenance of Santa Cruz METRO buses, vehicles, and other equipment; provides 
technical direction and assistance to lower level staff; and performs related work as required. 
 
DISTINGUISHING CHARACTERISTICS: 

Mechanic III is the specialist-level class in the series.  An incumbent in this class performs highly skilled 
and very difficult maintenance, repair, and modification of buses, automobiles, trucks and other 
equipment.   This class is distinguished from the lower level class of Mechanic II because an incumbent in 
the latter class performs journey-level work that requires less diagnostic skill and shorter repair times.  
This class may also be distinguished from the higher level class of Senior Mechanic because an incumbent 
in the latter class serves as a lead worker over subordinate Mechanic staff. 
 

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• All duties of Mechanic I and Mechanic II positions. 

• Performs a variety of highly skilled and difficult tasks in the mechanical maintenance, repair, and 
modification of buses, automobiles, trucks and other Santa Cruz METRO vehicles and equipment. 

• Inspects equipment for needed repairs; determines parts, materials and time needed to conduct 
needed maintenance or repairs; determines whether parts are in stock or must be ordered; 
requisitions or otherwise requests needed parts and materials to perform work.  

• Performs major engine and vehicle system overhauls; repairs and adjusts compressed natural gas 
(CNG), diesel and gasoline engines, transmissions, and other vehicle systems and components; 
maintains, diagnoses, inspects, and repairs CNG and diesel supply tanks, fuel delivery systems and 
related components.  

• Inspects, diagnoses and repairs vehicle electrical systems. 

• Inspects, relines and adjusts brakes; removes and installs tires; performs wheel alignments, and 
performs other vehicle maintenance tasks. 

• Performs safety and preventative maintenance inspections as required.  

• Responds to emergency repair road calls.  

• Recognizes potential safety hazards and makes appropriate recommendations to higher level 
staff. 

• Fuels Santa Cruz METRO equipment including gasoline, diesel, and CNG vehicles.  

• Maintains Santa Cruz METRO property, tools, and equipment used in vehicle maintenance.  

• Maintains a clean work area.  

• Maintains accurate written and electronic records, logs and work orders.  

• Provides technical direction and assistance to lower level staff. 
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• Performs data entry to update and maintain information in digital files; may maintain 
spreadsheets and other documents to track information. 

• Operates standard office equipment; utilizes computer software in performing job tasks.   

• Drives a Santa Cruz METRO vehicle to perform assignments. 
• Performs related work as required 

 

EMPLOYMENT STANDARDS: 

Knowledge of: 

• Advanced principles, practices, methods, equipment, materials, tools and procedures used in the 
maintenance, service, and repair of transit diesel, spark-ignited and CNG engine operation.  

• Advanced vehicle and equipment overhaul and repair procedures. 

• Advanced diesel, gasoline and CNG engine tune-up procedures. 

• Advanced electrical and hydraulic system repairs.  

• Advanced air brake system repairs. 

• Safe mechanical work practices.  

• Proper use of hand, electric, pneumatic, and hydraulic tools and diagnostic equipment. 

• Welding and oxygen-acetylene equipment used in the repair, maintenance, and service of 
vehicles. 

• Standard electronic diagnostic equipment. 

• Methods of maintaining information in digital or hard copy files. 

• Methods of prioritizing, planning and organizing work. 

• Time management techniques. 

• Customer service techniques. 

• Basic mathematics including percentages and basic statistics. 

• The effective use of modern office equipment, personal computers, and applicable standard 
business software.   

 

Ability to: 

• Perform highly-skilled and difficult duties related to the maintenance, repair, and alteration of 
fleet vehicles and equipment. 

• Read and interpret complex technical manuals and schematics.  

• Diagnose and troubleshoot complex equipment problems. 

• Operate welding equipment, brake drum lathes, drill presses, diagnostic equipment, and other 
tools and equipment used in the repair, maintenance, and service of vehicles. 

• Use manual and power tools and equipment safely. 

• Estimate costs and determines the materials and equipment needed to make vehicle and 
equipment repairs.  

• Ensure the safe handling of hazardous items and materials. 

• Apply safe work practices and procedures around extremely high pressure and flammable CNG 
fuel.   

• Make quick decisions in an emergency. 
• Maintain records and control systems with accuracy and attention to detail. 

• Input data into a database. 

• Provide technical direction and training to less skilled staff. 
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• Adhere to established work schedules and timelines.

• Work independently using good judgment and discretion.

• Effectively balance multiple assignments simultaneously.

• Utilize standard office equipment and computer software and learn to use specialized Santa Cruz

METRO software if assigned.

• Communicate clearly and effectively in both oral and written form.

• Establish and maintain effective working relationships within the department and with other

divisions, departments, agencies, suppliers, vendors, and the public.

MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training, and Experience: 

Two (2) years of progressively responsible experience equivalent to a Mechanic II with Santa Cruz METRO. 

OR 

Four (4) years of progressively responsible experience performing heavy-duty mechanic work.  Experience 
must have also included rebuilding and repairing CNG, and/or diesel engines and related units and 
assemblies. 

LICENSES AND CERTIFICATES: 

A valid California Driver’s License will be required at the time of appointment and throughout 
employment. 

Must be able to obtain and maintain a current, valid California Class “B” Driver’s License with “P” 
Passenger endorsement. 

SPECIAL REQUIREMENTS: 

• Must possess tools (up to ¾ inch drive) necessary to perform the duties of the position and a
rollaway toolbox.

• Driving record will be reviewed as part of the application process.

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands 

While performing the duties of this job, the employee is regularly required to sit, walk and stand; reach, 
twist, turn, kneel, bend squat and stoop; talk and hear; use hands to grasp, manipulate, handle, feel or 
operate objects, tools or controls; reach with hands and arms; and perform repetitive movements of 
hands or wrists. The employee is regularly required to bend and twist at the neck, reach with hands and 
arms.  Occasional overhead reaching and lifting up to 80 pounds aided is required.  Specific visual abilities 
required for this job include close vision, distance vision, and the ability to adjust focus.   
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Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; analyzes and solves problems; uses math and 
mathematical reasoning; performs highly detailed work; deals with multiple concurrent tasks; and 
interacts with others encountered in the course of work. 

Work Environment:  

The employee works in a shop or outdoor environment where the noise level is usually noisy.  The 
employee may be exposed to inclement weather, fumes, dust, grease, air contaminants, and hazardous 
materials and chemicals during the course of work. May work out in the field when needed.  May require 
availability to work a flexible schedule. 
 
OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass a requisite background check. 

• Must be able to respond to emergency situations seven days per week, 24 hours per day. 

• Must be able to work a variety of shifts, which may include weekdays or weekends; and day, swing 
and/or graveyard shifts. 

• This position is considered a safety sensitive position and requires participation in Santa Cruz 
METRO’s drug and alcohol testing program. 

• This position requires the use of personal protective equipment (PPE) based on the tasks assigned; 
safety shoes are required at all times. 

• May occasionally work extended hours or hours outside of regular schedule. 
 
 
 
 
*Adopted:  12-11-18  
*BOD Approved:  00-00-00  
*Revised:  00-00-00 
*Job Family:   Maintenance 
*Job Series:  Mechanic 
*Job Series Level:  Advanced 
*Confidential:  No 
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Class Code: PP106 
FLSA Status: Non-Exempt 

Paralegal I 
Bargaining Unit: SEA 

DEFINITION: 

Under general supervision, a Paralegal performs legal, technical work for the department manager and 
General Counsel; assists in preparing for litigation; performs legal research; interviews witnesses; assists 
with the preparation of legal documents; and performs related work as required. 

DISTINGUISHING CHARACTERISTICS: 

Paralegal is the journey-level class in the series. An incumbent in this class performs a wide variety of 
technical legal activities under the supervision of an attorney, exercising independent judgment in making 
decisions based on legal guidelines, processes or requirements.  This class is distinguished from the higher-
level class of Senior Paralegal because an incumbent in the latter class performs advanced paralegal work 
requiring specialized knowledge of complex functions, policies, and procedures.  

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Assists in the preparation of legal documents such as briefs, memos, settlement documents,
resolutions, and ordinances; and performs research and prepares draft legal opinions.

• Researches, studies, and applies statutes, case law, legislation, and other legal authorities for use
in the preparation of cases, opinions, pleadings, briefs, and other documents.

• Prepares questions and interviews witnesses; prepares Santa Cruz METRO witnesses for
depositions; prepares deposition summaries.

• Confers with Santa Cruz METRO Counsel, investigators, employees, and other individuals
regarding legal matters.

• Attends court and other legal forums with Santa Cruz METRO Counsel as required.

• Files documents with courts, including reports, petitions, motions, briefs, ordinances, and other
legal documents.

• Ensures all required documents and notices are filed or sent out within deadlines.

• Operates standard office equipment; utilizes standard business computer software in performing
job tasks.

• May utilize specialized Santa Cruz METRO software.

• Drive a Santa Cruz METRO vehicle to perform assignments.

• Performs related work as required
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EMPLOYMENT STANDARDS: 

Knowledge of: 

• Principles, methods, materials, and practices of legal research.  

• Statutes and codes applicable to civil proceedings and claims.  

• Legal document formats and filing procedures.  

• Hearing procedures and rules of evidence. 

• Preparation of routine procedural and substantive civil litigation. 

• Applicable court rules, including drafting and responding to pleadings. 

• Pleading formats, citation style, content requirements, and local filing requirements. 

• Civil litigation calendar management. 

• Modern office practices, procedures, and equipment. 

• Business correspondence, formatting, and report writing. 

• Methods of maintaining information in digital or hard copy files. 

• Technical methods of researching, gathering, organizing, and reporting legal information. 

• Methods of prioritizing, planning, and organizing work. 

• Time management techniques. 

• Customer service techniques. 

• Basic mathematics, including percentages and basic statistics. 

• Telephone techniques and etiquette. 

• The effective use of modern office equipment, personal computers, and standard business 
software.  

 

Ability to: 

• Draft legal documents such as briefs, memos, ordinances, and resolutions. 

• Research, analyze, and apply legal principles, facts, evidence, and precedents to legal issues. 

• Perform legal research. 

• Communicate and present statements of fact, law, and argument clearly, logically and effectively. 

• Interview and interact with the public, outside attorneys, and Santa Cruz METRO employees 
regarding discovery, case investigation, and trial preparation. 

• Interpret, explain and apply laws, regulations, policies, and procedures. 

• Maintain confidentiality of materials, records, files, and other privileged information. 

• Gather, record and summarize data in a variety of formats. 

• Maintain records and control systems with accuracy and attention to detail. 

• Input data into a database. 

• Adhere to established work schedules and timelines. 

• Maintain a calm demeanor in stressful situations. 

• Use good judgment, tact, and discretion. 

• Balance multiple assignments simultaneously and effectively. 

• Utilize standard office equipment and computer software and learn to use specialized Santa Cruz 
METRO software if assigned. 

• Communicate clearly and effectively in both oral and written form. 

• Establish and maintain effective working relationships within the department and with other 
divisions, departments, agencies, suppliers, vendors, and the public.  
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MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training, and Experience: 

Associates Degree from an accredited college in Paralegal Studies. 

AND 

Two (2) years of experience as a paralegal, legal assistant or legal secretary. 

LICENSES AND CERTIFICATES: 

A valid California Driver’s License will be required at the time of appointment and throughout 
employment. 

Must be able to obtain and maintain a current, valid California Class “C” Driver’s License. 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands 

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear, and use a keyboard. Work often requires 
stooping at the waist and the repetitive use of both hands to grasp and feel objects. Work may require 
lifting up to 20 pounds unaided.  Specific visual abilities required for this job include close vision, distance 
vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands 

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; uses math and mathematical 
reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with others 
encountered in the course of work. 

Work Environment: 

The employee works in a standard office environment where the noise level is moderate. 

OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass a requisite background check.

• May occasionally work extended hours or hours outside of the regular schedule.

• Must maintain strict confidentiality of work related information.

*Adopted: 12-11-18 
*BOD Approved: 00-00-00 
*Revised: 00-00-00 
*Job Family: Legal Technical 
*Job Series: Paralegal 
*Job Series Level: Journey 
*Confidential: Yes 
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Class Code: PP107 
       FLSA Status: Non-exempt 

 

Paralegal II  
Bargaining Unit: SEA 

 
DEFINITION: 

Under direction, a Paralegal II performs advanced and specialized legal, technical work for the Chief 
Executive Officer, General Counsel, and  Department Managers by assisting with complex functions 
while also providing advanced support for litigation and related legal matters; assists with administering 
workers’ compensation, employee leaves; assists General Counsel in preparing for litigation by 
performing legal research, interviewing witnesses and preparing legal documents, and performs related 
work as required. 
 

DISTINGUISHING CHARACTERISTICS: 

Paralegal II is the advanced level class in the series. An incumbent in this class performs advanced and 
specialized technical legal activities requiring knowledge of complex functions, policies and procedures as 
well as general paralegal processes. This class is distinguished from the lower level class of Paralegal I 
because an incumbent in the latter class performs journey-level paralegal work.  
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Reviews, tracks, and monitors employee leaves, workers compensation documentation; drafts 
correspondence and prepares reports and documentation for employee leaves.  

• Assists and acts as liaison in monitoring workers’ compensation cases from inception to final 
disposition.  

• Tracks and maintains union contracts, management compensation plan changes, and side 
agreement. 

• May assist in tracking and processing employee COBRA eligibility. 

• Administers Santa Cruz METRO’s Lactation Accommodation Program.  

• Processes records requests according to the California Public Records Act; responds to Title II/Title 
VI/ADA/504 complaints; communicates and coordinates legal inquiries and document subpoenas.  

• Drafts and files complex legal documents; confer with the CEO, General Counsel, and Department 
Managers regarding legal matters; researches, and studies, statutes, case law, legislation, and 
other legal authorities  

• Assists with legal matters related to CalTIP claims and the Disadvantaged Business Enterprise 
(DBE) Program. 

• May assist with preparing departmental budgets; may assist in maintaining information in the 
Human Resources Information System (HRIS).   

• Prepares training materials and presentations to management; prepares staff reports for board 
meetings and drafts resolutions. 

• Operates standard office equipment; utilizes standard business computer software in performing 
job tasks. 

• May utilize specialized Santa Cruz METRO software. 

• Drive a Santa Cruz METRO vehicle to perform assignments. 

• Performs related work as required 
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EMPLOYMENT STANDARDS: 

Knowledge of: 

• Principles, methods, materials, and practices of legal research.

• Federal and State leave related regulations, including FMLA/CFRA/PDL.

• General laws, regulations, procedures, and practices pertaining to workers’ compensation claims
processing as well as other specialized human resources activities.

• Clerical processes pertaining to accounting, purchasing, and data maintenance.

• Statutes and codes applicable to civil proceedings and claims.

• Legal document formats and filing procedures.

• Hearing procedures and rules of evidence.

• Preparation of routine procedural and substantive civil litigation.

• Applicable court rules, including drafting and responding to pleadings.

• Pleading formats, citation style, content requirements, and local filing requirements.

• Civil litigation calendar management.

• Modern office practices, procedures, and equipment.

• Business correspondence, formatting, and report writing.

• Methods of maintaining information in electronic or hard copy files.

• Technical methods of researching, gathering, organizing, and reporting information.

• Methods of prioritizing, planning, and organizing work.

• Time management techniques.

• Customer service techniques.

• Advanced mathematics, including percentages and advanced statistics

• Telephone techniques and etiquette.

• The effective use of modern office equipment, personal computers, and standard business
software.

Ability to: 

• Draft legal documents, including complex briefs, memos, ordinances, and resolutions.

• Research, analyze, and apply complex legal principles, facts, evidence, and precedents to legal
issues.

• Communicate and present statements of fact, law, and argument clearly, logically, and effectively.

• Interview and interact with the public, outside attorneys, and Santa Cruz METRO employees
regarding discovery, case investigation, and trial preparation.

• Interpret, explain, and apply legal policies, procedures, and regulations.

• Gather, analyze, and summarize complex information presented in a variety of formats.

• Maintain confidentiality of materials, records, files, and other privileged information.

• Develop and maintain records and control systems with accuracy and attention to detail.

• Input data into a database.

• Adhere to established work schedules and timelines.

• Maintain a calm demeanor in stressful situations.

• Work independently using good judgment, tact, and discretion.

• Balance multiple assignments simultaneously and effectively.

• Utilize standard office equipment and computer software and learn to use specialized Santa Cruz
METRO software if assigned.

• Communicate clearly and effectively in both oral and written form.

• Establish and maintain effective working relationships within the department and with other
divisions, departments, agencies, suppliers, vendors, and the public.
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MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training, and Experience: 

Bachelor’s degree from an accredited college and a certificate in Paralegal Studies. 

AND 

 Four (4) years of legal experience as a paralegal, legal assistant, or legal secretary.  

LICENSES AND CERTIFICATES: 

A valid California Driver’s License will be required at the time of appointment and throughout 
employment. 

Must be able to obtain and maintain a current, valid California Class “C” Driver’s License. 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands 

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear, and use a keyboard. Work often requires 
stooping at the waist and the repetitive use of both hands to grasp and feel objects. Work may require 
lifting up to 20 pounds unaided.  Specific visual abilities required for this job include close vision, distance 
vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands 

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; uses math and mathematical 
reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with others 
encountered in the course of work. 

Work Environment: 

The employee works in a standard office environment where the noise level is moderate. 

OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass a requisite background check.

• May occasionally work extended hours or hours outside of the regular schedule.

• Must maintain strict confidentiality of work-related information.

*Adopted: 12-11-18 
*BOD Approved: 00-00-00 
*Revised: 00-00-00 
*Job Family: Legal Technical 
*Job Series: Paralegal 
*Job Series Level: Advanced 
*Confidential: Yes 
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Class Code: AS115 
FLSA Status: Non-exempt 

Paratransit Eligibility Coordinator 
Bargaining Unit: SEA 

DEFINITION: 

Under general direction, the Paratransit Eligibility Coordinator performs professional duties related to 
Americans with Disabilities Act (ADA) paratransit eligibility functions; determines customer eligibility for 
Santa Cruz METRO paratransit services; conducts outreach to and educates the community, potential 
applicants and their families regarding available Santa Cruz METRO paratransit and accessible services, 
consistent with the transportation provisions of the ADA; coordinates the ADA Paratransit Certification 
program; and performs related work as required. 

DISTINGUISHING CHARACTERISTICS: 

Paratransit Eligibility Coordinator is a journey-level class in the series.  An incumbent in this class performs 
tasks related to Santa Cruz METRO’s paratransit eligibility functions, ensuring compliance with applicable 
laws and policies.  

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Coordinates and performs eligibility determination for Santa Cruz METRO paratransit services
including passenger certification, appeals, and recertification services in compliance with legal
requirements and Santa Cruz METRO policies; maintains up-to-date knowledge of applicable laws
and policies.

• Monitors performance of contractor(s), ensuring full compliance with Federal ADA standards,
established policies and procedures, and specific contractual terms; completes performance
reviews and recommends appropriate action as needed.

• Performs data collection for performance measurements; reviews adequacy of service policies
and procedures; and assists in the review of the impacts of potential service changes.

• Maintains detailed and accurate records of all eligibility determination activities; processes and
maintains records for all passenger requests for ADA right to accessible transit and ADA
paratransit eligibility, ensuring compliance with Federal mandates and Santa Cruz METRO
guidelines.

• Produces periodic statistical summaries and analytical reports for Santa Cruz METRO
management, the Board of Directors, and others as required; provides department management
with complete passenger data for all eligible riders in a timely manner.

• Serves as the Santa Cruz METRO liaison for matters relating to paratransit eligibility.

• Develops and maintains effective and cooperative relationships within the community and with
other transit agencies; assists in the organization and preparation for events; hosts and attends
public meetings; produces correspondence with all stakeholders, including, but not limited to,
eligible passengers, applicants, disability services agencies, Federal and local officials, professional
associations and others as needed.
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• Reviews and makes appropriate determinations on immediate needs certification and other
special requests as needed.

• Performs a variety of customer service duties; provides information to passengers both in-person
and over the telephone; processes identification cards for ParaCruz passengers, including taking
required photos; conducts mobility and travel training for fixed route passengers; responds to
customer service issues in the paratransit program; receives complaints and feedback from
customers by phone or in person; forwards completed documents to the appropriate person.

• Assists in the preparation of the program budget and monitors costs throughout the year;
provides updates to management as needed.

• Conducts orientations and training for new employees and temporary staff; may provide training
to current staff, as assigned.

• Makes mathematical and statistical calculations.

• Provides information to employees and the public.

• Operates standard office equipment; utilizes computer software in performing job tasks.

• May utilize specialized Santa Cruz METRO software.

• Drive a Santa Cruz METRO vehicle to perform assignments.

• Performs related work as required

EMPLOYMENT STANDARDS: 

Knowledge of: 

• Applicable Federal, State, and local laws and regulations pertaining to Department of
Transportation regulations and policies governing Americans with Disabilities Act (ADA) Fixed
Route and Paratransit service, including processing appeals and hearings.

• Local and regional transportation services with an emphasis on paratransit services.

• Analytical methods of researching, gathering, organizing and reporting data, including basic
statistical analysis.

• Modern office practices, procedures, and equipment, including specialized software applicable to
transit services.

• Business correspondence, formatting and report writing.

• Methods of maintaining information in computerized or hard copy files.

• Methods of prioritizing, planning and organizing complex projects and analytical work.

• Public speaking techniques.

• Advanced time management techniques.

• Advanced customer service techniques.

• Intermediate mathematics including percentages, and basic statistics.

• Principles and practices of effective training.

• Telephone techniques and etiquette.
• The effective use of modern office equipment, personal computers, and standard business

software.
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Ability to: 

• Communicate detailed information about local and regional transit systems, including routes and
scheduling.

• Analyze, interpret, explain, and apply relevant laws, policies, regulations, and requirements
related to paratransit and accessible transit services.

• Provide information to the public in a clear, accurate, and effective manner.

• Work effectively with diverse individuals, including members of the disabled and older adult
communities.

• Provide effective and responsive customer service, including in stressful situations.

• Address customer complaints in a sensitive and tactful manner.

• Negotiate solutions to difficult issues.

• Maintain a calm demeanor in stressful situations.

• Define complex problems and develop solutions using analytical techniques.

• Work independently using good judgment, tact, and discretion.

• Perform research and plan, organize, and conduct analytical studies.

• Collect, analyze and interpret data, and prepare comprehensive reports of findings and
recommendations.

• Maintain confidentiality of materials, records, files, and other privileged information.

• Adhere to established work schedules and timelines.

• Balance multiple assignments simultaneously and effectively.

• Utilize standard office equipment and computer software and learn to use specialized Santa Cruz
METRO software if assigned.

• Communicate clearly and effectively, both orally and in writing.

• Establish and maintain effective working relationships within the department and with other
divisions, departments, agencies, suppliers, vendors, and the public.

MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training, and Experience: 

Bachelor’s degree from an accredited college or university in social science, human science, or a related 

field. 

AND 

Two (2) years of progressively responsible professional experience in program administration and 
monitoring.   

Previous experience working in programs to serve the older adult and/or disabled communities is 
desirable. 
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 4  Paratransit Eligibility Coordinator 

LICENSES AND CERTIFICATES: 

A valid California Driver’s License will be required at the time of appointment and throughout 
employment. 

Must be able to obtain and maintain a current, valid California Class “C” Driver’s License. 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands 

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear, and use a keyboard. Work often requires 
stooping at the waist and the repetitive use of both hands to grasp and feel objects.  Work may require 
lifting up to 20 pounds unaided.   Specific visual abilities required for this job include close vision, distance 
vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands 

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; uses math and mathematical 
reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with others 
encountered in the course of work. 

Work Environment: 

The employee typically works in a standard office environment where the noise level is moderate. 

OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass a requisite background check.

• Must participate in professional development activities.

• May occasionally work extended hours or hours outside of the regular schedule.

• May require occasional travel.

*Adopted: 12-11-18 
*BOD Approved: 00-00-00 
*Revised: 00-00-00 
*Job Family: Transit Operations Professional 
*Job Series: Paratransit Eligibility Coordinator 
*Job Series Level: Journey 
*Confidential: No 
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HUMAN RESOURCES DEPARTMENT 
Santa Cruz METRO 

Class Code: OA205 

FLSA Status: Exempt 

Parts and Materials Supervisor 
Bargaining Unit: PSA 

DEFINITION: 

Under direction, a Parts and Materials Supervisor performs supervisory and skilled maintenance and 
administrative work related to requisitioning, receiving, inspecting, identifying, researching, stocking and 
issuing of a variety of parts, equipment, tools, materials and supplies, including highly specialized 
items for vehicle maintenance and repairs, facilities maintenance and repairs and custodial 
activities; directs and ensures inventory control; prepares specifications for the ordering of requested 
items; assists management in overseeing the daily operating activities of assigned functions, including 
required record keeping and other administrative support work; and performs  related work as required. 

DISTINGUISHING CHARACTERISTICS: 

The Parts and Materials Supervisor is the supervisor level class in the series. An incumbent in this class 
is responsible for supervising subordinate staff that requisition, receive, inspect, identify, research, stock, 
and issue a variety of parts, equipment, tools, materials, and supplies for multiple Santa Cruz METRO 
departments.  Work requires advanced knowledge of storekeeping and purchasing methods as well as 
related departmental policies, practices, and procedures. This class is distinguished from the lower level 
class of Lead Parts and Materials Clerk because an incumbent in the latter class serves as a lead worker 
over subordinate Parts and Materials Clerks. 

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed.  The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Supervises the work of subordinate staff; schedules, assigns, directs, and monitors work; provides
staff training; evaluates employee performance; may participate in staff selection; may initiate or
have significant input into disciplinary actions.

• Reviews all invoices and shipping documents to ensure items received are correctly entered into
inventory via computer and/or charged on a work order to the correct asset(s).

• Monitors the “out of service” list for buses that are out of service and waiting on parts; ensures
that orders have been placed and timely delivery is made.

• Directs the weekly inventory of parts by groups (Perpetual Inventory); gathers data, prints out
counting sheets, directs the inventory process, reconciles results of inventory physical count, and
makes adjustments as required.

• Recommends the addition of new inventory items; adds new item numbers into the computerized
inventory system; updates part numbers as required; prints item labels for shelving.

• Assists staff in identifying the more difficult items to be purchased; researches catalogs, parts
manuals, the Internet, and other sources; orders parts with vendors online, over the phone, or by
submitting purchase requisitions according to Santa Cruz METRO policies.

• Researches, schedules, and assembles training materials and conducts weekly safety training for
assigned staff.

• Gathers, tracks, tabulates, and analyzes data pertaining to assigned functions; creates reports for
management.
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2 Parts and Materials Supervisor 

HUMAN RESOURCES DEPARTMENT 
Santa Cruz METRO 

• Monitors the accumulation of generated hazardous waste, such as used engine oil filters, waste
oils, and coolant, used fluorescent lamp bulbs and waste absorbent products, etc., and arranges
for pickup and disposal of items.

• Monitors all parts core programs; arranges shipment back to vendors and follows up with
vendors to get core credits.

• Administers and oversees Santa Cruz METRO’s MSDS program for Fleet and Facilities
departments; ensures that all chemicals received and purchased are entered into the system.

• Participates in the daily work of requisitioning, receiving, inspecting, identifying, researching,
stocking and issuing materials and supplies and performing other Parts and Materials
Clerk/Lead Parts and Materials Clerk duties.

• Performs data entry to update and maintain information in digital files; compiles and prepares
data for statistical and accounting reports; may create spreadsheets and other tools to track
information.

• May type correspondence and other documents; answers telephones, greet visitors, and provides
information to employees and the public.

• Operates standard office equipment; utilizes computer software in performing job tasks.
• Drives a Santa Cruz METRO vehicle to perform assignments.
• Performs related work as required.

EMPLOYMENT STANDARDS: 

Knowledge of: 

• Principles and practices of employee supervision, including performance evaluation and
progressive discipline.

• Standard and specialized equipment, parts, tools, and supplies required for maintaining light and
heavy-duty vehicle systems, and their appropriate storage.

• Standard and specialized equipment, parts and supplies required to maintain a wide variety of
non-vehicular equipment and facilities department needs, and their appropriate storage.

• Standard and specialized equipment, parts and supplies required for custodial work as well other
general operational needs of a transit agency, and their appropriate storage.

• Laws governing assigned functions and responsibilities.
• Advanced principles and methods of maintaining a standard inventory of high demand items.
• Advanced methods of determining the availability and best price for equipment, parts, tools, and

supplies.
• Standard processes pertaining to purchasing and related data maintenance.
• Modern office practices, procedures, and equipment.
• Methods of maintaining information in digital or hard copy files.
• Methods of researching, gathering, organizing, and reporting data.
• Methods of prioritizing, planning, and organizing work.
• Time management techniques.
• Clerical customer service techniques.
• Advanced mathematics including, percentages and advanced statistics.
• Telephone techniques and etiquette.
• The effective use of modern office equipment, personal computers, and standard business

software.

Ability to: 
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3 Parts and Materials Supervisor 

HUMAN RESOURCES DEPARTMENT 
Santa Cruz METRO 

• Supervise and motivate subordinate staff effectively.
• Provide safety-related and other training to staff and ensure a safe work environment.
• Supervise and participate in the identification and procurement of a wide variety of tools,

equipment, parts, supplies, and other items requested by customers.
• Research the availability and price of requested items.
• Maintain and reconcile a large and complex inventory of items.
• Read and comprehend a variety of technical parts manuals, schematics, and safety related

documentation.
• Supervise the maintenance of an adequate inventory of high-demand items and ensure their

appropriate storage.
• Ensure a safe and organized work area.
• Ensure the safe handling of items hazardous in nature.
• Maintain records and control systems with accuracy and attention to detail.
• Input data into a database.
• Adhere to established work schedules and timelines.
• Work independently using good judgment, tact, and discretion.
• Balance multiple assignments simultaneously and effectively.
• Utilize standard office equipment and computer software and learn to use specialized Santa

Cruz METRO software if assigned.
• Drive a forklift after receiving appropriate training.
• Communicate clearly and effectively, in both oral and written form.
• Establish and maintain effective working relationships within the department and with other

divisions, departments, agencies, suppliers, vendors, and the public.

MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be: 

Education, Training, and Experience: 

Two (2) years course work from an accredited college, in automotive or heavy equipment mechanics, 
business administration, or a related field. 

AND 

Four (4) years of progressively responsible experience receiving, stocking, issuing, and maintaining 
inventory of automotive and heavy-duty transit parts and supplies. 

Experience must have also included at least two (2) years of inventory control responsibility AND one (1) 
year in a lead worker capacity. 

LICENSES AND CERTIFICATES: 

A valid California Driver’s License will be required at the time of appointment and throughout 
employment. 

Must be able to obtain and maintain a current, valid California Class “C” Driver’s License. 
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4 Parts and Materials Supervisor 

HUMAN RESOURCES DEPARTMENT 
Santa Cruz METRO 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class. Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands 

While performing the duties of this job, the employee is regularly required to sit, walk, climb and stand; 
talk and hear; use hands to manipulate, handle, feel or operate objects, tools or controls; reach with hands 
and arms, and perform repetitive movements of hands or wrists.  The employee is regularly required to 
bend and twist at the neck and occasionally reach overhead.  Work may require lifting up to 50 pounds 
unaided.  Specific visual abilities required for this job include close vision, distance vision, the ability to 
see colors and shades, and the ability to perceive depth. 

Mental Demands 

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information, and documents; solves problems; performs detailed work; deals with 
multiple concurrent tasks; and interacts with others encountered in the course of work. 

Work Environment: 

The employee works in a shop environment where the noise level may be loud and there is potential 
exposure to fumes, dust, grease, air contaminants, hazardous materials, and chemicals. 

OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass a requisite background check.
• May occasionally work extended hours or hours outside of the regular schedule.
• This position requires the use of personal protective equipment (PPE) based on the tasks assigned;

safety shoes are required at all times.

*Adopted: 12-11-18 
*BOD Approved:  00-00-00
*Revised: 00-00-00 
*Job Family: Purchasing 
*Job Series: Parts 
*Job Series Level: Supervisor
*Confidential: No
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 Parts and Materials Clerk 

Class Code: AS105 
FLSA Status: Non-exempt 

Parts and Materials Clerk 
Bargaining Unit: VMU 

DEFINITION: 

Under general supervision, a Parts and Materials Clerk performs skilled maintenance and clerical support 
duties related to requisitioning, receiving, inspecting, identifying, researching, stocking and issuing of a 
variety of parts, equipment, tools, materials and supplies including highly specialized items for vehicle 
maintenance and repairs, facilities maintenance and repairs, and custodial activities; assists departments 
in identifying the correct items to be purchased; performs daily checks and balances as well as weekly 
group inventories; may perform general office work, and performs related duties as required.  

DISTINGUISHING CHARACTERISTICS: 

Parts and Materials Clerk is the journey-level class in the series.  An incumbent in this class performs tasks 
of various difficulty that require a moderate knowledge of heavy and light duty vehicles, storekeeping and 
purchasing methods as well as related departmental policies, practices, and procedures.  This class may 
be distinguished from the higher level class of Lead Parts and Materials Clerk because an incumbent in 
the latter class serves as an advanced-lead worker over subordinate Parts and Materials Clerks. 

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Requisitions, receives, inspects, stocks, and issues a variety of materials and supplies requested
by multiple departments, including specialized parts, equipment, and tools for vehicle
maintenance and repairs, facilities maintenance and repairs, and custodial activities.

• Assists departments in identifying the correct items to be purchased by researching catalogs, parts 
manuals, the Internet, and other sources; orders parts with vendors online, over the phone, or by
submitting purchase requisitions according to Santa Cruz METRO policies; issues items to
departments.

• Receives, inspects and stocks deliveries from suppliers; compares actual items received against
orders to confirm the completeness of delivery; delivers items to ordering departments; uses a
forklift to unload/load large deliveries, handle and transport hazardous materials, and deliver
larger items.

• Performs daily or regular inspections of the parts room and other locations as required; maintains 
accurate inventory counts and keeps records using a computerized inventory system; places
regular orders to stock items that are frequently requested.

• Assists with workplace safety regulatory compliance such as the Material Safety Data Sheet
(MSDS) program for Fleet and Facility Maintenance.

• Monitors accumulated metal, hazardous waste and other items and notifies superior of need for
disposal and  assists with the disposal process

• Packages and ships items needing repair or warranty work.
• Inspects forklifts and other equipment to verify safe operation.
• Loads and unloads mobile vaults on and off armored cars as needed.
• Maintains the parts room in a clean and orderly fashion.
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 Parts and Materials Clerk 

• Assists in vendor selection and monitors vendor performance.
• Performs data entry to update and maintain information in digital files; compiles and prepares

data for statistical and accounting reports; may create spreadsheets and other tools to track
information.

• May type correspondence and other documents.
• Answers telephones, greet visitors, and provides information to employees and the public.
• Operates standard office equipment; utilizes computer software in performing job tasks.
• Drives a Santa Cruz METRO vehicle to perform assignments.
• Performs related duties as required.

EMPLOYMENT STANDARDS: 

Knowledge of: 

• Standard equipment, parts, tools, and supplies required for maintaining light and heavy-duty
vehicle systems, and their appropriate storage.

• Standard equipment, parts, and supplies required to maintain a wide variety of non-vehicular
equipment and facilities department needs, and their appropriate storage.

• Standard equipment, parts and supplies required for custodial work as well other general
operational needs of a transit agency, and their appropriate storage.

• Principles and methods of maintaining a standard inventory of high demand items.
• Methods of determining the availability and best price for equipment, parts, tools, and supplies.
• Standard processes pertaining to purchasing and related data maintenance.
• Modern office practices, procedures, and equipment.
• Intermediate methods of maintaining information in digital or hard copy files.
• Intermediate clerical methods of researching, gathering, organizing and reporting data.
• Intermediate methods of prioritizing, planning, and organizing work.
• Intermediate time management techniques.
• Intermediate clerical customer service techniques.
• Intermediate mathematics including percentages and intermediate statistics.
• Telephone techniques and etiquette.
• The effective use of modern office equipment, personal computers, and standard business

software.

Ability to: 

• Identify and procure a wide variety of tools, equipment, parts, supplies and other items requested
by customers.

• Research the availability and price of requested items.
• Read and comprehend a variety of technical parts manuals, schematics, and safety-related

documentation.
• Maintain an adequate inventory of high-demand items and ensure their appropriate storage.
• Maintain a safe and organized work area.
• Ensure the safe handling of items hazardous in nature.
• Follow oral and written instructions accurately.
• Maintain detailed records and control systems with accuracy and attention to detail.
• Input data into a database.
• Adhere to established work schedules and timelines.
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 Parts and Materials Clerk 

• Work independently using good judgment, tact, and discretion.
• Balance multiple assignments simultaneously and effectively.
• Utilize standard office equipment and computer software and learn to use specialized Santa Cruz

METRO software if assigned.
• Drive a forklift after receiving appropriate training.
• Communicate clearly and effectively in both oral and written form.
• Establish and maintain effective working relationships within the department and with other

divisions, departments, agencies, suppliers, vendors, and the public.

MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training, and Experience: 

Two (2) years of progressively responsible experience receiving, stocking, issuing and maintaining an 
inventory of automotive and heavy-duty transit parts and supplies. 

LICENSES AND CERTIFICATES: 

A valid California Driver’s License will be required at the time of appointment and throughout 
employment. 

Must be able to obtain and maintain a current, valid California Class “C” Driver’s License. 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands 

While performing the duties of this job, the employee is regularly required to sit, walk, climb and stand; 
talk and hear; use hands to manipulate, handle, feel or operate objects, tools or controls; reach with hands 
and arms, and perform repetitive movements of hands or wrists. The employee is regularly required to 
bend and twist at the neck and occasionally reach overhead.  Work may require lifting up to 50 pounds 
unaided. Specific visual abilities required for this job include close vision, distance vision, the ability to see 
colors and shades, and the ability to perceive depth. 

Mental Demands 

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; performs detailed work; deals with 
multiple concurrent tasks; and interacts with others encountered in the course of work. 

Work Environment: 

The employee works in a shop environment where the noise level may be loud and there is potential 
exposure to fumes, dust, grease, air contaminants, hazardous materials and chemicals. 

OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass a requisite background check.
• May occasionally work extended hours or hours outside of the regular schedule.
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 Parts and Materials Clerk 

• This position requires the use of personal protective equipment (PPE) based on the tasks assigned; 
safety shoes are required at all times.

*Adopted: 12-11-18 
*BOD Approved: 00-00-00 
*Revised: 00-00-00 
*Job Family: Purchasing 
*Job Series: Parts 
*Job Series Level: Journey 
*Confidential: No 
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 1  Payroll Specialist 

Class Code: AS116 
FLSA Status: Non-exempt 

Payroll Specialist 
Bargaining Unit: SEA 

DEFINITION: 

Under general supervision, a Payroll Specialist performs technical administrative work related to 
timekeeping and payroll functions for a single Santa Cruz METRO bargaining unit or department; 
maintains payroll records and files; processes and audits electronic timekeeping records using an 
electronic timekeeping system; prepares and maintains payroll-related statistical records and reports; 
and performs related work as required 

DISTINGUISHING CHARACTERISTICS: 

Payroll Specialist is the journey-level class in the series.  An incumbent in this class performs technical 
duties related to the preparation, administration, and maintenance of payroll for a single department or 
bargaining unit, in accordance with Federal and State laws, rules, and regulations. This class is 
distinguished from the higher level class of Senior Payroll Specialist because an incumbent in the latter 
class has overall responsibility for organization wide payroll processing and administers payroll activities 
affecting all Santa Cruz METRO employees.   

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Administers payroll for a single Santa Cruz METRO department or bargaining unit; audits
timekeeping records for accuracy and makes correcting entries; inputs payroll information using
an electronic timekeeping system; codes information for entry into computer records; applies
labor contract provisions related to overtime rules and other special pay categories.

• Maintains, monitors and updates spreadsheets and other electronic tools for tracking and
reporting absences, vacation use, over time, leave balances, and a variety of other payroll
categories; compiles timekeeping and payroll data and develops, prepares, distributes, maintains,
and files a variety of statistical and informational reports for management; verifies accuracy of
payroll systems and reports and ensures that payroll activities comply with internal control
procedures.

• Identifies, develops, recommends, and implements payroll system improvements.

• Prepares requested documents for internal, external, and governmental auditors as required.

• Responds to questions and researches payroll related problems; provides information to
management and departmental personnel regarding payroll and labor contract application.

• Assists with other administrative activities; may track occupational illnesses and injuries; may
assist with compiling data for budgetary purposes.

• Maintains confidential materials, records, files, and other privileged information.

• Initiates, composes and/or types various department memos, letters, reports, statistical data, and
other narrative documents.

• Answers telephones, greet visitors, and provides information to employees and the public.
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• Operates standard office equipment; utilizes standard business computer software in performing
job tasks.

• May utilize specialized Santa Cruz METRO software.

• Drive a Santa Cruz METRO vehicle to perform assignments.

• Performs related work as required

EMPLOYMENT STANDARDS: 

Knowledge of: 

• Principles and practices of technical payroll administration.

• Principles, practices, and terminology of accounting and financial record-keeping procedures.

• Principles and practices of the Fair Labor Standards Act (FLSA) and other related payroll laws and
regulations.

• State laws for record-keeping related to payroll processing.

• Taxable and non-taxable compensation principles.

• Methods of researching and resolving payroll issues.

• Modern office practices, procedures, and equipment.

• Business correspondence, formatting, and report writing.

• Methods of maintaining information in digital or hard copy files.

• Methods of researching, gathering, organizing, and reporting data.

• Methods of prioritizing, planning, and organizing work.

• Time management techniques.

• Customer service techniques.

• Basic mathematics, including percentages and basic statistics.

• Telephone techniques and etiquette.

• The effective use of modern office equipment, personal computers, and standard business
software.

Ability to: 

• Interpret, explain, and apply payroll-related policies, procedures, and regulations.

• Interpret and apply labor contract provisions relating to payroll and benefits.

• Perform automated payroll data entry.

• Maintain confidentiality of materials, records, files, and other privileged information.

• Gather, record, and summarize data in a variety of formats.

• Maintain records and control systems with accuracy and attention to detail.

• Input timekeeping data into a payroll system.

• Design, prepare, and compile reports and information.

• Adhere to established work schedules and timelines.

• Maintain a calm demeanor in stressful situations.

• Work independently using good judgment, tact, and discretion.

• Balance multiple assignments simultaneously and effectively.

• Perform mathematical calculations quickly and accurately.

• Utilize standard office equipment and computer software and learn to use specialized Santa Cruz
METRO software if assigned.

• Communicate clearly and effectively in both oral and written form.
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• Establish and maintain effective working relationships within the department and with other
divisions, departments, agencies, suppliers, vendors, and the public.

MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training, and Experience: 

One (1) year certificate of proficiency from an accredited college, in accounting, business administration 
or a related field.  

AND 

Two (2) years of experience requiring technical bookkeeping, payroll accounting, financial clerical or 
related work, preferably in a public agency. 

LICENSES AND CERTIFICATES: 

A valid California Driver’s License will be required at the time of appointment and throughout 
employment. 

Must be able to obtain and maintain a current, valid California Class “C” Driver’s License. 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands 

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear, and use a keyboard.  Work often requires 
stooping at the waist and the repetitive use of both hands to grasp and feel objects. Work may require 
lifting up to 20 pounds unaided. Specific visual abilities required for this job include close vision, distance 
vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands 

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; uses math and mathematical 
reasoning; performs detailed work; deals with multiple concurrent tasks, and interacts with others 
encountered in the course of work. 

Work Environment: 

The employee typically works in a standard office environment where the noise level is moderate. 

OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass a requisite background check.

• Must maintain strict confidentiality of work related information.

• May occasionally work extended hours or hours outside of the regular schedule.

9-15B.185



 HUMAN RESOURCES DEPARTMENT 
Santa Cruz METRO 

 4  Payroll Specialist 

*Adopted: 12-11-18 
*BOD Approved: 00-00-00 
*Revised: 00-00-00 
*Job Family: Payroll 
*Job Series: Payroll Specialist 
*Job Series Level: Journey 
*Confidential: No 
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 1  Planning Aide 

Class Code: P0202 
FLSA Status: Non-exempt 

Planning Aide 
Bargaining Unit: SEA 

DEFINITION: 

Under general supervision, a Planning Program Aide performs routine duties to assist with transit 
planning activities; collects a variety of transit data while on Santa Cruz METRO buses, in the field and on 
the telephone; tabulates and summarizes data; prepares data for computer input; conducts other 
routine clerical duties; and performs related work as required. 

DISTINGUISHING CHARACTERISTICS: 

Planning Program Aide is a journey-level planning support class. An incumbent in this class performs 
routine clerical and other support tasks that require basic knowledge and application of departmental 
policies, practices, and procedures.  

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Counts passengers as they board and deboard buses; records schedule adherence to gather
required service planning data; compiles data for various transit-related studies and surveys and
assists in the compilation and summarization of service planning data.

• Surveys or interviews Santa Cruz METRO passengers and the public on buses, in the field or on
the telephone.

• Tabulates passenger counts; compiles totals, computes percentages and summarizes survey
results.

• Calculates route distances and travel times for Santa Cruz METRO routes.
• Prepares field sheets, line summaries, and related forms using computer hardware and software.
• May assist with special projects and presentations to the public to support Santa Cruz METRO

public information and marketing.
• Performs routine general clerical work as assigned; may prepare documents, answer telephones,

maintain files and provide information to the public.
• Operates standard office equipment; utilizes computer software in performing job tasks.
• Drive a Santa Cruz METRO vehicle to perform assignments.
• Performs related work as required

EMPLOYMENT STANDARDS: 

Knowledge of: 

• Modern office practices, procedures and equipment.
• Basic clerical methods of researching, gathering, organizing and reporting data.
• Basic methods of maintaining information in computerized or hard copy files.
• Basic methods of prioritizing, planning, and organizing work.
• Basic time management techniques.
• Basic clerical customer service techniques.
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 2  Planning Aide 

• Basic mathematics, including percentages and basic statistics.
• Telephone techniques and etiquette.
• The effective use of modern office equipment, personal computers, and standard business

software.

Ability to: 

• Follow oral and written instructions accurately.
• Maintain basic records and control systems with accuracy and attention to detail.
• Input data into a computerized database.
• Adhere to established work schedules and timelines.
• Balance multiple assignments simultaneously and effectively.
• Utilize standard office equipment and computer software and learn to use specialized Santa Cruz

METRO software if assigned.
• Communicate clearly and effectively in both oral and written form.
• Establish and maintain effective working relationships within the department and with other

divisions, departments, agencies, suppliers, vendors, and the public.

MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training, and Experience: 

One (1) year of clerical experience requiring numerical recordkeeping, routine numerical research, or 
statistical reporting using personal computers.   

LICENSES AND CERTIFICATES: 

A valid California Driver’s License will be required at the time of appointment and throughout 
employment. 

Must be able to obtain and maintain a current, valid California Class “C” Driver’s License. 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands 

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear, and use a keyboard.  Work often requires 
stooping at the waist and the repetitive use of both hands to grasp and feel objects.  Work may require 
lifting up to 20 pounds unaided.  Specific visual abilities required for this job include close vision, distance 
vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands 

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; uses math and mathematical 
reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with others 
encountered in the course of work. 
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Work Environment:  

The employee typically works in a standard office environment where the noise level is moderate. 

Does occasional fieldwork. 

OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass requisite a background check.
• May occasionally working extended hours or hours outside of the regular schedule.

*Adopted: 12-11-18 
*BOD Approved: 00-00-00 
*Revised: 00-00-00 
*Job Family: Planning Clerical 
*Job Series: Planning Aide 
*Job Series Level: Entry/First working 
*Confidential: No 
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Class Code: P0211 
FLSA Status: Non-exempt 

Planning Data Analyst 
Bargaining Unit: SEA 

DEFINITION: 

Under direction, a Planning Data Analyst performs professional analytical duties related to 
transportation planning functions and processes; collects, prepares and analyzes service data for the 
advancement of planning and scheduling projects, Federal and State reporting requirements, and grant 
applications; communicates and coordinates with the farebox provider to monitor software data 
collection methods and equipment, new fare media, and new fare tracking methods; tracks the 
department budget, processes invoices, and handles other administrative duties as needed; and 
performs related work as required. 

DISTINGUISHING CHARACTERISTICS: 

Planning Data Analyst is a journey-level professional class. An incumbent in this class performs a wide 
range of tasks requiring knowledge, interpretation and application of specialized transportation planning 
administrative requirements, analysis and preparation of data and reports to meet various regulatory 
requirements, and other analytical duties to support departmental administrative functions.  

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Gathers ridership and other data relative to service performance using systems feedback data and
field survey data collection; runs data queries of primary research from field surveys, GPS-based
vehicle location systems, and fare media; monitors service statistic sources and data integrity.

• Analyzes, validates, evaluates and summarizes service data; forecasts potential federal funding
sources.

• Utilizes service data to fulfill State, Federal and local reporting requirements; prepares narrative
and statistical reports, maps, graphics and charts, including recommendations based on data
analysis; coordinates the interdepartmental submission of the monthly and annual reporting to
the National Transit Database.

• Validates and collects farebox and other system operational data to identify trends, deficiencies
and forecasts, and to produce inputs for various documents such as short-range transportation
plans.

• Coordinates and communicates with the farebox provider to maintain current service and/or
modify service as needed.

• Administers departmental budgets; participates in and coordinates the annual budget
development process; develops revenue and expenditure forecasts; processes invoices to track
departmental spending against the established budget.

• Makes mathematical and statistical calculations; updates and maintains planning databases and
directories.

• Provides information to employees and the public; responds to comments, complaints, and
requests from Santa Cruz METRO staff, board members, the public, and other agencies.

• Operates standard office equipment; utilizes computer software in performing job tasks.
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• Drive a Santa Cruz METRO vehicle to perform assignments.

• Performs related work as required

EMPLOYMENT STANDARDS: 

Knowledge of: 

• Applicable Federal, State and local laws governing transit operations, including funding programs
and data reporting requirements.

• Budget methods for operating and short- and long-term transportation capital funding.

• Principles of transit operations and route development.

• The development of key performance indicators pertinent to transportation programs.

• Professional methods of researching, gathering, organizing and reporting data.

• Techniques for surveying and transmitting information.

• Financial and statistical analysis methods.

• Budgeting and financial analysis concepts and practices, including cost analysis and modeling.

• Community interrelationships.

• Computer software common to the planning function (i.e., word processing, spreadsheet,
modeling, mapping) at the intermediate level.

• Project management methods and techniques.

• Modern office practices, procedures and equipment.

• Business correspondence, formatting and report writing.

• Manual and automated record-keeping and filing systems.

• Advanced methods of maintaining information in computerized or hard copy files.

• Methods of prioritizing, planning and organizing work.

• Advanced time management techniques.

• Customer service techniques.

• Intermediate mathematics, including ratios, percentages, and intermediate statistics.
• The effective use of modern office equipment, personal computers, and standard business

software.

Ability to: 

• Analyze transit data derived from computer models, cost/benefit analyses and public input.

• Read, analyze, understand and interpret complex planning-related reports and documents.

• Conduct cost/benefit, impact and other related technical analyses.

• Formulate a response to inquiries or complaints from customers, regulatory agencies, local
government representatives, citizen groups or members of the business community.

• Keep abreast of current trends in the transit field.

• Write letters, memorandums, board, planning and technical reports and fact sheets designed to
be understood by all audiences, including the public.

• Design graphics/maps using computer/drawing software for publication studies.

• Prioritize projects based on established criteria.

• Adhere to established work schedules and timelines.

• Work independently using good judgment, tact and discretion.

• Balance multiple assignments simultaneously and effectively.

• Utilize standard office equipment and computer software and learn to use specialized Santa Cruz

METRO software if assigned.
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• Maintain confidentiality of materials, records, files and other privileged information.

• Communicate clearly and effectively in both oral and written form.

• Establish and maintain effective working relationships within the department and with other
divisions, departments, agencies, suppliers, vendors, and the public.

MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training, and Experience: 

Bachelor’s degree from an accredited college or university in public administration, business 
administration, transportation planning or a related field. 

AND 

Two (2) years of recent professional experience performing transportation planning or administrative 
analysis for a public transportation system.   

Proficiency with Geographic Information Systems (GIS) and HASTUS software, as well as advanced 
proficiency with Microsoft Excel, are desirable. 

LICENSES AND CERTIFICATES: 

A valid California Driver’s License will be required at the time of appointment and throughout 
employment. 

Must be able to obtain and maintain a current, valid California Class “C” Driver’s License. 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands 

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear, and use a keyboard.  Work often requires 
stooping at the waist and the repetitive use of both hands to grasp and feel objects. Work may require 
lifting up to 20 pounds unaided.   Specific visual abilities required for this job include close vision, distance 
vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands 

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; uses math and mathematical 
reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with others 
encountered in the course of work. 

Work Environment:  

The employee typically works in a standard office environment where the noise level is moderate. 
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OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass a requisite background check.

• May occasionally work extended hours or hours outside of the regular schedule.

• Must participate in professional development activities.

*Adopted: 12-11-18 
*BOD Approved: 00-00-00 
*Revised: 00-00-00 
*Job Family: Professional Administrative 
*Job Series: Planning Data Analyst 
*Job Series Level: Journey 
*Confidential: No 
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Class Code: P0212 
FLSA Status: Non-exempt 

Principal HR Generalist 
Bargaining Unit: SEA 

DEFINITION: 

Under general direction, a  Principle Human Resource Generalist performs analytical duties related to 
Human Resources (HR) Department functions and processes, including recruitment, selection, 
classification, compensation, employee development, employee relations, regulatory compliance and 
Human Resource Information System (HRIS) development/administration; assists HR management in 
planning, organizing and achieving departmental objectives; provides professional advice and assistance 
to Santa Cruz METRO management on personnel-related issues; performs related work as required. 

DISTINGUISHING CHARACTERISTICS: 

Principle Human Resource Generalist is an advanced level class in the series.  An incumbent in this class 
performs tasks that require in-depth knowledge and interpretation of personnel related laws, regulations 
and policies as well as the application of complex analytical thinking and methodologies to investigate and 
resolve difficult issues. 

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Performs analytical duties to support HR functions and processes and Human Resource
Information System (HRIS) development and administration;

• Assists Human Resources Management in planning, organizing, and achieving departmental
objectives;

• Assist Santa Cruz METRO management on personnel-related issues.

• Coordinates with Information Technology (IT), Finance and Payroll to ensure that HRIS data is
appropriately reported maintained and updated and integrating properly with other systems;

• Performs HRIS audits to identify and resolve deficiencies;

• Communicates end user requirements to the HRIS vendor as well as IT staff; trains HR staff and
HRIS end users

• Prepares and administers the HR budget and process expenditures.

• Assists in planning, administering, and implementing Santa Cruz METRO’s Equal Employment
Opportunity Plan.

• Evaluates operational effectiveness and efficiency; recommend changes as needed;

• Ensure compliance with industry standards and legal requirements;

• May assist in developing HR policies and procedures.

• Process step increase and longevity pay; ensure compliance of paytable with collective bargaining
agreements;

• Process compensation changes, personnel action documents and route for approval into HRIS;

• May develop and conduct recruitment and related outreach activities

• May assists with conducting job analyses, evaluations and classification studies;

• May write classification specifications and conducts salary surveys;
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• May assist in performing labor relations activities such as investigating employee grievances, 
discrimination complaints, and possible policy violations. 

• May assist with benefits related administrative and analytical activities and serve as a back up to 
the Benefits Technician position 

• Operates standard office equipment; utilizes standard business computer software in performing 
job tasks. 

• May utilize specialized Santa Cruz METRO software. 

• Drive a Santa Cruz METRO vehicle to perform assignments. 

• Performs related work as required 

• Provide staff training as needed 
 

EMPLOYMENT STANDARDS: 

Knowledge of: 

• Principles and practices of public administration including planning, organizational development, 
systems administration, finance, purchasing and staff development. 

• Principles and practices of public human resources management  

• Laws and regulations applicable to public human resources management. 

• Principles of pay equity and compensation management. 

• Analytical methods of researching, gathering, organizing and reporting data. 

• Modern office practices, procedures and equipment 

• Business correspondence, formatting, and report writing.        

• Methods of prioritizing, planning, and organizing complex projects and analytical work. 

• Advanced time management techniques. 

• Advanced customer service techniques. 

• Intermediate mathematics, including percentages and intermediate statistics. 

• The effective use of modern office equipment, personal computers, and standard business 
software.  

 

Ability to: 

• Analyze, interpret, explain, and implement human resources policies, regulations and 
requirements. 

• Solve complex problems and develop solutions using analytical techniques. 

• Plan, organize and/or prepare research and analytical studies  

• Research, collect, analyze and interpret data and prepare comprehensive reports of findings and 
recommendations.  

• Provide effective and responsive customer service, including in stressful situations. 

• Work independently using good judgment and discretion. 

• Adhere to established work schedules and timelines. 

• Maintain a calm demeanor in stressful situations. 

• Balance multiple assignments simultaneously and effectively. 

• Utilize standard office equipment and computer software and learn to use specialized Santa Cruz 
METRO software if assigned. 

• Communicate clearly and effectively in both oral and written form. 

• Establish and maintain effective working relationships within the department and with other 
divisions, departments, agencies, suppliers, vendors, and the public. 
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MINIMUM QUALIFICATIONS: 

 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training, and Experience: 

Bachelor's degree from an accredited college or university in occupational development business, public 
administration, or a related field.   
 

AND 
 
Two (2) years of professional human resources analytical experience, preferably in a public agency.  
 
Familiarity with transit agency or transportation system activities and functions is desirable. 
 
Experience administering a Human Resources Information System is desirable. 
 
Master’s degree is desirable. 
 
LICENSES AND CERTIFICATES: 

A valid California Driver’s License will be required at the time of appointment and throughout 
employment. 
 
Must be able to obtain and maintain a current, valid California Class “C” Driver’s License. 
 
Certified Professional (CP) or Senior Certified Professional (SCP) from a recognized Human Resource 
Certification organization preferred. 
 
PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear, and use a keyboard.  Work often requires 
the repetitive use of both hands to grasp and feel objects; stooping at the waist, and standing.   Work may 
require lifting up to 20 pounds unaided.  Specific visual abilities required for this job include close vision, 
distance vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; analyzes and solves problems; uses math and 
mathematical reasoning; performs highly detailed work; deals with multiple concurrent tasks; and 
interacts with others encountered in the course of work. 
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Work Environment:  

The employee typically works in a standard office environment where the noise level is moderate. 

OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass a requisite background check.

• May occasionally work extended hours or hours outside of the regular schedule.

• May require occasional travel.

• Must maintain strict confidentiality of work-related information.

• Must participate in professional development activities.

*Adopted: 12-11-18 
*BOD Approved: 00-00-00 
*Revised: 00-00-00 
*Job Family: Administrative Professional 
*Job Series: HR Generalist 
*Job Series Level: Advanced 
*Confidential: Yes 
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Class Code: P0213 
FLSA Status: Non-exempt 

Purchasing Agent  
Bargaining Unit: SEA 

DEFINITION: 

Under direction, a Purchasing Agent performs advanced lead level professional duties related to the 
acquisition, approval, receipt, and record keeping for purchased equipment, materials, services and 
supplies; receives and processes purchase requisitions and purchase orders; sources vendors; negotiates 
pricing as well as other terms and conditions; generates purchase orders, service agreements and 
contracts; prepares and issues requests for proposals and invitations for bids and coordinates vendor 
selection processes; and performs related work as required. 

DISTINGUISHING CHARACTERISTICS: 

Purchasing Agent is an advanced lead level class in this series.  An incumbent in this class performs tasks 
requiring advanced knowledge, interpretation, and application of specialized purchasing policies and 
procedures to ensure that assigned activities comply with various legal, regulatory, policy and other 
requirements. 

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Reviews purchase requisitions for completeness and conformance with Santa Cruz METRO
policies as well as State and/or Federal laws; issues purchase orders for services, materials,
supplies, and equipment; negotiates term with vendors and performs vendor reviews to ensure
receipt of proper quality and quantity of materials.

• Prepares contracts and other documents for the purchase of supplies, services, and equipment;
submits documents for review by Santa Cruz METRO counsel and execution by the General
Manager; prepares notifications of awards and distributes contracts.

• Consults with departments regarding bid and proposal specifications; prepares and issues
requests for proposals and invitations for bids for procurements of equipment, service, and
construction projects; writes advertisements to invite bids and proposals; prepares vendor lists
and distributes bid/proposal packages; coordinates and schedules pre-bid and pre-proposal
packages and conferences; conducts bid openings; participates in bid evaluation; writes
recommendations to the Board for vendor selection.

• Ensures purchasing activities conform to applicable laws, regulations (including U.S. Department
of Transportation regulations), and Santa Cruz METRO policies; assists in the development of
Santa Cruz METRO policies and procedures for requisitioning, bidding, warehousing and
distributing supplies, materials, and equipment.

• Meets and corresponds with prospective vendors, manufacturers, service suppliers, and sales
representatives for product information; may investigate and resolve problems involving
damaged goods, incorrect merchandise or invoicing errors, and unsatisfactory service
performance.

• Meets and corresponds with other transit agency procurement officers to develop cooperative
procurement contracts for equipment, materials, and supplies used by transit agencies.
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• Evaluates vendor performance and maintains vendor history records; conducts price and cost 
analysis, prepares, processes and maintains records correspondence, documents, and reports 
related to the purchasing function; assists in the development and maintenance of a 
computerized purchasing system.  

• Drafts reports for the Board of Directors relating to the procurement of professional services, 
construction, vehicles, and equipment as required by Santa Cruz METRO. 

• Coordinates the notice, sale, and disposal of surplus vehicles and equipment.  

• Maintains record keeping for purchasing statistics related to DBE vendors and contractors; 
gathers data; assists in the preparation of DBE periodic reports.  

• May lead the work of subordinate technical or clerical staff as an ancillary duty. 

• Provides information to employees and the public.  

• Operates standard office equipment; utilizes computer software in performing job tasks  

• Utilizes standard business software in performing job tasks;  

• May utilize specialized Santa Cruz METRO software.   

• Drive a Santa Cruz METRO vehicle to perform assignments. 

• Performs related work as required 
 

EMPLOYMENT STANDARDS: 

Knowledge of: 

• Principles and practices of public agency purchasing. 

• State and Federal laws and regulations applicable to public sector purchasing, including third party 

contracting. 

• Contract development, negotiations, and competitive bidding processes. 

• Pricing, products, and services related to the transportation industry and sources of supply. 

• Methods of conducting product and vendor research.  

• The creation and use of spreadsheets, databases, and software to track information and automate 

calculations. 

• Modern office practices, procedures, and equipment. 

• Business correspondence, formatting and report writing.        

• Manual and automated record-keeping and filing systems. 

• Methods of maintaining information in digital or hard copy files. 

• Methods of researching, gathering, organizing, and reporting data. 

• Methods of prioritizing, planning, and organizing work. 

• Time management techniques. 

• Customer service techniques. 

• Principles and practices of supervision and leadership. 

• Intermediate mathematics, including ratios, percentages, and intermediate statistics. 
• The effective use of modern office equipment, personal computers, and standard business 

software.  

 

Ability to: 

• Evaluate, interpret and apply policies, procedures, and requirements as they apply to professional 

purchasing activities. 
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• Perform professional purchasing activities in a manner that complies with applicable laws, 

regulations, and policies. 

• Review requisitions and prepare product specifications, bids, and agreements. 

• Evaluate quotations and bids and make awards consistent with Santa Cruz METRO purchasing 

policies and requirements.   

• Research and identify the price and availability of items to be purchased. 

• Maintain complex and detailed records and control systems with accuracy and attention to detail. 

• Create and use spreadsheets, databases, and software to track information. 

• Perform financial calculations quickly and accurately. 

• Adhere to established work schedules and timelines. 

• Work independently using good judgment, tact, and discretion. 

• Balance multiple assignments simultaneously and effectively. 

• Lead the work of subordinate technical or clerical staff. 

• Utilize standard office equipment and computer software and learn to use specialized Santa Cruz 

METRO software if assigned. 

• Maintain confidentiality of materials, records, files, and other privileged information. 

• Communicate clearly and effectively in both oral and written form. 

• Establish and maintain effective working relationships within the department and with other 

divisions, departments, agencies, suppliers, vendors, and the public.  

 
MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training, and Experience: 

Bachelor’s degree from an accredited college or university in public administration, business 
administration, accounting, or a related field.  
 

AND 
 
Two (2) years’ experience in performing technical purchasing work, preferably at a public agency.  
 
Experience, which demonstrates substantial knowledge and abilities pertinent to specific purchasing job 
functions, may be substituted for the required education on a year-for-year basis. 
 

OR 
 
One (1) year certificate of proficiency from an accredited college in public administration, business 
administration or a comparable field of coursework. 
 

AND 
 
Four (4) years of experience performing professional purchasing work, preferably in a public agency. 
 
NTI procurement series completed or ability to complete within the first year of employment. 
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LICENSES AND CERTIFICATES: 

A valid California Driver’s License will be required at the time of appointment and throughout 
employment. 

Must be able to obtain and maintain a current, valid California Class “C” Driver’s License. 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands 

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear, and use a keyboard.  Work often requires 
the repetitive use of both hands to grasp and feel objects; stooping at the waist, and standing.  Work may 
require lifting up to 20 pounds unaided.  Specific visual abilities required for this job include close vision, 
distance vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands 

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; analyzes and solves problems; uses math and 
mathematical reasoning; performs highly detailed work; deals with multiple concurrent tasks; and 
interacts with others encountered in the course of work. 

Work Environment: 

The employee typically works in a standard office environment where the noise level is usually moderate. 

OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass a requisite background check.

• May occasionally work extended hours or hours outside of the regular schedule.

• Must participate in professional development activities.

*Adopted: 12-11-18 
*BOD Approved: 00-00-00 
*Revised: 00-00-00 
*Job Family: Administrative Professional 
*Job Series: Purchasing 
*Job Series Level: Advanced-Lead 
*Confidential: No 
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Class Code: PP108 
FLSA Status: Non-exempt 

Purchasing Assistant 
Bargaining Unit: SEA 

DEFINITION: 

Under direction, a Purchasing Assistant performs advanced clerical and technical duties to support 
complex departmental administrative or operational activities, with an emphasis on purchasing and 
contract administration; researches, gathers, organizes, and prepares purchasing related documents; 
reviews documents and data for compliance with program requirements; maintains complex files, 
records, correspondence and other documents; prepares detailed reports regarding budgetary and 
funding allocations and expenditures; and performs related work as required. 

DISTINGUISHING CHARACTERISTICS: 

Purchasing Assistant is an advanced level class in the series.  An incumbent in this class performs advanced 
clerical and technical administrative duties that require substantial interpretation and application of laws, 
regulations and/or specialized departmental and program policies.   

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Provides advanced clerical and technical administrative support to the purchasing and contracting
process; modifies established templates and formats to prepare a variety of purchasing-related
documents and correspondence including requests for bids/proposals, contracts, renewals,
requisitions, purchase orders, proposals, agreements, and correspondence; proofreads
documents for accuracy, completeness, and compliance with purchasing policies, procedures and
requirements; coordinates administrative approval processes.

• Coordinates with departments to obtain scope of work and other required information; creates
and maintains potential bidder lists; drafts and publishes IFB/RFP documents and sends to
requestors; attends and takes minutes/notes at various bid-related conferences and related
meetings; prepares and distributes addenda and project changes as requested.

• Supports the vendor selection and contract preparation process; develops bid-related evaluation
packets and forms; verifies the submission of required documents and vendor
references/qualifications; coordinates with departmental, legal and other parties to ensure
technical contract correctness.

• Drafts and finalizes procurement-related Board agenda items and staff reports using established
templates and required formats; schedules agenda items in compliance with administrative
procedures and deadlines; may attend Board meetings as a technical process representative.

• Monitors contract renewal dates and initiates the renewal process based on expiration date and
procedural requirements; coordinates with departments to confirm renewal terms and funding
plans; drafts renewal documents for approval by management; obtains signatures and distributes
final documents.

• Performs contract closing processes.
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• Provides input regarding the design, organization, retrieval, and reporting functions for 
procurement-related information systems; recommends the feasibility of modifying 
administrative systems and procedures to improve efficiencies using automated records 
processing. 

• Conducts and coordinates technical administrative studies and projects concerning Santa Cruz 
METRO policies, procedures, programs, or grants; assists in planning, implementing, and 
evaluating administrative tools and opportunities for process improvement; makes 
recommendations on proposed methods and procedures.  

• Develops, maintains and updates administrative procedures related to areas of assignment; 
provides information and explains policies to staff and other agencies. 

• Tracks, maintains, collects, assembles, and summarizes operational, financial and budgetary data 
related to assigned responsibilities and functions; prepares and provides reports and updates to 
management; collects, compile, and organizes data for required reporting to State and/or Federal 
agencies.  

• Maintains files in accordance with established indexing systems; reviews dated files to purge or 
combine materials; updates index and cross reference files.  

• Receives, reviews, and processes requests and complaints from other departments, other 
agencies and/or members of the public; researches information to assist management in 
formulating a response. 

• Operates standard office equipment; utilizes computer software in performing job tasks.   

• May utilize specialized Santa Cruz METRO software. 

• Drive a Santa Cruz METRO vehicle to perform assignments. 

• Performs related work as required 
 

EMPLOYMENT STANDARDS: 

Knowledge of: 

• Contract principles and administration procedures. 

• Technical principles, practices, and procedures common to public administration, including 
budgeting, records management, purchasing, human resources administration, and the use of 
technology. 

• Basic laws and regulations applicable to the area of assignment. 

• Advanced administrative and office practices, procedures and equipment, including the use of 
automated information systems to improve administrative practices. 

• Technical processes pertaining to accounting, purchasing, and data maintenance. 

• Advanced business correspondence, formatting, and report writing.        

• Technical methods of researching, gathering, organizing, and reporting data. 

• Advanced methods of prioritizing, planning, and organizing work. 

• Advanced time management techniques. 

• Advanced customer service techniques. 

• Intermediate mathematics, including percentages and intermediate statistics. 

• Advanced telephone techniques and etiquette. 
• The effective use of modern office equipment, personal computers, and standard business 

software.  
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Ability to: 

• Draft and revise a variety of contract documents utilizing clear, precise, and detailed language. 

• Evaluate, interpret and apply policies, regulations, and requirements as they apply to technical 
administrative activities. 

• Interpret and apply policies, procedures, and Federal and/or State regulations to comply with 
program or project reporting requirements and organize data into functional reports.  

• Coordinate and perform technical administrative activities in a manner that complies with 
applicable laws, regulations, and policies. 

• Investigate and document administrative, operational, and programmatic problems.  

• Work independently using good judgment, tact, and discretion. 

• Review and screen documents for minimum qualifications or other requirements. 

• Maintain confidentiality of materials, records, files, and other privileged information  

• Interpret, explain and apply human resources policies, procedures and regulations. 

• Maintain records and control systems with accuracy and attention to detail. 

• Adhere to established work schedules and timelines. 

• Maintain a calm demeanor in stressful situations. 

• Balance multiple assignments simultaneously and effectively. 

• Utilize standard office equipment and computer software and learn to use specialized Santa Cruz 
METRO software if assigned. 

• Communicate clearly and effectively in both oral and written form. 

• Establish and maintain effective working relationships within the department and with other 
divisions, departments, agencies, suppliers, vendors, and the public. 
 

MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 

abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

Two (2) years course work from an accredited college in public administration, business administration, 
or a related field. 
 

AND 
 
Three (3) years of responsible clerical or program administration experience, which required the 
operation of office equipment maintaining/retaining complex records and files.  
 
Experience must have included at least two (2) years administering purchasing related processes.   
 
LICENSES AND CERTIFICATES: 

A valid California Driver’s License will be required at the time of appointment and throughout 
employment. 
 
Must be able to obtain and maintain a current, valid California Class “C” Driver’s License. 
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PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands 

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear, and use a keyboard. Work often requires 
stooping at the waist and the repetitive use of both hands to grasp and feel objects. Work may require 
lifting up to 20 pounds unaided.  Specific visual abilities required for this job include close vision, distance 
vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands 

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; uses math and mathematical 
reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with others 
encountered in the course of work. 

Work Environment: 

The employee typically works in a standard office environment where the noise level is moderate. 

OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass a requisite background check.

• May occasionally work extended hours or hours outside of regular the schedule.

*Adopted: 12-11-18 
*BOD Approved: 00-00-00 
*Revised: 00-00-00 
*Job Family: Administrative Technical 
*Job Series: Purchasing Assistant 
*Job Series Level: Advanced 
*Confidential: No 
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Class Code: AS119 
       FLSA Status: Non-exempt 

 
Revenue Account Coordinator 

Bargaining Unit: SEA 
 

DEFINITION: 

Under general supervision, performs bookkeeping, record keeping and general support duties for Santa 
Cruz METRO’s Revenue Account Coordinator; distributes Santa Cruz METRO tickets and passes to 
agents/vendors; maintains detailed records pertaining to ticket and pass sales in computerized and hard 
copy files; verifies cash receipts and prepares bank deposits; orders supplies and maintains ticket/pass 
stock; gathers and compiles data for statistical or financial reports; provides information to employees and 
the public; and  Performs related work as required. 

 
DISTINGUISHING CHARACTERISTICS: 

 Revenue Account Coordinator is a journey-level clerical and program support class in this series.  An 
incumbent in this class performs clerical accounting tasks of average difficulty requiring a basic 
knowledge of bookkeeping principles and methods as well as general departmental policies, practices, and 
procedures. An incumbent in this class also works with agents and vendors. 

 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed.  The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Performs clerical accounting, bookkeeping, record-keeping, and general support functions for 
Santa Cruz METRO’s Ticket and Pass Sales Program. 

• Delivers Santa Cruz METRO tickets and passes to ticket agents and vendors; reconciles ticket stock, 
and collects payments for tickets and passes sold.  Provides program information and orientation 
to potential and new ticket agents 

• Maintains various records and information in manual and automated files related to ticket and pass 
sales including sales reports, deposit slips, receipts, invoices, and other documents; compiles data 
and prepares reports on sales revenue, cash receipts, and other program activities; develops new 
or ad hoc reports as requested by management. 

• Prepares and makes bank deposits. 

• Balance Ticket Vending Machine (TVM) sales; retrieve revenue and refill machines with change; 
counts and deposits TVM revenues; orders change to refill machines; provides revenue information 
to the Finance department. 

• Fulfills ticket and pass requests received via Internet; mail order; and discounted pass requests 

(bulk purchases.) 

• Ensures that cash is handled in dual custody to maintain adequate financial controls and that all 

fare media is secure and protected at all times 

• Communicates with outside contractors during periodic audits. 
• Maintains inventories and orders supplies. 

• Type memoranda, letters, reports, contracts, purchase orders, statistical data, specifications, and 
other documents as directed. 

• Answers telephones and provides information to employees and the public. 
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• Operates standard office equipment; utilizes standard business computer software in performing
job tasks.

• May utilize specialized Santa Cruz METRO software.

• Drive a Santa Cruz METRO vehicle to perform assignments.

• Performs related work as required

EMPLOYMENT STANDARDS: 

Knowledge of: 

• Basic bookkeeping methods.

• Basic clerical processes pertaining to accounting, purchasing, and data maintenance.

• Modern office practices, procedures, and equipment.

• Basic methods of maintaining information in digital or hard copy files.

• Basic clerical methods of researching, gathering, organizing, and reporting data.
• Basic methods of prioritizing, planning, and organizing work.

• Basic time management techniques.

• Basic clerical customer service techniques.

• Basic mathematics including, percentages and basic statistics.

• Telephone techniques and etiquette.

• Correct English usage, grammar, spelling, punctuation, and vocabulary.
• The effective use of modern office equipment, personal computers, and standard business

software.

Ability to: 

• Perform clerical accounting, bookkeeping, record-keeping, and field work with substantial
independence, good judgment, and discretion.

• Follow oral and written instructions accurately.

• Devise and adapt work procedures to meet changing needs.

• Understand the relationship between account records and documents for recording and reporting
purposes.

• Perform routine reconciliations within a record-keeping system.
• Maintain records and control systems with accuracy and attention to detail.

• Input data into a database.

• Type correspondence and routine documents.

• Adhere to established work schedules and timelines.

• Maintain a calm demeanor in stressful situations.
• Balance multiple assignments simultaneously and effectively.

• Utilize standard office equipment and computer software and learn to use specialized METRO
software if assigned.

• Communicate clearly and effectively in both oral and written form.

• Establish and maintain effective working relationships within the department and with other
divisions, departments, agencies, suppliers, vendors, and the public.
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MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be: 

Education, Training, and Experience: 

Two (2) years of clerical accounting, bookkeeping, or financial record-keeping experience. 

LICENSES AND CERTIFICATES: 
A valid California Driver’s License will be required at the time of appointment and throughout employment. 

Must be able to obtain and maintain a current, valid California Class “C” Driver’s License. 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class. Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands 

While performing the duties of this job, the employee is often required to reach with hands and arms; 
walk and sit; use finger dexterity, and talk and hear. Work often requires the repetitive use of both hands 
to grasp and feel objects and use a keyboard. The employee is regularly required to stoop at the waist, 
kneel, crouch, and stand. Occasional lifting up to 25 pounds unaided may be required. Specific visual 
abilities required for this job include close vision, distance vision, the ability to see colors and shades, and 
the ability to perceive depth. 

Mental Demands 

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; uses basic math and mathematical reasoning; performs 
detailed work; deals with multiple concurrent tasks; and interacts with others encountered in the course 
of work. 

Work Environment: 

The employee works in a standard office environment where the noise level is usually moderate.  May 
work out in the field when needed. 

OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass a requisite background check.

• May occasionally work extended hours or hours outside of the regular schedule.

*Adopted: 12-11-18 
*BOD Approved: 00-00-00 
*Revised: 00-00-00 
*Job Family: Financial Administrative Support 
*Job Series: Revenue Account 
*Job Series Level: Journey 
*Confidential: No 
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Class Code: AS118 
FLSA Status: Non-exempt 

Revenue Collection Clerk 
Bargaining Unit: SEA 

DEFINITION: 

Under general supervision, a Revenue Collection Clerk performs clerical duties related to the collection 
and processing of transit vehicle revenues; collects fares from revenue vehicles; processes and prepares 
revenue for transfer and deposit; collects passenger counts and prepares ridership reports; may perform 
general office or support work, and performs related work as required. 

DISTINGUISHING CHARACTERISTICS: 

Revenue Collection Clerk is a journey-level class in the series.  An incumbent in this class performs routine 
clerical and field tasks that require a basic knowledge and application of departmental policies, practices 
and procedures.   This class is distinguished from the higher-level class of Revenue Collection Supervisor 
because an incumbent in the latter class performs supervisory and advanced revenue collection work. 

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Pulls and replaces farebox vaults from revenue vehicles; opens farebox vaults under a secure and
prescribed procedure; coordinates with supervisors to determine which fare boxes need to be
pulled.

• Collects and counts money using currency and other counting equipment; totals and records cash
revenue; prepares transfer and bank deposit documents.

• Collects, counts and totals fares received in the form of tokens, passes and other receipts;
separates, sorts and records passes, count cards and other passenger recordings.

• Supplies and maintains currency machines at transit centers; delivers equipment and supplies to
Santa Cruz METRO facilities as assigned.

• Prepares periodic reports including ridership counts, equipment use and maintenance records.

• May train others in revenue collection procedures; may review work for errors.

• May perform other routine clerical duties as needed such as preparing timekeeping and
attendance records, typing documents, completing forms, entering data into computerized
systems, maintaining files and records, answering phones, ordering supplies, and compiling data
for reports.

• May assist in monitoring security contractors.

• May perform basic housekeeping duties in the counting room such as sweeping and dusting; may
perform minor servicing and orderly arranging of equipment.

• Operates standard office equipment; utilizes standard business computer software in performing
job tasks; operates specialized revenue and fare counting equipment.

• May utilize specialized Santa Cruz METRO software.

• Drive a Santa Cruz METRO vehicle to perform assignments.

• Performs related work as required

9-15B.211



            HUMAN RESOURCES DEPARTMENT 
Santa Cruz METRO 

 

  2  Revenue Collection Clerk 

 

 
 

EMPLOYMENT STANDARDS: 

Knowledge of: 

• Modern office practices, procedures and equipment. 

• Principles and methods of currency counting and cash recordkeeping. 

• Security measures to safeguard large sums of cash. 

• Basic clerical processes pertaining to data entry and recordkeeping. 

• Basic methods of maintaining information in computerized or hard copy files. 

• Basic clerical methods of researching, gathering, organizing, and reporting data. 

• Basic methods of prioritizing, planning, and organizing work. 

• Basic time management techniques. 

• Basic clerical customer service techniques. 

• Basic mathematics, including percentages and basic statistics. 

• Basic money handling procedures, including counting large sums of money. 

• Telephone techniques and etiquette. 
• The effective use of modern office equipment, personal computers, and standard business 

software.  

 

Ability to: 

• Follow oral and written instructions accurately. 

• Count and record currency and passenger fare receipts accurately and safely, in accordance with 
established procedures. 

• Maintain records and control systems with accuracy and attention to detail. 

• Adhere to established work schedules and timelines. 

• Input data into a computerized database. 

• Maintain a calm demeanor in stressful situations. 

• Perform work using good judgment and discretion. 

• Type routine documents and forms. 

• Balance multiple assignments simultaneously and effectively. 

• Maintain confidentiality of materials, records, files and other privileged information. 

• Utilize standard office equipment and computer software and learn to use specialized Santa Cruz 

METRO software if assigned. 

• Drive a Santa Cruz METRO vehicle to various work locations as required. 

• Communicate clearly and effectively in both oral and written form. 

• Establish and maintain effective working relationships within the department and with other 
divisions, departments, agencies, suppliers, vendors, and the public. 

 
MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training, and Experience: 

One (1) year of clerical experience requiring revenue collection, cashiering and/or cash handling and 
counting large sums of money.   
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LICENSES AND CERTIFICATES: 

A valid California Driver’s License will be required at the time of appointment and throughout 
employment. 

Must be able to obtain and maintain a current, valid California Class “C” Driver’s License. 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands 

While performing the duties of this job, the employee is often required to reach with hands and arms; 
walk and sit; use finger dexterity; and talk and hear.  Work often requires the repetitive use of both hands 
to grasp and feel objects and use a keyboard.  The employee is regularly required to stoop at the waist, 
kneel, crouch, and stand.   Occasional lifting up to 20 pounds unaided may be required.   Specific visual 
abilities required for this job include close vision, distance vision, the ability to see colors and shades, and 
the ability to perceive depth.  

Mental Demands 

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; uses basic math and mathematical reasoning; performs 
detailed work; deals with multiple concurrent tasks; and interacts with others encountered in the course 
of work. 

Work Environment: 

The employee primarily works in a standard office environment where the noise level is moderate.  May 
perform field work as needed.  

OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass a requisite background check.

• May occasionally work extended hours or hours outside of the regular schedule.

*Adopted: 12-11-18 
*BOD Approved: 00-00-00 
*Revised: 00-00-00 
*Job Family: Administrative Clerical 
*Job Series: Revenue Collection 
*Job Series Level: Journey 
*Confidential: No 
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Class Code: OA206 
FLSA Status: Non-exempt 

Revenue Collection Supervisor 
Bargaining Unit: PSA 

DEFINITION: 

Under direction, a Revenue Collection Supervisor performs supervisory and clerical work related to the 
collection of fares from revenue vehicles; processes and prepares revenue transfers and deposits; collects 
passenger counts and prepares ridership reports; performs various administrative support duties 
associated with departmental activities; and performs related work as required. 

DISTINGUISHING CHARACTERISTICS: 

Revenue Collection Supervisor is the supervisor level class in the series. An incumbent in this class 
performs work that requires a basic knowledge and application of supervisory principles, clerical 
procedures and departmental policies.  This class is distinguished from the lower level class of Revenue 
Collection Clerk because an incumbent in the latter class performs journey level clerical duties primarily 
emphasizing the collection and recording of farebox revenues.   

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Supervises subordinate staff; schedules, assigns, directs, and monitors work; provides staff
training; evaluates employee performance; may participate in staff selection; may initiate or have
significant input into disciplinary actions.

• Develops and implements revenue collection procedures and ridership surveys and counts.

• Oversees and coordinates with contractors that participate in revenue collection activities,
including the secure transportation of revenues.

• Communicates and coordinates with other Santa Cruz METRO staff, outside agencies and the
public as needed to implement assigned responsibilities.

• Works with outside auditors to verify cash balances and departmental financial records.

• Participates in revenue collections work by retrieving revenues from vehicles, collecting and
counting currency and other fare revenues, preparing records of revenues received and preparing
deposits.

• Researches and gathers information to prepare periodic reports including ridership counts,
equipment use and maintenance records; identifies data trends and prepares summaries for
management.

• Performs other clerical duties as required.

• Operates standard office equipment; utilizes standard business computer software in performing
job tasks; operates specialized revenue and fare counting equipment.

• May utilize specialized Santa Cruz METRO software.

• Drive a Santa Cruz METRO vehicle to perform assignments.

• Performs related work as required
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EMPLOYMENT STANDARDS: 

Knowledge of: 

• Principles and practices of employee supervision, including performance evaluation and
progressive discipline.

• Principles and practices of transit revenue collection operations, currency counting and cash
record-keeping.

• Security measures to safeguard large sums of money.

• Modern office practices, procedures and equipment.

• Clerical processes pertaining to data entry, purchasing, and recordkeeping.

• Methods of maintaining information in computerized or hard copy files.

• Clerical methods of researching, gathering, organizing, and reporting data.

• Methods of prioritizing, planning, and organizing work.

• Time management techniques.

• Clerical customer service techniques.

• Basic mathematics, including percentages.

• Telephone techniques and etiquette.
• The effective use of modern office equipment, personal computers, and standard business

software.

Ability to: 

• Supervise and motivate subordinate staff effectively.

• Count and record currency and passenger fare receipts in accordance with established
procedures.

• Maintain records and control systems with accuracy and attention to detail.

• Adhere to established work schedules and timelines.

• Perform mathematical computations accurately.

• Work independently using good judgment, tact, and discretion.

• Balance multiple assignments simultaneously and effectively.

• Input data into a computerized database.

• Utilize standard office equipment and computer software and learn to use specialized Santa Cruz
METRO software if assigned.

• Drive a Santa Cruz METRO vehicle to perform assignments as required.

• Communicate clearly and effectively in both oral and written form.

• Establish and maintain effective working relationships within the department and with other
divisions, departments, agencies, suppliers, vendors, and the public.
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MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training, and Experience: 

Two (2) years course work from an accredited college in business administration, accounting, or a related 
field. 

AND 

Two (2) years of clerical and one (1) year supervisory experience requiring revenue collection, cashiering 
and/or handling and counting large sums of money.   

LICENSES AND CERTIFICATES: 

A valid California Driver’s License will be required at the time of appointment and throughout 
employment. 

Must be able to obtain and maintain a current, valid California Class “C” Driver’s License. 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands 

While performing the duties of this job, the employee is often required to reach with hands and arms; 
walk and sit; use finger dexterity; and talk and hear.  Work often requires the repetitive use of both hands 
to grasp and feel objects and use a keyboard.  The employee is regularly required to stoop at the waist, 
kneel, crouch, and stand.   Occasional lifting up to 20 pounds unaided may be required.   Specific visual 
abilities required for this job include close vision, distance vision, the ability to see colors and shades, and 
the ability to perceive depth.  

Mental Demands 

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; uses basic math and mathematical reasoning; performs 
detailed work; deals with multiple concurrent tasks; and interacts with others encountered in the course 
of work. 

Work Environment: 

The employee primarily works in a standard office environment where the noise level is usually moderate.  
May work out in the field when needed.   

OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass a requisite background check.

• May occasionally work extended hours or hours outside of the regular schedule.
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*Adopted: 12-11-18 
*BOD Approved: 00-00-00 
*Revised: 00-00-00 
*Job Family: Administrative Clerical 
*Job Series: Revenue Collection 
*Job Series Level: Supervisory 
*Confidential: No 
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Class Code: P0204 
FLSA Status: Non-exempt 

Safety and Training Coordinator 
Bargaining Unit: PSA 

DEFINITION: 

Under direction, a Safety and Training Coordinator performs specialized professional administrative work 
related to planning, developing, updating, coordinating and conducting bus operator training and 
retraining programs and ensuring compliance with State and federally-mandated bus operator programs 
as well as Santa Cruz METRO policies and procedures; develops and updates curriculum, lesson plans, and 
training/reference materials; oversees the Assistant Safety and Training Coordinator; participates in the 
development and updating of accident investigation procedures and processes as well as departmental 
safety procedures; and performs related duties as required. 

DISTINGUISHING CHARACTERISTICS: 

Safety and Training Coordinator is the supervisory level class series.  An incumbent in this class performs 
the full scope of Safety and Training Coordinator level of planning, developing, and coordinating the 
delivery of required training programs for bus operators and other Santa Cruz METRO staff. 

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Plans, develops, updates, coordinates, and conducts bus operator training and retraining
programs, ensuring compliance with State and federally mandated bus operator programs as well
as Santa Cruz METRO policies, procedures and labor agreements.

• Trains and coordinates with Transit Supervisors who assist in training and re training Santa Cruz
METRO employees

• Develops and updates curriculum, lesson plans, training and reference materials for Bus Operators,
Transit Supervisors and other Santa Cruz METRO employees;

• Develops training procedures manual as well as other documentation, materials, and processes;
revises and updates documentation as needed.

• Plans and develops training schedules; coordinates schedules with Transit Supervisors and
Assistant Safety and Training Coordinator that assist with training and retraining of Bus Operators
and other Santa Cruz METRO employees.

• Assists the Operations Manager with administering the DMV Employer Testing Program, including
maintenance of examiner credentials;

• Coordinates the DMV “pull program” and ensures that all employees meet licensing
requirements; participates in CHP/DMV and other audits.

• Develops and coordinates ongoing line instruction programs, including the training of line
instructors on monitoring, grading, reporting and program compliance criteria.

• Coordinates the accident review process;

• Reviews completed accident reports and identifies patterns; documents and reports on
recommendations for improvements; maintains records of accidents; prepares summary reports.

• Coordinates and oversees the maintenance of accurate training records and documentation,
including records of driver training hours, VTT certification, and bus operator training certification.

• Oversees and evaluates new Operators during training;
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• Provides recommendations regarding Operator retention based on training information;

• Participates in direct observations of Operator skills as required;

• Conducts corrective action or re-training as appropriate;

• Participates in selection of new Bus Operators

• Participates in the delivery of training instruction as required, including VTT classes;

• Develops and may provide customized or specialized trainings as requested.

• May represent Santa Cruz METRO at disciplinary hearings, legal proceedings and other meetings.

• Supervises subordinate Safety and Training Instructors and may supervise technical, clerical or
support staff;

• Assigns, directs, and monitors work; provides staff training; evaluates employee performance;

• May participate in staff selection;

• Initiates or may have significant input into disciplinary actions.
• Coordinates and performs special projects.

• Provides information to employees and the public.

• Operates standard office equipment; utilizes computer software in performing job tasks.

• Drives and Operates Santa Cruz METRO vehicles to perform assignments.

• Performs related work as required

• Responsible for the implementation of ongoing line-instruction program, including selection,
training, and evaluation of the line instructor regarding monetary, grading, reporting, and
program compliance criteria.

• Conducts verification of transit training (VTT) classes as required; and provides customized
trainings as required by Superintendent.

• Participates in the planning, organizing, and support of internal and external training activities.

• Provides training in escalated or emergency situations, as assigned.

• Reviews pull-notices and takes appropriate action when required.

• Upon request, provides technical training assistance, pull- notice review for the paratransit
department.

• Enforces Santa Cruz METRO rules, policies, and procedures; applies provisions of Labor
Agreements within the scope of duties.

• May represent Santa Cruz METRO at disciplinary hearing, legal proceedings, and other meetings,
as required

• Incorporates information into training curriculum on new equipment, and changes in existing
equipment.

• May serve as a liaison with local emergency responders, such as police and fire, by providing
information and orientation regarding Santa Cruz METRO vehicle fleet, fuels utilized, emergency
access, and other public safety related information.

• May participate in committees and projects teams, may make recommendations related to safety,
training, licensing requirements, accident investigations, and other position related topics as
assigned;

• Serves as hazardous materials trainer for the Operations department.

• Assist with the development of departmental policies, procedures, programs and budget on
safety related issues in cooperation with the Safety, Security and Risk Department.

• Assist in conducting surveys of other organizations to compile, and analyze data, prepare report
and perform calculations, as needed.

• Selects, supervises, trains, motivates, assigns, evaluates, counsels, and disciplines staff.
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EMPLOYMENT STANDARDS: 

Knowledge of: 

• Federal, State, and local laws and regulations regarding transit buses, Department of Motor
Vehicle and Federal Highway Administration laws, and bus operator training and retraining.

• Current teaching theory, methods, and practices, as well as effective curriculum development.

• Principles of program organization, administration and coordination.

• Common transit agency policies, procedures and bus operator labor contract parameters
language associated with bus operations.

• Defensive driving techniques.

• Safety and health-related regulations applicable to transit operations.

• Principles and practices of employee supervision, including employee development, performance
evaluation and progressive discipline.

• Modern office practices, procedures and equipment.

• Business correspondence, formatting and report writing.

• Manual and automated record-keeping and filing systems.

• Methods of maintaining information in computerized or hard copy files.

• Professional methods of researching, gathering, organizing and reporting data.

• Methods of prioritizing, planning and organizing work.

• Advanced time management techniques.

• Customer service techniques.

• Intermediate mathematics including percentages, ratios, and basic statistics.
• The effective use of modern office equipment, personal computers, and applicable standard

business software; including audio/visual equipment.

Ability to: 

• Develop, organize, and coordinate an effective bus operator training program.

• Formulate specific objectives to compare and evaluate training results.

• Research, analyze and evaluate new training methods and techniques.

• Read, review and apply laws, regulations and labor contract provisions.

• Define problem areas and evaluate, recommend and implement alternative solutions to complex
issues and problems.

• Instruct others in the safe operation of Santa Cruz METRO vehicles and adapt training procedures
to the needs of the individual.

• Act as liaison with community groups, transit agencies, and regulatory agencies.

• Develop and write plans, procedures, reports, forms and tests.

• Conduct field investigations to identify patterns and problem areas and make recommendations.

• Adhere to established work schedules and timelines.

• Work independently using good judgment, tact and discretion.

• Balance multiple assignments simultaneously and effectively.

• Utilize standard office equipment and computer software and learn to use specialized Santa Cruz
METRO software if assigned.

• Maintain confidentiality of materials, records, files and other privileged information.

• Communicate clearly and effectively in both oral and written form.

9-15B.221



 HUMAN RESOURCES DEPARTMENT 
Santa Cruz METRO 

 4  Safety and Training Coordinator 

• Establish and maintain effective working relationships within the department and with other
divisions, departments, agencies, suppliers, vendors, and the public.

MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

Bachelor’s degree from an accredited college or university;  

AND 

Two (2) years of experience developing and presenting driver safety and training programs, preferably for 
a public bus transportation system. 

OR 

Five (5) years of experience as a Transit Supervisor for a medium to large agency providing bus 
transportation, including responsibility for driver training and VTT training.   

LICENSES AND CERTIFICATES: 

A valid California Class “B” Commercial Driver’s License with a “P” passenger endorsement will be 
required at the time of appointment and throughout employment. 

Verification of transit training (VTT), and an acceptable safe driving record/history is required at the time 
of appointment. 

AND 

Possession of a California State Bus Driver Training Instructor Certificate from the Department of 
Education at time of appointment. 

OR 

Possession of a Department of Transportation Instructor Credential to teach VTT classes at time of 
appointment. 

SPECIAL REQUIREMENTS: 

• Driving record will be reviewed as part of the application process and throughout employment.

• May occasionally work extended hours or hours outside of regular schedule.

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 
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Physical Demands 

While performing the duties of this job, the employee is regularly required to sit, walk, climb, bend, kneel, 
and stand; talk and hear; use hands to manipulate, handle, feel or operate objects, tools or controls; reach 
with hands and arms; and perform repetitive movements of hands or wrists. The employee is regularly 
required to bend and twist at the neck and occasionally reach overhead.  Work may require lifting up to 
50 pounds unaided.   Specific visual abilities required for this job include close vision, distance vision, the 
ability to see colors and shades, and the ability to perceive depth. 

Mental Demands 

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; analyzes and solves problems; uses math and 
mathematical reasoning; performs highly detailed work; deals with multiple concurrent tasks; and 
interacts with others encountered in the course of work. 

Work Environment: 

The employee typically works in an office environment where the noise level is quiet.  The employee 
occasionally works in a field environment with potential exposure to varied weather conditions, dust, 
fumes, and hazardous materials and where the noise level is loud.   

OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass a requisite background check.

• This position is considered a safety sensitive position and requires participation in Santa Cruz
METRO’s drug and alcohol testing program.

• May occasionally work extended hours or hours outside of the regular schedule.

*Adopted: 12-11-18 
*BOD Approved: 00-00-00 
*Revised: 00-00-00 
*Job Family: Administrative Technical 
*Job Series: Safety and Training 
*Job Series Level: Supervisor 
*Confidential: No 
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Class Code: PP109 
FLSA Status: Non-exempt 

Safety and Training Program Specialist I 
Bargaining Unit: SEA 

DEFINITION: 

Under general supervision, a Safety and Training Program Specialist I performs a limited range of 
professional administrative duties related to implementing and maintaining workplace safety programs 
in compliance with Cal-OSHA requirements as well as Santa Cruz METRO policies and procedures; collects 
and analyzes data and produces reports; investigates workplace accidents/incidents and claims filed 
against Santa Cruz METRO; and performs related work as required. 

DISTINGUISHING CHARACTERISTICS: 

Safety Program Specialist I is the entry/first working level class in the series.  An incumbent in this class 
performs a limited range of professional program administrative duties while learning to perform the full 
scope of journey-level work.  This class may be distinguished from the higher level class of Safety Program 
Specialist II because an incumbent in the latter class performs the full scope of journey-level professional 
administrative work. 

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Implements workplace safety programs in compliance with Cal-OSHA requirements as well as
Santa Cruz METRO policies and procedures.

• Implements the System Safety Program Plan and other Santa Cruz METRO safety programs;
reviews and conducts inspections of facilities and hazardous materials; evaluates workplace
chemical usage; maintains compliance data; conducts hazard assessments and compliance audits;
discusses procedural changes and requirements with departments, and addresses recurring
issues.

• Provides information to the Safety, Security and Risk Manager regarding injury and property
damage claims to assist in the determination of Santa Cruz METRO liability; collects
accident/incident information; verifies medical treatment expenses and lost wages; compiles
value of property damage.

• Investigates accidents/incidents for both internal Santa Cruz METRO incidents and external
incidents; interviews and takes statements of claimants, employees, and witnesses; visits
accident/incident scenes and takes pictures and measurements; analyzes events; examines
property damage; obtains injury information; interprets management practices; assesses findings
in order to make recommendations regarding cause, severity, and action; and generates a final
written report.

• Maintains and tracks records; prepares reports on status of claims; organizes materials and
documents claim files; maintains accurate records and files.

• Researches changes in Federal and State health and safety laws and codes, including occupational
safety and health regulations at both the State and Federal levels.

• Makes recommendations to the Safety, Security and Risk Manager of policy changes needed to
maintain compliance.
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• Assists Santa Cruz METRO departments with the implementation of emergency response
planning; coordinates drills implementing emergency plans; makes recommendations on areas of
improvement and efficiency; responds to various emergencies.

• Identifies and processes recovery actions for damages Santa Cruz METRO sustained from vehicle
accidents, tenant lease agreements, and other related expenses.

• Implements and facilitates workplace safety and environmental training programs; produces and
schedules monthly safety awareness topics; assists team members in other safety areas;
maintains training records.

• Determines workplace safety training needs; recommends, develops and conducts training of
employees regarding safety related issues such as safety awareness, ergonomics, Cal-OSHA
requirements, and proper use of safety equipment.

• Assists with workplace safety regulatory compliance; submits compliance related reports,
inspection forms, and other records; evaluates corrective action issues and regulatory
changes/interpretations; obtains samples for analytical analysis.

• Develops various workplace safety analysis tools such as key performance indicators, dashboards,
and scorecards to track and analyze trends and monthly outcomes; reviews all workplace injuries
and performs focused training to help other employees avoid such injuries; performs field safety
observations to assess safely on buses and at Santa Cruz METRO facilities.

• Prepares and provides appropriate information and required documentation as needed for small
claims court hearings.

• Provides information to employees and the public.

• Operates standard office and photography equipment; utilizes computer software in performing
job tasks.

• Drive a Santa Cruz METRO vehicle to perform assignments.

• Performs related work as required.

EMPLOYMENT STANDARDS: 

Knowledge of: 

• Cal-OSHA regulations.

• Applicable Federal, State and local safety regulations, laws and standards.

• Proper presentation of safety regulatory compliance regulations such as legal placement of
warning signs.

• Industry workplace safety standards and best management practices.

• Effective presentation methods.

• Hazard analysis and implications throughout the system life cycle.

• Tools and techniques of data collection, on scene evidence collection and interviewing witnesses.

• Applied preventative/predictive failure analysis, risk assessment and deductive reasoning.

• Accident investigation and hazard analysis.

• Claims investigation methods, techniques and settlement negotiations.

• Methods of legal and factual research.

• Basic discovery requirements.

• Modern office practices, procedures and equipment.

• Business correspondence, formatting and report writing.

• Manual and automated record-keeping and filing systems.

• Methods of maintaining information in computerized or hard copy files.
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• Professional methods of researching, gathering, organizing and reporting data.

• Methods of prioritizing, planning and organizing work.

• Advanced time management techniques.

• Customer service techniques.

• Intermediate mathematics, including percentages and intermediate statistics.
• The effective use of modern office equipment, personal computers, and standard business

software, including audio/visual equipment.

Ability to: 

• Interpret safety laws and regulations and resolve conflicting regulations.

• Ensure compliance from employees and supervisors regarding issues with Santa Cruz METRO’s
safety programs.

• Procure required documentation from vendors to ensure compliance.

• Perform timely notification of incidents in accordance with safety and risk management program
requirements.

• Use tools and equipment for incident/accident investigations and hazard assessments.

• Understand and apply laws and administrative policies and procedures in the evaluation of
routine property and liability insurance claims.

• Investigate accident scenes, analyze events, and draw sound conclusions.

• Develop and write correspondence, plans, procedures, reports, and forms.

• Conduct field investigations to identify patterns and problem areas and make recommendations.

• Adhere to established work schedules and timelines.

• Work independently using good judgment, tact and discretion.

• Balance multiple assignments simultaneously and effectively.

• Utilize standard office equipment and computer software and learn to use specialized Santa Cruz
METRO software if assigned.

• Maintain confidentiality of materials, records, files and other privileged information.

• Communicate clearly and effectively in both oral and written form.

• Establish and maintain effective working relationships within the department and with other
divisions, departments, agencies, suppliers, vendors, and the public.

MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training, and Experience: 

Bachelor’s degree from an accredited college or university in environmental health/safety, occupational 
health/safety or a related field. 

AND 

One (1) year of professional experience in system safety program planning, industrial hygiene, 
environmental health/safety or occupational health/safety. 
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LICENSES AND CERTIFICATES: 

A valid California Driver’s License will be required at the time of appointment and throughout 
employment. 

Must be able to obtain and maintain a current, valid California Class “C” Driver’s License. 

AND 

Ability to obtain a Cal-OSHA Safety and Health certificate is required at the time of appointment.  

Ability to obtain a Cal-OSHA Advanced Safety and Health certificate is desirable.  

Additional OSHA coursework related to risk management and claims resolution is desirable. 

SPECIAL REQUIREMENTS: 

• Must participate in professional development activities.

• Fluency in both English and Spanish is required.

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands 

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear, and use a keyboard.  Work often requires 
the repetitive use of both hands to grasp and feel objects; stooping at the waist, and standing.   Work may 
require lifting up to 20 pounds unaided.  Specific visual abilities required for this job include close vision, 
distance vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands 

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; analyzes and solves problems; uses math and 
mathematical reasoning; performs highly detailed work; deals with multiple concurrent tasks; and 
interacts with others encountered in the course of work. 

Work Environment: 

The employee typically works in a standard office environment where the noise level is usually moderate. 

OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass requisite background check.

• May occasionally work extended hours or hours outside of regular schedule.
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*Adopted: 12-11-18 
*BOD Approved: 00-00-00 
*Revised: 00-00-00 
*Job Family: Administrative Professional 
*Job Series: Safety and Training Program Specialist 
*Job Series Level: Entry/First working 
*Confidential: No 
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Class Code: P0214 

FLSA Status: Non-exempt 

Safety and Training Program Specialist II 
Bargaining Unit: SEA 

DEFINITION: 

Under direction, a Safety Program Specialist II performs professional administrative duties related to 
designing, developing, implementing and maintaining workplace safety programs in compliance with 
Cal-OSHA requirements as well as Santa Cruz METRO policies and procedures; collects and analyzes data 
and produces reports; investigates workplace accidents/incidents and claims filed against Santa Cruz 
METRO; and performs related work as required. 

DISTINGUISHING CHARACTERISTICS: 

Safety Program Specialist II is the journey level class in the series.  An incumbent in this class performs the 
full scope of journey level professional administrative work related to implementing mandatory workplace 
safety programs and training.  This class may be distinguished from the lower level class of Safety Program 
Specialist I because an incumbent in the latter class performs a limited range of duties while learning to 
perform the full scope of journey level work. 

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Designs, develops, and maintains workplace safety programs in compliance with Cal-OSHA
requirements as well as Santa Cruz METRO policies and procedures.

• Implements the System Safety Program Plan and other Santa Cruz METRO safety programs;
reviews and conducts inspections of facilities and hazardous materials; evaluates workplace
chemical usage; maintains compliance data; conducts hazard assessments and compliance audits;
discusses procedural changes and requirements with departments; and addresses recurring
issues.

• Provides information to the Safety, Security and Risk Manager regarding injury and property
damage claims to assist in the determination of Santa Cruz METRO liability; collects
accident/incident information; verifies medical treatment expenses and lost wages; compiles
value of property damage.

• Investigates accidents/incidents for both internal Santa Cruz METRO incidents and external
incidents; interviews and takes statements of claimants, employees, and witnesses; visits
accident/incident scenes and takes pictures and measurements; analyzes events; examines
property damage; obtains injury information; interprets management practices; assesses findings
in order to make recommendations regarding cause, severity, and action; and generates a final
written report.

• Maintains and tracks records; prepares reports on status of claims; organizes materials and
documents claim files; maintains accurate records and files.

• Researches changes in Federal and State health and safety laws and codes, including occupational
safety and health regulations at both the Federal and State levels.

• Makes recommendations to management regarding policy changes needed to maintain
compliance.
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• Assists Santa Cruz METRO departments with the implementation of emergency response
planning; coordinates drills implementing emergency plans; makes recommendations on areas of
improvement and efficiency; responds to various emergencies.

• Identifies and processes recovery actions for damages Santa Cruz METRO sustained from vehicle
accidents, tenant lease agreements, and other related expenses.

• Implements, assists and facilitates workplace safety and environmental training programs;
produces and schedules monthly safety awareness topics; assists team members in other safety
areas; maintains training records.

• Determines workplace safety training needs; recommends, develops and conducts training of
employees regarding safety related issues such as safety awareness, ergonomics, Cal-OSHA
requirements, and proper use of safety equipment.

• Assists with workplace safety regulatory compliance; submits compliance related reports,
inspection forms, and other records; evaluates corrective action issues and regulatory
changes/interpretations; obtains samples for analytical analysis.

• Develops various workplace safety analysis tools such as key performance indicators, dashboards
and scorecards to track and analyze trends and monthly outcomes; reviews all workplace injuries
thoroughly and performs focused training to help other employees avoid such injuries; performs
field safety observations to assess safely on buses and at Santa Cruz METRO facilities.

• Prepares and provides appropriate information and required documentation as needed for small
claims court hearings.

• Provides information to employees and the public.

• Operates standard office and photography equipment; utilizes computer software in performing
job tasks.

• Drive a Santa Cruz METRO vehicle to perform assignments.

• Performs related work as required.

EMPLOYMENT STANDARDS: 

Knowledge of: 

• Cal-OSHA regulations.

• Applicable Federal, State and local safety regulations, laws and standards.

• Proper presentation of safety regulatory compliance regulations such as legal placement of
warning signs.

• Industry workplace safety standards and best management practices.

• Effective presentation methods.

• Hazard analysis and implications throughout the system life cycle.

• Tools and techniques of data collection, on scene evidence collection and interviewing witnesses.

• Applied preventative/predictive failure analysis, risk assessment and deductive reasoning.

• Accident investigation and hazard analysis.

• Claims investigation methods, techniques and settlement negotiations.

• Methods of legal and factual research.

• Basic discovery requirements.

• Modern office practices, procedures and equipment.

• Business correspondence, formatting and report writing.

• Manual and automated record-keeping and filing systems.

• Methods of maintaining information in computerized or hard copy files.
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• Analytical methods of researching, gathering, organizing and reporting data.

• Methods of prioritizing, planning and organizing complex projects and analytical work.

• Advanced time management techniques.

• Advanced customer service techniques.

• Intermediate mathematics, including percentages and intermediate statistics.
• The effective use of modern office equipment, personal computers, and standard business

software, including audio/visual equipment.

Ability to: 

• Interpret safety laws and regulations and resolve conflicting regulations.

• Ensure compliance from employees and supervisors regarding issues with Santa Cruz METRO’s
safety programs.

• Procure required documentation from vendors to ensure safety compliance.

• Perform timely notification of incidents in accordance with safety and risk management program
requirements.

• Use tools and equipment for incident/accident investigations and hazard assessments.

• Understand and apply laws and administrative policies and procedures in the evaluation of
routine property and liability insurance claims.

• Investigate accident scenes, analyze events, and draw sound conclusions.

• Develop and write correspondence, plans, procedures, reports, and forms.

• Conduct field investigations to identify patterns and problem areas and make recommendations.

• Adhere to established work schedules and timelines.

• Work independently using good judgment, tact and discretion.

• Balance multiple assignments simultaneously and effectively.

• Utilize standard office equipment and computer software and learn to use specialized Santa Cruz
METRO software if assigned.

• Maintain confidentiality of materials, records, files and other privileged information.

• Communicate clearly and effectively in both oral and written form.

• Establish and maintain effective working relationships within the department and with other
divisions, departments, agencies, suppliers, vendors, and the public.

MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training and Experience: 

Bachelor’s degree from an accredited college or university in environmental health/safety, occupational 
health/safety or a related field. 

AND 

Three (3) years of professional experience in system safety program planning, industrial hygiene, 
environmental health/safety or occupational health/safety. 
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LICENSES AND CERTIFICATES: 

A valid California Driver’s License will be required at the time of appointment and throughout 
employment. 

Must be able to obtain and maintain a current, valid California Class “C” Driver’s License. 

AND 

Possession of a Cal-OSHA Safety and Health certificate is required at time of appointment. 

Ability to obtain a Cal-OSHA Advance Safety and Health certificate is desirable.  

Additional Cal-OSHA coursework related to risk management and claims resolution is desirable. 

SPECIAL REQUIREMENTS: 

• Must participate in professional development activities.

• Fluency in both English and Spanish is required.

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands 

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear; and use a keyboard.  Work often requires 
the repetitive use of both hands to grasp and feel objects; stooping at the waist; and standing.   Work may 
require lifting up to 20 pounds unaided.   Specific visual abilities required for this job include close vision, 
distance vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands 

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; analyzes and solves problems; uses math and 
mathematical reasoning; performs highly detailed work; deals with multiple concurrent tasks; and 
interacts with others encountered in the course of work. 

Work Environment: 

The employee typically works in a standard office environment where the noise level is usually moderate. 

OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass a requisite background check.

• May occasionally work extended hours or hours outside of regular the schedule.
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*Job Series Level: Journey 
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Class Code: PP110 
FLSA Status: Non-exempt 

Scheduling Analyst 
Bargaining Unit: SEA 

DEFINITION: 

Under direction, a Scheduling Analyst performs technical duties to support Santa Cruz METRO planning 
activities by utilizing computerized scheduling software to develop transit routes, operating schedules, 
and related documents according to Planning Department guidelines; develops block sheets, Operator 
paddles, extra board lists and other bid materials; responds to feedback from various sources by 
proposing, testing and establishing approved route changes; reviews and analyzes transit operations 
data to produce reports used in evaluating and improving transit service; and performs related work as 
required. 

DISTINGUISHING CHARACTERISTICS: 

Scheduling Analyst is a journey-level class in the series.  An incumbent in this class performs a wide range 
of tasks requiring technical knowledge of bus operations as well as basic knowledge of transportation 
planning policies, procedures and requirements.  

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Utilizes computerized scheduling software to develop transit routes, operating schedules, and
related documents according to Planning Department guidelines; revises existing routes and
schedules based on feedback from a variety of sources including customer requests, patronage
data, vehicle running times, traffic patterns, street closures, and other information.

• Monitors current service levels for potential route/schedule changes to improve efficiency,
productivity and effectiveness and considering  numbers of stops, length of routes and runs per
shift; tests proposed route and schedule changes using computerized models; balances and
verifies schedules, work runs and personnel requirements for accuracy and compliance with
applicable provisions and guidelines; participates in test trips of new or revised transit routes;
may develop routes as part of restructuring or research projects.

• Prepares Operator bids and special bids as required by the collective bargaining agreements;
develops block sheets, Operator paddles, extra board lists and other related materials for
Operator bids.

• Develops and maintains statistical data related to schedules, work runs, personnel requirements
and service costs; assists in projecting the cost of route and schedule changes based on Operator
pay categories.

• Prepares a variety of correspondence as well as periodic and ad hoc reports as required; prepares
Operator bid and schedule information for payroll purposes.

• Performs research and survey activities for various service planning projects.

• Assists Information Technology with the development, enhancement, testing, maintenance and
support of computer applications used for schedule planning, schedule building, run cutting and
data collection; provides subject matter expertise on operational and business requirements;
tests new techniques and aids to scheduling as they become available.
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• Explains pending route and service changes to members of the public and representatives of
community organizations as part of an outreach team; reviews customer complaint letters; assists
in preparing responses and recommends changes as appropriate.

• Proofreads schedule materials or electronic schedule information prior to publication.

• Attends meetings as directed; communicates and meets with union representatives during
development of the Operator bid as directed.

• Makes mathematical and statistical calculations.

• Provides information to employees and the public.

• Operates standard office equipment; utilizes computer software in performing job tasks.

• May utilize specialized Santa Cruz METRO software.

• Drive a Santa Cruz METRO vehicle to perform assignments.

• Performs related work as required

EMPLOYMENT STANDARDS: 

Knowledge of: 

• Federal, State, and local laws governing transit operations.

• Principles of transit operations and route development and the development of key performance
indicators.

• Technical methods of researching, gathering, organizing, and reporting data.

• Techniques for surveying and transmitting information.

• Basic statistical analysis methods.

• Community interrelationships.

• Computer software common to the route and schedule planning function (i.e., word processing,
spreadsheet, modeling, mapping) at the intermediate level.

• Modern office practices, procedures, and equipment.

• Business correspondence, formatting, and report writing.

• Manual and automated record keeping and filing systems.

• Methods of maintaining information in computerized or hard copy files.

• Methods of prioritizing, planning, and organizing work.

• Time management techniques.

• Customer service techniques.

• Intermediate mathematics, including ratios, percentages, and intermediate statistics.
• The effective use of modern office equipment, personal computers, and standard business

software.

Ability to: 

• Use transit data derived from computer models, cost/benefit analyses and public input to propose
and establish bus routes and Operator schedules.

• Utilize specialized computer programs and other tools to create bus routes and schedules.

• Read, analyze, understand and interpret planning-related reports and documents.

• Conduct technical data analyses.

• Formulate a response to inquiries or complaints from customers, regulatory agencies, local
government representatives, citizen groups, or members of the business community.

• Keep abreast of current trends in the transit field.

9-15B.238



 HUMAN RESOURCES DEPARTMENT 
Santa Cruz METRO 

 3  Scheduling Analyst 

• Write letters, memorandums, and technical reports and fact sheets designed to be understood
by all audiences, including the general public.

• Prioritize projects based on established criteria.

• Adhere to established work schedules and timelines.

• Work independently using good judgment, tact, and discretion.

• Balance multiple assignments simultaneously and effectively.

• Utilize standard office equipment and computer software and learn to use specialized Santa Cruz
METRO software if assigned.

• Maintain confidentiality of materials, records, files, and other privileged information.

• Communicate clearly and effectively in both oral and written form.

• Establish and maintain effective working relationships within the department and with other
divisions, departments, agencies, suppliers, vendors, and the public.

MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training, and Experience: 

Two (2) years course work from an accredited college in urban or transportation planning, public 
administration, business administration or a related field. 

AND 

Two (2) years of recent transit operations experience, including responsibility for scheduling, dispatching, 
bus operations or related duties.   

Experience working with transit scheduling software is desirable. 

Bachelor’s degree is desirable. 

LICENSES AND CERTIFICATES: 

A valid California Driver’s License will be required at the time of appointment and throughout 
employment. 

Must be able to obtain and maintain a current, valid California Class “C” Driver’s License. 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands 

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear, and use a keyboard. Work often requires 
stooping at the waist and the repetitive use of both hands to grasp and feel objects. Work may require 
lifting up to 20 pounds unaided.   Specific visual abilities required for this job include close vision, distance 
vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands 
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While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; uses math and mathematical 
reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with others 
encountered in the course of work. 

Work Environment: 

The employee typically works in a standard office environment where the noise level is moderate. 

OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass a requisite background check.

• May occasionally work extended hours or hours outside of the regular schedule.

*Adopted: 12-11-18 
*BOD Approved: 00-00-00 
*Revised: 00-00-00 
*Job Family: Planning Technical 
*Job Series: Scheduling 
*Job Series Level: Journey 
*Confidential: No 
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Class Code: PP101 
FLSA Status: Non-exempt 

Senior Accounting Technician 
Bargaining Unit: SEA 

DEFINITION: 

Under direction, an Senior Accounting Technician performs journey-level technical accounting duties to 
support department financial functions and processes; compiles, verifies and summarizes financial and 
statistical data from a variety of sources; processes and maintains files and records for accounts payable, 
accounts receivable, cash receipts, fixed assets, insurance, revenue, general ledger, tax filings, and 
budgeting; coordinates the review and processing of payroll documents; gathers and compiles data for 
statistical or financial reports; and performs related work as required. 

DISTINGUISHING CHARACTERISTICS: 

Senior Accounting Technician is a journey-level class in this series.  An incumbent in this class performs 
tasks requiring interpretation and application of specialized accounting policies and procedures to ensure 
that assigned activities comply with various legal, regulatory, policy, and other requirements.  This class 
may be distinguished from the lower level class of Accounting Technician because an incumbent in the 
latter class performs a limited range of technical accounting work while learning to perform the full range 
of journey-level duties.  It may also be distinguished from the higher-level class of Accounting Specialist 
because an incumbent in the latter class performs advanced technical accounting work.   

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Administers a departmental financial record-keeping program; posts information to automated
ledgers, account books, and accounting worksheets; reconciles manual records to computer-
generated reports.

• Performs accounts payable duties; reviews and matches accounts payable documents such as
invoices, reports and purchase orders to support payment and reconcile discrepancies; reviews
contracts, accounts, statements, or payments to confirm payment status, terms, pricing, and
scope of work; routes payment documents for approval/signature; submits approved documents
for payment.

• Tracks budget accounts and balances; monitors expenditures compared to budget allowances and
notifies management if over-budget; reconciles transactions and account balances to Finance
reports.

• Collects cash and receives, codes, processes and/or deposits cash receipts; reviews and processes
petty cash reimbursements; enters cash receipt and other accounts receivable information into
an automated accounting system and reconciles to reports; makes bank deposits.

• Coordinates and monitors insurance policies for properties under contract with Santa Cruz
METRO; monitors insurance expirations; researches contracts and leases to ensure that required
endorsements are received and updated; reviews insurance expirations and prepares insurance
billing statements for payment.

• Creates and submits purchase requisitions; works with vendors as needed to adjust purchase
orders.
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• Performs technical research related to financial and other administrative activities; extracts and
compiles data from manual and computerized sources for reports and other documents; makes
computations and prepares statistical summaries and reports.

• Performs department petty cash and Ticket Vending Machine (TVM) audits.

• Calculates and processes Treasury account transfers.

• Reconciles departmental credit card and related charge accounts.

• Processes emergency check requests and prepares off-cycle checks.

• Reviews and processes employee attendance and payroll documents; may calculate and record
hours worked, leave used, shift differentials, and other payroll provisions; researches and resolves
payroll-related problems.

• Develops and delivers technical training to various staff on accounts payable and budget tracking
procedures.

• Performs other technical duties in support of departmental administrative functions; researches
a variety of issues and prepares summaries of findings; initiates, composes and/or prepares
complex department memos, letters, reports, statistical data, and narrative documents; develops,
prepares, distributes, maintains and files a variety of reports, records and documentation;
maintains logs, spreadsheets, lists and files to track operational processes and information.

• Coordinates and performs special projects.

• Provides information to employees and the public.

• Operates standard office equipment; utilizes computer software in performing job tasks.

• May utilize specialized Santa Cruz METRO software.

• Drive a Santa Cruz METRO vehicle to perform assignments.

• Performs related work as required

EMPLOYMENT STANDARDS: 

Knowledge of: 

• Principles and practices of technical accounting, including the processing of accounts payable and
accounts receivable transactions and documents.

• Basic laws and regulations applicable to public sector accounting.

• Basic public sector accounting terminology and methods.

• Advanced bookkeeping practices and procedures.

• Modern office practices, procedures, and equipment.

• Business correspondence, formatting, and report writing.

• Manual and automated record-keeping and filing systems.

• Advanced methods of maintaining information in computerized or hard copy files.

• Technical methods of researching, gathering, organizing, and reporting data.

• Advanced methods of prioritizing, planning, and organizing work.

• Advanced time management techniques.

• Customer service techniques.

• Intermediate mathematics, including percentages, intermediate statistics, and financial data
conventions.

• The effective use of modern office equipment, personal computers, and standard business
software.
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Ability to: 

• Evaluate, interpret, and apply technical accounting policies, procedures, and requirements as they
apply to departmental financial activities.

• Coordinate and perform technical accounting activities in a manner that complies with applicable
laws, regulations, and policies.

• Check, balance, and reconcile documents; maintain accounts payable/receivable and cash
receipts.

• Apply control procedures pertaining to the maintenance of budgetary accounts.

• Maintain a variety of financial accounts, ledgers, and financial reports.

• Create and use computerized spreadsheets, databases, and software to track financial
information and automate calculations.

• Perform financial calculations quickly and accurately.

• Maintain records and control systems with accuracy and attention to detail.

• Adhere to established work schedules and timelines.

• Work independently using good judgment, tact, and discretion.

• Balance multiple assignments simultaneously and effectively.

• Utilize standard office equipment and computer software and learn to use specialized Santa Cruz
METRO software if assigned.

• Maintain confidentiality of materials, records, files, and other privileged information.

• Communicate clearly and effectively in both oral and written form.

• Establish and maintain effective working relationships within the department and with other
divisions, departments, agencies, suppliers, vendors, and the public.

MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training, and Experience: 

One (1) year certificate of proficiency from an accredited college including 12 units in accounting, business 
administration, or a comparable field of coursework. 

AND 

Three (3) years of experience requiring technical bookkeeping, financial recordkeeping, and/or accounts 
payable and receivable work, preferably in a public agency. 

OR 

Two (2) years successfully performing an Accounting Technician position. 

LICENSES AND CERTIFICATES: 

A valid California Driver’s License will be required at the time of appointment and throughout 
employment. 

Must be able to obtain and maintain a current, valid California Class “C” Driver’s License. 
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PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands 

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear, and use a keyboard. Work often requires 
stooping at the waist and the repetitive use of both hands to grasp and feel objects.  Work may require 
lifting up to 20 pounds unaided.  Specific visual abilities required for this job include close vision, distance 
vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands 

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; uses math and mathematical 
reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with others 
encountered in the course of work. 

Work Environment: 

The employee works in a standard office environment where the noise level is moderate. 

OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass requisite a background check.

• May occasionally work extended hours or hours outside of the regular schedule.

*Adopted: 12-11-18 
*BOD Approved: 00-00-00 
*Revised: 00-00-00 
*Job Family: Financial Technical 
*Job Series: Accounting Technician 
*Job Series Level: Journey 
*Confidential: No 
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Class Code: AS110 
FLSA Status: Non-exempt 

Senior Customer Service Representative 
Bargaining Unit: SEA 

DEFINITION: 

Under general supervision, a Senior Customer Service Representative performs lead worker and advanced 
customer service work related to providing information and assistance regarding transit services to 
customers; conducts transit-related special projects which may include marketing, public information, and 
community outreach activities; and. Performs related work as required 

DISTINGUISHING CHARACTERISTICS: 

Senior Customer Service Representative is the advanced-lead level class in the series.  An incumbent in 
this class serves as a lead worker, performs the more advanced customer service functions in a call center 
or information booth, and assists with outreach and public relations functions. This class may be 
distinguished from the lower level class of Customer Service Representative because an incumbent in the 
latter class performs journey-level duties and does not have formal lead worker responsibilities.  This class 
may be distinguished from the higher level class of Customer Service Supervisor because an incumbent in 
the latter class supervises the work of subordinate customer service staff.   

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Serves as a lead worker over subordinate staff by prioritizing, assigning and monitoring work and
providing training as needed; may provide input on performance evaluations.

• Performs sales and cashiering activities using print encoding media (PEMs) and/or selling transit
tickets, passes, and coupons; operates a cash register and performs credit card transactions; takes
photographs of customers for purposes of creating identification badges; reconciles booth sales.

• Provides information to the public regarding transit services, including the location of bus stops,
routes, detours, fares, transfers, and policies; responds to inquiries about pass eligibility, photo
identification, lost and found, and bus schedule publication and distribution.

• Creates ride reservations for Paratransit eligible customers; negotiates trip options and times with
customers and their service providers; calculates fares, arranges for client callbacks; processes
cancellations and no shows; maintains related records and documentation.

• Receives and responds to public information requests; receives and processes compliments,
complaints, and service improvement suggestions.

• Participates in outreach and public relations activities and may represent Santa Cruz METRO at
special events; may assist with the design and preparation of brochures, informational flyers,
written articles, and news releases.

• Operates standard office equipment; utilizes computer software in performing job tasks.

• Operates a cash register and photography equipment

• Drive a Santa Cruz METRO vehicle to perform assignments.

• Performs related work as required

9-15B.245



 HUMAN RESOURCES DEPARTMENT 
Santa Cruz METRO 

 2  Senior Customer Service Representative 

EMPLOYMENT STANDARDS: 

Knowledge of: 

• Principles and practices of employee leadership, including ways to motivate staff and maximize
productivity.

• Modern office practices, procedures, and equipment, including multi-line telephone systems.

• Applicable Federal, State, and local laws and regulations pertaining to Department of
Transportation regulations and policies governing Americans with Disabilities Act (ADA) Fixed
Route and Paratransit service.

• Regulations, policies, and procedures affecting Santa Cruz METRO customers.

• Specialized scheduling software.

• Local and regional transportation services.

• Principles and methods of currency counting and cash record-keeping.
• Effective customer service techniques.

• Public speaking techniques.

• Basic mathematics including, percentages and basic statistics.

• Telephone techniques and etiquette.

• The effective use of modern office equipment, personal computers, and standard business
software.

Ability to: 

• Serve as a lead worker over subordinate staff.

• Provide information to the public in a clear, accurate, and effective manner.

• Count and record currency and passenger fare receipts accurately and safely, in accordance with
established procedures.

• Demonstrate excellent public relations skills, obtaining and providing information in a clear,
accurate and professional manner.

• Communicate detailed information about local and regional transit systems, including routes and
schedules.

• Address customer complaints in a sensitive and tactful manner.

• Assist with designing and preparing a variety of public information, marketing, and planning
materials and presentations.

• Maintain a calm demeanor in stressful situations.

• Maintain confidentiality of materials, records, files, and other privileged information using tact
and discretion.

• Utilize standard office equipment and computer software and learn to use specialized Santa Cruz
METRO software if assigned.

• Drive a Santa Cruz METRO vehicle to perform assignments as required.

• Utilize specialized equipment such as ticketing machines, cash registers, and photo identification
printers.

• Communicate clearly and effectively in both oral and written form.

• Establish and maintain effective working relationships within the department and with other
divisions, departments, agencies, suppliers, vendors, and the public.

• Ability to handle conflict resolution and mediate solutions.
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MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training, and Experience: 

Three (3) years of progressively responsible customer service experience equivalent to a Customer Service 
Representative. 

Fluency in English and Spanish is desirable. 

LICENSES AND CERTIFICATES: 

A valid California Driver’s License will be required at the time of appointment and throughout 
employment. 

Must be able to obtain and maintain a current, valid California Class “C” Driver’s License. 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands 

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear, and use a keyboard.  Work often requires 
the repetitive use of both hands to grasp and feel objects; stooping at the waist, and standing.   Work may 
require lifting up to 20 pounds unaided.   Specific visual abilities required for this job include close vision, 
distance vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands 

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; analyzes and solves problems; uses math and 
mathematical reasoning; performs highly detailed work; deals with multiple concurrent tasks; and 
interacts with others encountered in the course of work. 

Work Environment: 

The employee may work in a standard office, call center or information booth environment where the 
noise level is usually moderate.  May work in the field when needed.   

OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass a requisite background check.

• May occasionally work extended hours or hours outside of the regular schedule.

*Adopted: 12-11-18 
*BOD Approved: 00-00-00 
*Revised: 00-00-00 
*Job Family: Customer Service 
*Job Series: Customer Service 
*Job Series Level: Advanced-Lead 
*Confidential: No 

9-15B.247



-THIS PAGE  INTENTIONALLY LEFT BLANK-

9-15B.248



 HUMAN RESOURCES DEPARTMENT 
Santa Cruz METRO 

 1  Senior Financial Analyst 

    Class Code: P0206 
FLSA Status: Exempt 

Senior Financial Analyst 
Bargaining Unit: SEA 

DEFINITION: 

Under minimal supervision, the Sr Financial Analyst is responsible for the analysis of highly complex and 
specialized finance and budget related work, which carry significant consequence of error, responsible for 
Santa Cruz METRO budgetary and other financial functions, processes and projects; plans and 
coordinates the annual organization wide budget process and prepares budget documents; researches, 
analyzes and forecasts trends related to budget, project, financial and accounting issues; participates in 
strategic planning activities related to projected revenues and expenditures; performs periodic and 
ongoing operational financial analysis and reporting; and performs related work as required. 

DISTINGUISHING CHARACTERISTICS: 

The Sr Financial Analyst is the advanced level professional class in the Financial Analyst series.  An 
incumbent in this series performs highly complex and technical analytical and financial analysis to provide 
accurate and timely financial reports to management, other governmental agencies, and the public, to 
support sound decision-making and ensure appropriate public disclosure and accountability.  Work 
requires the exercise of a high degree of independent judgement based a on thorough knowledge of 
business activities and financial management practices and procedures. 

The Sr. Financial Analyst position is distinguished from the Financial Analyst position in that the Sr. 
Financial Analyst serves as a subject expert, and performs more difficult, complex, and sensitive work of 
greater system wide impact. Assignment at this level requires the use of considerable knowledge, 
expertise, discretion, judgement and interpersonal skills. Unlike the Financial Analyst, the Senior Financial 
Analyst is expected to initiate and recommend studies and projects that would assist Management in 
decisions that have organizational impact.  

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Plans and coordinates the annual organization-wide budget process; gathers information from
various internal and external data sources; analyzes past trends; coordinates with department
directors and budget support personnel to prepare departmental non-personnel budgets;
develops the labor and fringe benefit budget projections; develops and prepares budget
documents as assigned.

• Forecasts expenditures in accordance with current labor contracts, laws and economic conditions;
develops budget revenue projections using statistical models, historical revenue and ridership
data, as well as current economic indicators.

• Participates in the development of Santa Cruz METRO’s five and ten-year Strategic Plan;
researches, analyzes and summarizes information for management consideration and planning;
provides financial recommendations and forecasts.

• Writes monthly budget status reports; prepares presentations to inform the Board of Directors
and the public regarding Santa Cruz METRO’s actual revenues and expenses in relation to the
adopted operating and capital budgets.
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• Systems Administrator for Santa Cruz METRO’s timekeeping software by providing and editing
user access and security permissions, creating new pay policies and pay codes, auditing system
outputs and coordinating with Information Technology staff to identify business needs and
resolve technical problems.

• Calculates pay rates for purposes of labor negotiations, wage surveys and classification and
compensation studies; advises management on the operating cost impacts of potential labor
contracts and service enhancement; prepares multi-year scenarios and forecasts.

• Prepares invoices and trust warrants for union-related payments and charges.

• Prepares the annual budget book and automated budget tracking templates; uploads budget files
for purchasing and accounting software.

• Coordinates and performs special projects.
• Develops and maintains a wide variety of financial records, reports, reporting tools and other

documents; prepares correspondence; makes presentations to individuals and groups.

• Provides information to employees and the public.

• Operates standard office equipment; utilizes standard business computer software in performing
job tasks.

• May utilize specialized Santa Cruz METRO software.

• Drive a Santa Cruz METRO vehicle to perform assignments.

• Performs related work as required

EMPLOYMENT STANDARDS: 

Knowledge of: 

• Advanced principles, practices, forms and techniques of professional public sector finance,
budgeting and accounting.

• Advanced principles and best practices of public agency budgeting, including revenue forecasting

• Principles and practices of operational and financial research and analysis.

• Public sector best practices regarding record-keeping and reporting.

• Laws and regulations applicable to public sector finance, taxes, payroll reporting and transit
agencies.

• Financial and statistical reporting and analysis.

• Business law principles and practices.

• Advanced public sector accounting terminology and methods.

• Modern office practices, procedures and equipment.

• Business correspondence, formatting and report writing.

• Advanced methods of maintaining information in computerized or hard copy files.

• Professional methods of researching, gathering, organizing and reporting data.

• Project management methods.

• Methods of prioritizing, planning and organizing work.

• Advanced time management techniques.

• Customer service techniques.

• Intermediate mathematics, including percentages, intermediate statistics, and financial data
conventions.

• The effective use of modern office equipment, personal computers, and standard business
software, including specialized financial applications.
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Ability to: 

• Plan, organize, coordinate, prepare and control budgets.

• Coordinate and perform a wide variety of complex, professional financial analysis tasks and
studies in compliance with applicable laws, regulations and policies.

• Evaluate, interpret and apply laws, regulations, policies, procedures and requirements pertaining
to organizational financial activities.

• Analyze complex financial, statistical, accounting and payroll information and formulate sound
conclusions and recommendations.

• Assess economic conditions and determine economic assumptions for financial forecasts.

• Maintain complex financial and statistical data and records.

• Consult with and advise management on a wide variety of financial issues.

• Utilize financial and budgeting software, including spreadsheet, database, finance and payroll
applications, at an advanced level.

• Apply advanced professional fiscal control procedures to maintain budgetary accounts.

• Perform financial calculations quickly and accurately.

• Adhere to established work schedules and timelines.

• Work independently using good judgment and tact.

• Balance multiple assignments simultaneously and effectively.

• Utilize standard office equipment and computer software and learn to use specialized Santa Cruz
METRO software if assigned.

• Maintain confidentiality of materials, records, files and other privileged information.

• Communicate clearly and effectively in both oral and written form.

• Establish and maintain effective working relationships within the department and with other
divisions, departments, agencies, suppliers, vendors, and the public.

MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training, and Experience: 

Bachelor’s degree from an accredited college or university in finance, accounting, economics, business 
administration or a related field. 

AND 

Five (5) years of professional financial analytical experience, preferably in a public agency. 

LICENSES AND CERTIFICATES: 

A valid California Driver’s License will be required at the time of appointment and throughout 
employment. 

Must be able to obtain and maintain a current, valid California Class “C” Driver’s License. 

SPECIAL REQUIREMENTS: 

• Must maintain strictest confidentiality of information.

• May require occasional travel.
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PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands 

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear, and use a keyboard.  Work often requires 
the repetitive use of both hands to grasp and feel objects; stooping at the waist, and standing.  Work may 
require lifting up to 20 pounds unaided.  Specific visual abilities required for this job include close vision, 
distance vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands 

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; analyzes and solves problems; uses math and 
mathematical reasoning; performs highly detailed work; deals with multiple concurrent tasks; and 
interacts with others encountered in the course of work. 

Work Environment: 

The employee typically works in a standard office environment where the noise level is usually moderate. 

OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass a requisite background check.

• May occasionally work extended hours or hours outside of the regular schedule.

*Adopted: 12-11-18 
*BOD Approved: 00-00-00 
*Revised: 00-00-00 
*Job Family: Financial Professional 
*Job Series: Financial Analyst 
*Job Series Level: Advanced 
*Confidential: No 
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Class Code: AS117 
FLSA Status: Non-exempt 

Senior Payroll Specialist 
Bargaining Unit: SEA 

DEFINITION: 

Under direction, a Senior Payroll Specialist performs advanced accounting work  related to timekeeping 
and payroll matters impacting all Santa Cruz METRO bargaining units and departments; coordinates and 
maintains centralized payroll records and files; prepares and maintains complex payroll-related 
statistical records and reports; coordinates and performs special payroll or accounting-related projects; 
processes and audits electronic timekeeping records using an electronic timekeeping system; and  
Performs related work as required. 

DISTINGUISHING CHARACTERISTICS: 

Senior Payroll Specialist is the advanced-lead level class in the series.  An incumbent in this class performs 
advanced technical duties related to the organization wide preparation, administration, and maintenance 
of payroll in accordance with Federal and State laws, rules, and regulations.  This class is distinguished 
from the lower level class of Payroll Specialist because an incumbent in the latter class performs journey 
level technical payroll processing and administration for a single Santa Cruz METRO department or 
bargaining unit.   

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Administers centralized, organization wide payroll activities impacting multiple departments and
or bargaining units; audits timekeeping records for accuracy and makes correcting entries; inputs
payroll information using an electronic timekeeping system; uses codes information for entry into
computer records; applies labor contract provisions related to overtime rules and other special
pay categories.

• Maintains, monitors and updates spreadsheets and other electronic tools for tracking and
reporting absences, vacation use, over time, leave balances, and a variety of other payroll
categories; compiles timekeeping and payroll data and develops, prepares, distributes, maintains,
and files a variety of statistical and informational reports for management; verifies accuracy of
payroll systems and reports and ensures that payroll activities comply with internal control
procedures.

• Prepares and electronically submits all payroll documents to payroll contractor; corrects errors
prior to export; communicates with contractors on payroll issues, questions, deadlines, and
procedures; responds to questions from employees, supervisors, and managers regarding
timekeeping, direct deposit, accruals, and other and payroll issues.

• Maintains payroll records, reviews absence tracking information and reports, and adjusts as
required.

• Receives and reviews personnel actions submitted by multiple departments; reviews pay or status
changes such as appointments, changes in status, leaves, and separations and enters into the
payroll system.
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• Requests and collects payroll documents, trust warrants, and paychecks from payroll contractor;
communicates with the payroll contractor and internal departments.

• Identifies, develops, recommends, and implements and payroll system improvements;
coordinates with other Santa Cruz METRO departments regarding timekeeping rules and
procedures; recommends solutions to problems and provides timekeeping system training;
responds to questions and researches payroll related problems; provides information to
management and departmental personnel regarding payroll and labor contract application.

• Prepares requested documents for internal, external, and governmental auditors as required.

• Works with Information Technology staff to maintain system integrity, troubleshoot technical
issues and test the payroll system after configuration changes or updates; utilizes and maintains
procedures for electronic payroll timekeeping system; reviews payroll procedures and
recommends changes.

• Assists with other accounting activities.

• May track occupational illnesses and injuries.

• May assist with compiling data for budgetary purposes.

• Maintains confidential materials, records, files, and other privileged information.

• Initiates, composes and/or types various department memos, letters, reports, statistical data, and
other narrative documents.

• Answers telephones, greet visitors, and provides information to employees and the public.

• Operates standard office equipment; utilizes standard business computer software in performing
job tasks.

• May utilize specialized Santa Cruz METRO software.

• May provide functional direction to other staff performing payroll related duties.

• Drive a Santa Cruz METRO vehicle to perform assignments.

• Performs related work as required

EMPLOYMENT STANDARDS: 

Knowledge of: 

• Advanced principles and practices of technical payroll administration.

• Principles, practices, and terminology of accounting and financial record-keeping procedures.

• Principles and practices of the Fair Labor Standards Act (FLSA) and other related payroll laws and
regulations.

• State laws for record-keeping related to payroll processing.

• Taxable and non-taxable compensation principles.

• Advanced methods of researching and resolving payroll issues.

• Modern office practices, procedures, and equipment.

• Business correspondence, formatting, and report writing.

• Methods of maintaining information in digital or hard copy files.

• Technical methods of researching, gathering, organizing, and reporting data.

• Methods of prioritizing, planning, and organizing work.

• Time management techniques.

• Customer service techniques.

• Basic mathematics, including percentages and basic statistics.

• Telephone techniques and etiquette.
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• The effective use of modern office equipment, personal computers, and standard business
software.

Ability to: 

• Interpret, explain, and apply complex payroll-related policies, procedures, and regulations.

• Interpret and apply labor contract provisions relating to payroll and benefits.

• Perform automated payroll data entry.

• Maintain confidentiality of materials, records, files, and other privileged information.

• Gather, record, and summarize data in a variety of formats.

• Maintain records and control systems with accuracy and attention to detail.

• Input timekeeping data into a payroll system.

• Design, prepare, and compile reports and information.

• Adhere to established work schedules and timelines.

• Maintain a calm demeanor in stressful situations.

• Work independently.

• Balance multiple assignments simultaneously and effectively.

• Perform mathematical calculations quickly and accurately.

• Utilize standard office equipment and computer software and learn to use specialized Santa Cruz
METRO software if assigned.

• Communicate clearly and effectively in both oral and written form.

• Establish and maintain effective working relationships within the department and with other
divisions, departments, agencies, suppliers, vendors, and the public.

MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training, and Experience: 

Two (2) years course work from an accredited college in accounting, business administration or a related 
field.  

AND 

Four (4) years of experience requiring technical bookkeeping, payroll accounting, financial clerical or 
related work, preferably in a public agency.   

Experience must have included at least two (2) years of experience administering departmental or agency 
wide payroll activities. 

LICENSES AND CERTIFICATES: 

A valid California Driver’s License will be required at the time of appointment and throughout 
employment. 

Must be able to obtain and maintain a current, valid California Class “C” Driver’s License. 
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PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands 

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear, and use a keyboard. Work often requires 
stooping at the waist and the repetitive use of both hands to grasp and feel objects. Work may require 
lifting up to 20 pounds unaided. Specific visual abilities required for this job include close vision, distance 
vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands 

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; uses math and mathematical 
reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with others 
encountered in the course of work. 

Work Environment: 

The employee typically works in a standard office environment where the noise level is moderate. 

OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass a requisite background check.

• Must maintain strict confidentiality of work-related information.

• May occasionally work extended hours or hours outside of the regular schedule.

*Adopted: 12-11-18 
*BOD Approved: 00-00-00 
*Revised: 00-00-00 
*Job Family: Payroll 
*Job Series: Payroll Specialist 
*Job Series Level: Advanced-Lead 
*Confidential: No 
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Class Code: P0216 
FLSA Status: Non-exempt 

Senior Systems Administrator 
Bargaining Unit: SEA 

DEFINITION: 

Under general supervision, a Senior Systems Administrator performs advanced level professional 
information technology duties related to the design, development, administration, and maintenance of 
Santa Cruz METRO computer systems; administers LINUX/UNIX and Windows based systems; analyzes 
and resolves system operation problems including those related to system security, user accounts, 
network functionality, and client-server hardware; performs related work as required. 

DISTINGUISHING CHARACTERISTICS: 

Senior System Administrator is the advanced level class in the series.  An incumbent in this class performs 
the expert range of advanced level professional analytical technology duties.  This class is distinguished 
from the Systems Administrator class because an incumbent in the latter class performs a full range of 
professional systems administration work while learning to perform the expert range of advanced level 
duties. 

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Configures, supports, troubleshoots and administers server environments; ensures servers are
patched as needed; restricts access control and monitors server performance; designs multiple
solutions for remote access; develops scripts to automate tasks.

• Configures, supports, troubleshoots and administers virtualized environments and ensures they
are patched, monitored, and load balanced for power usage; patches servers to the network via
ethernet or fiber and organizes accordingly.

• Configures, supports, troubleshoots and administers the Windows Active Directory server; adds,
removes and modifies permissions for users and for access control.

• Configures, supports, troubleshoots, and administers network and networking equipment
including firewalls, routers, switches, and access points.; creates new subnets; patches
networking equipment and terminates cabling; ensures connections are stable; plans and
implements upgrades.

• Performs security analysis on an ongoing basis and recommends best practices for security;
monitors and mitigates Internet attacks and configures firewall policies to strictly adhere to
ongoing threats; creates monthly security bulletins to educate non-technical users to avoid
phishing and social engineering attacks; ensures old insecure protocols are retired and replaced
with modern secure protocols; configures and monitors intrusion prevention systems.

• Configures, supports, troubleshoots, and administers the telephony network including hardware,
endpoints, and connections; adds, removes, or modifies extensions and configures telephony
environment for best workflows; manages phone trees; ensures mission-critical phone lines work
for customers to book rides and speak with customer service; configures and manages call center
helpdesk queues; provides users with the most updated services available.
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• Ensures backups are installed and running accurately; creates backup file systems and tests
backups to ensure the quality of backup data; ensures scheduled backups are run and stored
securely; plans for disaster recovery; plans and upgrades to modern network attached storage
solutions.

• Deploys computers, network/telephone equipment, or troubleshoots onsite.

• Assists customer service with customer accounts; supports various third-party software tools in
finance, purchasing, asset tracking, para-transit, telephony, and call center; assists with
installation of self-hosted or third-party software.

• Provides desktop support via phone call, email, ticket, or walk in as required.

• Operates standard office equipment; utilizes computer software in performing job tasks.

• Drive a Santa Cruz METRO vehicle to perform assignments.

• Performs related work as required.

EMPLOYMENT STANDARDS: 

Knowledge of: 

• Advanced computer hardware technology.

• Advanced network security, cryptography, encryption, secure data removal.

• Advanced networking (TCP-IP stack, OSI model, subnetting, switching, routing, wireless).

• Advanced anti-virus technologies.

• Advanced security protocols.

• Advanced Windows Operating systems.

• LINUX Operating systems.

• Citrix Desktop environment.

• VOIP

• Scripting such as Bash, Python, Powershell.

• Workplace safety issues related to the use of computers.

• Remote access technologies.

• Basic mathematics, including percentages and basic statistics.
• The effective use of modern office equipment, personal computers, and standard business

software.

Ability to: 

• Analyze system architecture and design, recommend and implement improvements based on

new technologies.

• Work independently to analyze hardware and software problems related to the design and

maintenance of computer systems.

• Read and interpret complex technical manuals, procedures, and instructions.

• Clearly and effectively present complex technical information to both technical and non-technical

users.

• Analyze and maintain complex computer and networking equipment.

• Install hardware, software, and system upgrades.

• Write user instructions and procedures.

• Adhere to established work schedules and timelines.

• Balance multiple assignments simultaneously and effectively.
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• Utilize standard office equipment and computer software and learn to use specialized Santa Cruz
METRO software if assigned.

• Communicate clearly and effectively in both oral and written form.

• Establish and maintain effective working relationships within the department and with other
divisions, departments, agencies, suppliers, vendors, and the public.

MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 

abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training, and Experience: 

Bachelor’s degree from an accredited college or university in computer science or a related field AND four 
(4) years of experience. 

AND/OR 

Eight (8) years of professional experience designing and maintaining network and server systems in a 
Windows, LINUX/UNIX, or a similar operating system environment. 

LICENSES AND CERTIFICATES: 

A valid California Driver’s License will be required at the time of appointment and throughout 
employment. 

Must be able to obtain and maintain a current, valid California Class “C” Driver’s License. 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands 

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear, and use a keyboard. Work often requires 
stooping at the waist and the repetitive use of both hands to grasp and feel objects. Work may require 
lifting up to 20 pounds unaided. Specific visual abilities required for this job include close vision, distance 
vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands 

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; uses math and mathematical 
reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with others 
encountered in the course of work. 

Work Environment: 

The employee typically works in a standard office environment where the noise level is moderate. 

OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass a requisite background check.
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• Must maintain strict confidentiality of work-related information.  

• May occasionally work extended hours or hours outside of the regular schedule.  
 
 
 
*Adopted:  12-11-18  
*BOD Approved:  00-00-00  
*Revised:  00-00-00 
*Job Family:   Information Technology Professional 
*Job Series:  Systems Administrator 
*Job Series Level:  Advanced 
*Confidential:  No 
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Class Code: P0210 
FLSA Status: Exempt 

Senior Transportation Planner 
Bargaining Unit: SEA 

DEFINITION: 

Under direction, a Senior Transportation Planner performs advanced and specialized professional 
planning duties to support Santa Cruz METRO transportation planning functions and processes; 
conducts the more complex transit planning and service delivery studies and identifies issues; 
obtains, organizes, analyzes and presents data for transportation related studies; develops and 
recommends planning policies; prepares and presents oral and written planning reports; may serve 
as a lead worker over subordinate professional planning staff; and performs related work as 
required. 

DISTINGUISHING CHARACTERISTICS: 

Senior Transportation Planner is the advanced-lead level class in the series.  An incumbent in this class 
performs tasks requiring advanced analysis, interpretation and application of specialized transportation 
planning laws, regulations, policies and procedures and typically serves as a lead worker over subordinate 
professional planning staff.  This class may be distinguished from the lower level class of Transportation 
Planner II because an incumbent in the latter class performs the full scope of journey level professional 
planning work.  This class may also be distinguished from the higher-level class of Transportation Planning 
Supervisor because the latter is the supervisory class in the series.   

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Performs difficult and complex transit planning and service delivery studies; develops work plans
and budget estimates for studies; implements survey techniques and processes; collects and
analyzes data and makes recommendations using transportation planning and statistical
methods, modeling, and budgeting and financial analyses data; forecasts future transit,
transportation, economic or demographic conditions and trends.

• Monitors current transit service levels and identifies potential areas for study; analyzes service
delivery parameters such as boarding and alighting and safety concerns; analyzes technical,
demographic, economic, and financial data used for assessing route and schedule changes and
the development of service enhancements; conducts cost-benefit analyses on service
enhancement proposals.

• Analyzes route and schedule performance to determine areas of transit service improvement in
terms of efficiency, productivity and effectiveness; assists in planning numbers of stops, length of
route and runs per shift for routes according to union/management procedures and cost per
mile/hour; prepares written evaluations of proposed route, service, and schedule changes.

• Prepares complex planning reports, forecasts, and recommendations related to transportation
system improvements; prepares statistical charts, maps, and other documents to accompany
studies, reports and presentations; prepares ridership, on-time performance, productivity, and
other route and service measurement reports for the General Manager, Board of Directors and
others as requested.

9-15B.261



 HUMAN RESOURCES DEPARTMENT 
Santa Cruz METRO 

 2  Senior Transportation Planner 

• Develops, interprets, monitors and writes complex transit documents or proposed transportation
policies; assists in the development of capital programs, grant applications for transportation
funds, and the development of capital funding strategies; assists in the development of regional
and jurisdictional service plans and cost proposals.

• Reviews and makes recommendations on development applications related to transportation
service; provides documents and other information useful for evaluating development
applications related to transportation service.

• Briefs members of the public and representatives of community organizations regarding pending
and evaluations of and pending changes to routes and service changes as part of an outreach
team.

• Responds orally and in writing to requests from the public, staff, governmental agencies, advisory
committees and community groups for information regarding existing services and funding,
suggested service adjustments and long-range planning issues.

• Performs GIS work including data manipulation/conversion, spatial and statistical analysis, map-
making, documentation, technical support and application development.

• Prepares written and graphical information and may make oral presentations on transit and
service related issues to the Board of Directors, staff, service users, governmental agencies,
advisory committees and community groups.

• Functions as a project lead with other professional staff and consultants.

• May act as Santa Cruz METRO’s liaison with cities, other local/regional agencies, and community
groups regarding transportation issues.

• May serve as a lead worker over subordinate professional staff by prioritizing, assigning and
monitoring their work and providing training as needed.

• Makes mathematical and statistical calculations; updates and maintains planning databases and
directories.

• Provides information to employees and the public.

• Operates standard office equipment; utilizes computer software in performing job tasks.

• Drive a Santa Cruz METRO vehicle to perform assignments.

• Performs related work as required.

EMPLOYMENT STANDARDS: 

Knowledge of: 

• Advanced principles, concepts, goals and technical aspects of transportation planning and capital
funding, including traffic demand requirements.

• Applicable Federal, State and local laws governing transit operations, including funding programs
and data reporting requirements.

• Physical, environmental, economic, aesthetic and social implications involved in transportation
planning and transit-related development.

• Advanced principles of traffic demand management and measures of transit effectiveness used
to assess route performance.

• Working knowledge of attractions and locations that generate transit patronage.

• Advanced professional methods of researching, gathering, organizing and reporting data.

• Advanced techniques for surveying and transmitting information.

• Advanced financial and statistical analysis methods.

• Advanced budgeting and financial analysis concepts and practices, including cost analysis and
modeling.
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• Community interrelationships.

• Computer software common to the planning function (i.e., word processing, spreadsheet,
modeling, mapping) at the intermediate level.

• Advanced project management methods and techniques.

• Modern office practices, procedures and equipment.

• Business correspondence, formatting and report writing.

• Manual and automated record-keeping and filing systems.

• Advanced methods of maintaining information in computerized or hard copy files.

• Methods of prioritizing, planning and organizing work.

• Advanced time management techniques.

• Advanced customer service techniques.

• Principles and practices of employee leadership, including ways to motivate staff and maximize
productivity.

• Intermediate mathematics, including percentages and intermediate statistics.
• The effective use of modern office equipment, personal computers, and standard business

software.

Ability to: 

• Analyze complex issues and numerical measures associated with transportation planning projects,
including estimates derived from computer models, engineering estimates of costs and benefits
and public input.

• Develop difficult recommendations for immediate, short and long-range transportation service
enhancements and capital requirements based on findings in studies, field observations and
public contacts.

• Design and recommend complex transit service changes.

• Participate in a variety of transportation planning outreach activities and effectively advocate and
promote the use of public transit.

• Read, analyze, understand and interpret complex scientific and technical journals, financial
reports and legal documents.

• Conduct complex cost/benefit, impact and other related technical analyses.

• Formulate a response to inquiries or complaints from customers, regulatory agencies, local
government representatives, citizen groups or members of the business community.

• Keep abreast of current trends in the field.

• Write letters, memorandums, board, planning and technical reports and fact sheets designed to
be understood by all audiences, including the public.

• Design graphics/maps using computer/drawing software for publication studies.

• Prioritize projects based on established criteria.

• Adhere to established work schedules and timelines.

• Work independently using good judgment, tact and discretion.

• Balance multiple assignments simultaneously and effectively.

• Serve as a lead worker over subordinate technical, clerical and support staff.

• Utilize standard office equipment and computer software and learn to use specialized Santa Cruz
METRO software if assigned.

• Maintain confidentiality of materials, records, files and other privileged information.

• Communicate clearly and effectively in both oral and written form.
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• Establish and maintain effective working relationships within the department and with other
divisions, departments, agencies, suppliers, vendors, and the public.

MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training, and Experience: 

Bachelor’s degree from an accredited college or university in urban or regional planning, urban studies, 
geography, Geographic Information Systems (GIS), public administration, political science, finance or a 
related field. 

AND 

Three (3) years of increasingly responsible professional experience performing transportation planning or 
transportation systems analysis for a public transportation system.   

Experience must have also included at least two (2) years of recent professional experience working with 
raw data files and ESRI GIS software to create and analyze spatial data, create high quality maps, and 
develop GIS-based solutions/scheduling applications. 

Master’s degree is desirable. 

LICENSES AND CERTIFICATES: 

A valid California Driver’s License will be required at the time of appointment and throughout 
employment. 

Must be able to obtain and maintain a current, valid California Class “C” Driver’s License. 

Certification by the American Institute of Certified Planners (AICP) is desirable. 

OR 

Possession of a Professional Transportation Planner (PTP) certificate is desirable. 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands 

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear, and use a keyboard. Work often requires 
stooping at the waist and the repetitive use of both hands to grasp and feel objects.  Work may require 
lifting up to 20 pounds unaided.  Specific visual abilities required for this job include close vision, distance 
vision, the ability to see colors and shades, and the ability to perceive depth.  
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Mental Demands 

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; uses math and mathematical 
reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with others 
encountered in the course of work. 

Work Environment: 

The employee typically works in a standard office environment where the noise level is moderate. 

OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass a requisite background check.

• Must participate in professional development activities.

• May occasionally work extended hours or hours outside of the regular schedule.

• May require occasional travel.

*Adopted: 12-11-18 
*BOD Approved: 00-00-00 
*Revised: 00-00-00 
*Job Family: Planning Professional 
*Job Series: Transportation Planner 
*Job Series Level: Advanced - Lead 
*Confidential: No 
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Class Code: P0215 
FLSA Status: Non-exempt 

Systems Administrator 
Bargaining Unit: SEA 

DEFINITION: 

Under general supervision, a Systems Administrator performs a full range of professional information 
technology duties related to the design, development, administration, and maintenance of Santa Cruz 
METRO computer systems; administers LINUX/UNIX and Windows based systems; analyzes and resolves 
system operation problems including those related to system security, user accounts, network 
functionality, and client-server hardware; and performs related work as required. 

DISTINGUISHING CHARACTERISTICS: 

System Administrator is the journey-level class in the series.  An incumbent in this class performs a full 
range of professional analytical technology duties while learning to perform the expert scope of advanced 
level work. This class is distinguished from the Senior Systems Administrator class because an incumbent 
in the latter class performs the expert range of advanced professional systems administration work. 

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Configures, supports, troubleshoots, and administers server environments; ensures servers are
patched as needed; restricts access control and monitors server performance; designs multiple
solutions for remote access; develops scripts to automate tasks.

• Configures, supports, troubleshoots, and administers virtualized environments and ensures they
are patched, monitored, and load balanced for power usage; patches servers to the network via
ethernet or fiber and organizes accordingly.

• Configures, supports, troubleshoots, and administers the Windows Active Directory server; adds,
removes, and modifies permissions for users and for access control.

• Configures, supports, troubleshoots, and administers network and networking equipment
including firewalls, routers, switches, and access points.; creates new subnets; patches
networking equipment and terminates cabling; ensures connections are stable; plans and
implements upgrades.

• Performs security analysis on an ongoing basis and recommends best practices for security;
monitors and mitigates Internet attacks and configures firewall policies to strictly adhere to
ongoing threats; creates monthly security bulletins to educate non-technical users to avoid
phishing and social engineering attacks; ensures old insecure protocols are retired and replaced
with modern secure protocols; configures and monitors intrusion prevention systems.

• Configures, supports, troubleshoots, and administers the telephony network including hardware,
endpoints, and connections; adds, removes, or modifies extensions and configures telephony
environment for best workflows; manages phone trees; ensures mission-critical phone lines work
for customers to book rides and speak with customer service; configures and manages call center
helpdesk queues; provides users with the most updated services available.
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• Ensures backups are installed and running accurately; creates backup file systems and tests 
backups to ensure the quality of backup data; ensures scheduled backups are run and stored 
securely; plans for disaster recovery; plans and upgrades to modern network attached storage 
solutions.   

• Deploys computers, network/telephone equipment, or troubleshoots onsite.  

• Assists customer service with customer accounts; supports various third-party software tools in 
finance, purchasing, asset tracking, para-transit, telephony, and call center; assists with 
installation of self-hosted or third-party software. 

• Provides desktop support via phone call, email, ticket, or walk in as required. 

• Operates standard office equipment; utilizes computer software in performing job tasks.  

• Drive a Santa Cruz METRO vehicle to perform assignments. 

• Performs related work as required. 
 

EMPLOYMENT STANDARDS: 

Knowledge of: 

• Advanced computer hardware technology. 

• Advanced network security, cryptography, encryption, secure data removal. 

• Advanced networking (TCP-IP stack, OSI model, subnetting, switching, routing, wireless). 

• Advanced anti-virus technologies. 

• Advanced security protocols. 

• Advanced Windows Operating systems. 

• LINUX Operating systems. 

• Citrix Desktop environment. 

• VOIP 

• Scripting such as Bash, Python, Powershell. 

• Workplace safety issues related to the use of computers. 

• Remote access technologies. 

• Basic mathematics including percentages and basic statistics. 
• The effective use of modern office equipment, personal computers, and standard business 

software.  
 

Ability to: 

• Analyze system architecture and design, recommend and implement improvements based on 

new technologies.  

• Work independently to analyze hardware and software problems related to the design and 

maintenance of computer systems.   

• Read and interpret complex technical manuals, procedures, and instructions. 

• Clearly and effectively present complex technical information to both technical and non-technical 

users. 

• Analyze and maintain complex computer and networking equipment. 

• Install hardware, software, and system upgrades. 

• Write user instructions and procedures. 

• Adhere to established work schedules and timelines. 

• Balance multiple assignments simultaneously and effectively. 
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• Utilize standard office equipment and computer software and learn to use specialized Santa Cruz 
METRO software if assigned. 

• Communicate clearly and effectively in both oral and written form. 

• Establish and maintain effective working relationships within the department and with other 
divisions, departments, agencies, suppliers, vendors, and the public. 

 

MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 

abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training, and Experience: 

Bachelor’s degree from an accredited college or university in computer science or a related field AND two 
years of experience. 
  

AND/OR  
  
Six (6) years of professional experience designing and maintaining network and server systems in a 
Windows, LINUX/UNIX, or a similar operating system environment. 
 

LICENSES AND CERTIFICATES: 

A valid California Driver’s License will be required at the time of appointment and throughout 
employment. 
 
Must be able to obtain and maintain a current, valid California Class “C” Driver’s License. 
 
PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear, and use a keyboard. Work often requires 
stooping at the waist and the repetitive use of both hands to grasp and feel objects. Work may require 
lifting up to 20 pounds unaided. Specific visual abilities required for this job include close vision, distance 
vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; uses math and mathematical 
reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with others 
encountered in the course of work. 

Work Environment:  

The employee typically works in a standard office environment where the noise level is moderate. 
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OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass a requisite background check.
• Must maintain strict confidentiality of work-related information.

• May occasionally work extended hours or hours outside of the regular schedule.

*Adopted: 12-11-18 
*BOD Approved: 00-00-00 
*Revised: 00-00-00 
*Job Family: Information Technology Professional 
*Job Series: Systems Administrator 
*Job Series Level: Journey 
*Confidential: No 

9-15B.270



HUMAN RESOURCES DEPARTMENT 
Santa Cruz METRO  

1 Transit Supervisor 

Class Code: OA207 
FLSA Status: Non-exempt 

Transit Supervisor 
Bargaining Unit: PSA 

DEFINITION: 

Under direction, a Transit Supervisor performs supervisory and transit operations work related to 
directing and coordinating the daily operation of Santa Cruz METRO’s bus fleet; schedules and dispatches 
Bus Operators; ensures that assigned operations comply with applicable laws, regulations, policies, and 
procedures; and performs other related work as required. 

DISTINGUISHING CHARACTERISTICS: 

Transit Supervisor is the supervisor level class in the series.  In addition to required supervisory duties, an 
incumbent in this class primarily performs either field/dispatching or scheduling.  However, an incumbent 
will also be cross-trained to ensure adequate coverage across all areas and must be able to perform the 
full range of class functions.  

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Supervises subordinate staff; assigns, directs, schedules, and monitors work; provides staff
training; evaluates employee performance; counsels subordinate staff; initiates or has significant
input into disciplinary actions; testifies in disciplinary hearings as needed.

• Participates in the recruitment, selection, and onboarding process of new departmental
employees.

• Performs a variety of timekeeping duties; reviews and approves or disapproves overtime and time 
off; records time off requests in compliance with labor agreement(s); tracks attendance and
monitors attendance incentive records; prepares daily extra-board schedule; completes related
paperwork for all Operations Yards; coordinates various timekeeping functions with operations
departments.

• Establishes and maintains timekeeping-related data, records, and documents, including but not
limited to, annual leave calendar, sick calls and general leave of absence calendar in accordance
with applicable labor contract(s); notifies Bus Operators of changes as required.

• Responds to issues in the field, including but not limited to, farebox issues, mechanical problems,
route delays, passenger problems, and unusual or emergency situations on buses, bus stops, and
Transit Centers.

• Investigates accidents and incidents; completes required paperwork and reports; identifies causes
of accidents and recommends the follow up action, if needed.

• Performs random, reasonable suspicion, and post-accident drug and alcohol testing of Bus
Operators in compliance with Department of Transportation (DOT) and Federal Transit
Administration (FTA) regulations.

• Receives and investigates complaints, completes required paperwork, and recommends the
follow up action, as appropriate.

• Monitors two-way radio system and in-field operations, ensuring compliance with Federal and
State regulations and Santa Cruz METRO operating procedures; communicates with maintenance
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and other departments as needed; operates the base radio station and directs operators over the 
radio as necessary; dispatches road supervisory personnel.  

• Prepares daily coach and operator schedules; prepares operator paddles and other materials;
performs in-field bus exchanges and transports Bus Operators when needed; replaces Operators 
as necessary; assigns buses and replacement buses as needed. Assigns work to operators and 
contacts off duty operators. 

• Coordinates scheduling with a variety of agencies, including Caltrans and law enforcement, to
work around detours related to emergencies, construction, special events, or other situations. 

• Adds or drops individual runs based on available resources, ensuring compliance with applicable
labor contract provisions. 

• May assist in planning and evaluating routes, route extensions, deletions, schedule time points,
and other system modifications. 

• Participates in the quarterly bid process as assigned.
• May testify in court and represent Santa Cruz METRO in court appearances as directed.
• Performs data entry to update and maintain information in digital files; compiles and prepares

data for statistical and accounting reports; may create spreadsheets and other tools to track
information; types correspondence and other documents; provides information to employees
and the public.

• Operates standard office equipment; utilizes standard business computer software in performing
job tasks.

• Drive a Santa Cruz METRO vehicle to perform assignments.
• Attends a variety of meetings as directed
• Performs related work as required
• Participate in bus operator training and leadership programs.
• Coordinates long term detours due to construction and other situations.
• May perform routine timekeeping and administrative detail as directed by management.
• May receive incoming calls and route calls to appropriate personnel.
• May research and prepare a variety of reports and perform special investigations as assigned.
• Schedules individual runs for bus operators and performs other timekeeping duties which utilize

personnel effectively in accordance with labor contract provisions.
• Schedules bus operator replacements for the following day
• Prepares various records and reports related to bus operator absenteeism and time off.

EMPLOYMENT STANDARDS: 

Knowledge of: 

• Principles and practices of employee supervision, including performance evaluation and
progressive discipline.

• Applicable Federal, State, and local laws and regulations pertaining to the area of assignment,
including State Vehicle Codes as well as Cal-OSHA, DOT, and FTA regulations.

• Santa Cruz METRO labor contracts.
• Local and regional transportation services.
• Principles and practices of effective transit bus operations.
• Modern office practices, procedures, and equipment.
• Methods of maintaining information in digital or hard copy files.
• Methods of researching, gathering, organizing, and reporting data.
• Methods of prioritizing, planning, and organizing work.
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• Time management techniques.
• Clerical customer service techniques.
• Basic mathematics, including percentages and basic statistics.
• Telephone techniques and etiquette.
• The effective use of modern office equipment, personal computers, and standard business

software.

Ability to: 

• Supervise and motivate subordinate staff effectively.
• Interpret, explain, and ensure compliance with relevant laws, policies, regulations, and

requirements.
• Learn radio procedures and operate a base radio station.
• Maintain records and control systems with accuracy and attention to detail.
• Input data into a database.
• Adhere to established work schedules and timelines.
• Maintain a calm demeanor in stressful situations.
• Work independently using good judgment, tact, and discretion.
• Balance multiple assignments simultaneously and effectively.
• Utilize standard office equipment and computer software and learn to use specialized Santa Cruz

METRO software if assigned.
• Communicate clearly and effectively in both oral and written form.
• Establish and maintain effective working relationships within the department and with other

divisions, departments, agencies, suppliers, vendors, and the public.

MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training, and Experience: 

High School diploma or equivalent AND two (2) years of progressively responsible experience as a Transit 
Bus Operator with Santa Cruz Metro. 

OR 

Four (4) years of progressively responsible experience as a public transit bus operator and comparable 
transit experience.   

Previous experience serving as a lead worker is desirable.  

Supervisor experience or certification and education in supervision desirable. 
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LICENSES AND CERTIFICATES: 

A valid California Driver’s License will be required at the time of appointment and throughout 
employment. 

Must be able to obtain and maintain a current, valid California Class “B” Driver’s License with “P” 
Passenger endorsement. 

SPECIAL REQUIREMENTS: 
• Driving record will be reviewed as part of the application process.
• Conversational knowledge of Spanish desirable

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands 

While performing the duties of this job, the employee is regularly required to sit, walk, climb and stand; 
talk and hear; use hands to manipulate, handle, feel or operate objects, tools or controls; reach with hands 
and arms; and perform repetitive movements of hands or wrists. The employee is regularly required to 
bend and twist at the neck and occasionally reach overhead.  Work may require lifting up to 50 pounds 
unaided.  Specific visual abilities required for this job include close vision, distance vision, the ability to 
see colors and shades, and the ability to perceive depth. 

Mental Demands 

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; performs detailed work; deals with 
multiple concurrent tasks; and interacts with others encountered in the course of work. 

Work Environment: 

The employee typically works in an office environment where the noise level is usually moderate.  The 
employee occasionally works in a field environment with potential exposure to varied weather conditions, 
dust, fumes, and hazardous materials and where the noise level is loud.   

OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass a requisite background check.
• Required to be able to respond to emergency situations seven (7) days per week, twenty four (24)

hours per day.
• Must be able to work a variety of shifts, which may include weekdays or weekends, and day, swing 

and/or graveyard shifts.
• Availability for shift assignment Monday through Sunday
• May occasionally work extended hours or hours outside of the regular schedule.
• This position is considered a safety sensitive position and requires participation in Santa Cruz

METRO’s drug and alcohol testing program.
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*Job Series Level: Supervisor 
*Confidential: No 
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Class Code: P0208 
FLSA Status: Non-exempt 

Transportation Planner I 
Bargaining Unit: SEA 

DEFINITION: 

Under general supervision, a Transportation Planner I performs a limited range of professional planning 
duties in support of Santa Cruz METRO transportation planning functions and processes; conducts transit 
planning and service delivery studies and identifies issues; obtains, organizes, analyzes, and presents 
data for transportation-related studies; participates in planning policy development; assists in the 
preparation and presentation of oral and written reports; and performs related work as required. 

DISTINGUISHING CHARACTERISTICS: 

Transportation Planner I is the entry/first working level class in the series.  An incumbent in this class 
performs tasks requiring a general interpretation and application of specialized transportation planning 
laws, regulations, policies, and procedures.  This class may be distinguished from the higher level class of 
Transportation Planner II because an incumbent in the latter class performs the full scope of journey-level 
professional planning work.   

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Performs a limited range of professional planning duties in support of Santa Cruz METRO
transportation planning functions and processes while learning to perform the full scope of
journey-level professional work.

• Performs a variety of transit planning and service delivery studies; develops work plans and
budget estimates for studies; implements survey techniques and processes; collects and analyzes
data and makes recommendations using transportation planning and statistical methods,
modeling, and budgeting and financial analyses data; forecasts future transit, transportation,
economic or demographic conditions and trends.

• Monitors current transit service levels and identifies potential areas for study; analyzes service
delivery parameters such as boarding and alighting and safety concerns; analyzes technical,
demographic, economic, and financial data used for assessing route and schedule changes and
the development of service enhancements; conducts cost-benefit analyses on service
enhancement proposals.

• Analyzes route and schedule performance to determine areas for transit service improvement in
terms of efficiency, productivity and effectiveness; assists in planning numbers of stops, length of
route and runs per shift for routes according to union/management procedures and cost per
mile/hour; prepares written evaluations of proposed route, service, and schedule changes.

• Prepares planning reports, forecasts, and recommendations related to transportation system
improvements; prepares statistical charts, maps, and other documents to accompany studies,
reports, and presentations; prepares ridership, on-time performance, productivity, and other
route and service measurement reports for the General Manager, Board of Directors, and others
as requested.
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• Develops, interprets, monitors and writes transit documents or proposed transportation policies;
assists in the development of capital programs, grant applications for transportation funds, and
the development of capital funding strategies; assists in the development of regional and
jurisdictional service plans and cost proposals.

• Reviews and makes recommendations on development applications related to transportation
service; provides documents and other information useful for evaluating development
applications related to transportation service.

• As part of an outreach team, briefs members of the public and representatives of community
organizations regarding pending and evaluations of and pending changes to routes and service
changes as part of an outreach team.

• Responds orally and in writing to requests from the public, staff, governmental agencies, advisory
committees, and community groups for information regarding existing services and funding,
suggested service adjustments and long-range planning issues.

• Performs GIS work including data manipulation/conversion, spatial and statistical analysis, map-
making, documentation, technical support, and application development.

• Prepares written and graphical information and may make oral presentations on transit and
service related issues to the Board of Directors, staff, service users, governmental agencies,
advisory committees, and community groups.

• May function as a project lead with other professional staff and consultants.
• May act as Santa Cruz METRO’s liaison with cities, other local/regional agencies, and community

groups regarding transportation issues.
• Makes mathematical and statistical calculations; updates and maintains planning databases and

directories.
• Provides information to employees and the public.
• Operates standard office equipment; utilizes computer software in performing job tasks.
• Drive a Santa Cruz METRO vehicle to perform assignments.
• Performs related work as required.

EMPLOYMENT STANDARDS: 

Knowledge of: 

• Principles, concepts, goals, and technical aspects of transportation planning and capital funding
including traffic demand requirements.

• Applicable Federal, State and local laws governing transit operations, including funding programs,
and data reporting requirements.

• Physical, environmental, economic, aesthetic, and social implications involved in transportation
planning and transit-related development.

• Principles of traffic demand management and measures of transit effectiveness used to assess
route performance.

• Working knowledge of attractions and locations that generate transit patronage.
• Professional methods of researching, gathering, organizing, and reporting data.
• Techniques for surveying and transmitting information.
• Financial and statistical analysis methods.
• Budgeting and financial analysis concepts and practices, including cost analysis and modeling.
• Community interrelationships.
• Computer software common to the planning function (i.e., word processing, spreadsheet,

modeling, mapping) at the intermediate level.
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• Project management methods and techniques.
• Modern office practices, procedures, and equipment.
• Business correspondence, formatting, and report writing.
• Manual and automated record-keeping and filing systems.
• Advanced methods of maintaining information in computerized or hard copy files.
• Methods of prioritizing, planning, and organizing work.
• Advanced time management techniques.
• Customer service techniques.
• Intermediate mathematics, including percentages and Intermediate statistics.
• The effective use of modern office equipment, personal computers, and standard business

software.

Ability to: 

• Analyze issues and numerical measures associated with transportation planning projects,
including estimates derived from computer models, engineering estimates of costs and benefits
and public input.

• Develop recommendations for immediate, short-, and long-range transportation service
enhancements and capital requirements based on findings in studies, field observations, and
public contacts.

• Design and recommend transit service changes.
• Participate in a variety of transportation planning outreach activities and effectively advocate and

promote the use of public transit.
• Read, analyze, understand, and interpret complex scientific and technical journals, financial

reports, and legal documents.
• Conduct cost/benefit, impact, and other related technical analyses.
• Formulate a response to inquiries or complaints from customers, regulatory agencies, local

government representatives, citizen groups, or members of the business community.
• Keep abreast of current trends in the field.
• Write letters, memoranda, board, planning and technical reports and fact sheets designed to be

understood by all audiences, including the general public.
• Design graphics/maps using computer/drawing software for publication studies.
• Prioritize projects based on established criteria.
• Adhere to established work schedules and timelines.
• Work independently using good judgment, tact, and discretion.
• Balance multiple assignments simultaneously and effectively.
• Utilize standard office equipment and computer software and learn to use specialized Santa Cruz

METRO software if assigned.
• Maintain confidentiality of materials, records, files, and other privileged information.
• Communicate clearly and effectively in both oral and written form.
• Establish and maintain effective working relationships within the department and with other

divisions, departments, agencies, suppliers, vendors, and the public.
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MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training, and Experience: 

Bachelor’s degree from an accredited college or university in urban or regional planning, urban studies, 
geography, Geographic Information Systems (GIS), public administration, political science, finance or a 
related field. 

AND 

Recent experience working with raw data files and ESRI GIS software to create and analyze spatial data, 
create high-quality maps, and develop GIS-based solutions/scheduling applications is desirable. 

Master’s degree is desirable. 

LICENSES AND CERTIFICATES: 

A valid California Driver’s License will be required at the time of appointment and throughout 
employment. 

Must be able to obtain and maintain a current, valid California Class “C” Driver’s License. 

Certification by the American Institute of Certified Planners (AICP) is desirable. 

OR 

Possession of a Professional Transportation Planner (PTP) certificate is desirable. 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands 

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear, and use a keyboard. Work often requires 
stooping at the waist and the repetitive use of both hands to grasp and feel objects. Work may require 
lifting up to 20 pounds unaided. Specific visual abilities required for this job include close vision, distance 
vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands 

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; uses math and mathematical 
reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with others 
encountered in the course of work. 

Work Environment:  

The employee typically works in a standard office environment where the noise level is moderate. 
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OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass a requisite background check.
• Must participate in professional development activities.
• May occasionally work extended hours or hours outside of the regular schedule.
• May require occasional travel.

*Adopted: 12-11-18 
*BOD Approved: 00-00-00 
*Revised: 00-00-00 
*Job Family: Planning Professional 
*Job Series: Transportation Planner 
*Job Series Level: Entry/First working 
*Confidential: No 
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Class Code: P0202 
FLSA Status: Non-exempt 

Transportation Planner II 
Bargaining Unit: SEA 

DEFINITION: 

Under direction, a Transportation Planner II performs the full range of journey-level professional planning 
duties in support of Santa Cruz METRO transportation planning functions and processes; conducts transit 
planning and service delivery studies and identifies issues; obtains, organizes, analyzes and presents 
data for transportation-related studies; participates in planning policy development; prepares and 
presents oral and written reports; and performs related work as required. 

DISTINGUISHING CHARACTERISTICS: 

Transportation Planner II is the journey-level class in the professional planning series. An incumbent in 
this class performs professional planning tasks requiring analysis, interpretation and application of 
specialized transportation planning laws, regulations, policies and procedures. This class may be 
distinguished from the lower level class of Transportation Planner I because an incumbent in the latter 
class performs a limited range of duties while learning to perform the full scope of journey-level 
professional planning work.  This class can also be distinguished from the higher level class of Senior 
Transportation Planner because an incumbent in the latter class performs advanced and specialized 
professional planning work and typically serves as a lead worker over subordinate professional staff.   

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Performs the full scope of journey-level, professional planning duties in support of Santa Cruz
METRO transportation planning functions and processes.

• Performs a variety of transit planning and service delivery studies; develops work plans and
budget estimates for studies; implements survey techniques and processes; collects and analyzes
data and makes recommendations using transportation planning and statistical methods,
modeling, and budgeting and financial analyses data; forecasts future transit, transportation,
economic or demographic conditions and trends.

• Monitors current transit service levels and identifies potential areas for study; analyzes service
delivery parameters such as boarding and alighting and safety concerns; analyzes technical,
demographic, economic, and financial data used for assessing route and schedule changes and
the development of service enhancements; conducts cost-benefit analyses on service
enhancement proposals.

• Analyzes route and schedule performance to determine areas for transit service improvement in
terms of efficiency, productivity and effectiveness; assists in planning numbers of stops, length of
route and runs per shift for routes according to union/management procedures and cost per
mile/hour; prepares written evaluations of proposed route, service, and schedule changes.

• Prepares planning reports, forecasts, and recommendations related to transportation system
improvements; prepares statistical charts, maps, and other documents to accompany studies,
reports and presentations; prepares ridership, on-time performance, productivity, and other

9-15B.283



 HUMAN RESOURCES DEPARTMENT 
Santa Cruz METRO 

 2  Transportation Planner II 

route and service measurement reports for the General Manager, Board of Directors and others 
as requested. 

• Develops, interprets, monitors and writes transit documents or proposed transportation policies;
assists in the development of capital programs, grant applications for transportation funds, and
the development of capital funding strategies; assists in the development of regional and
jurisdictional service plans and cost proposals.

• Reviews and makes recommendations on development applications related to transportation
service; provides documents and other information useful for evaluating development
applications related to transportation service.

• Briefs members of the public and representatives of community organizations regarding pending
changes to routes and service changes as part of an outreach team.

• Responds orally and in writing to requests from the public, staff, governmental agencies, advisory
committees and community groups for information regarding existing services and funding,
suggested service adjustments and long-range planning issues.

• Performs GIS work including data manipulation/conversion, spatial and statistical analysis, map-
making, documentation, technical support and application development.

• Prepares written and graphical information and may make oral presentations on transit and
service related issues to the Board of Directors, staff, service users, governmental agencies,
advisory committees and community groups.

• May function as a project lead with other professional staff and consultants.

• May act as Santa Cruz METRO’s liaison with cities, other local/regional agencies, and community
groups regarding transportation issues.

• Makes mathematical and statistical calculations; updates and maintains planning databases and
directories.

• Provides information to employees and the public.

• Operates standard office equipment; utilizes computer software in performing job tasks.

• Drive a Santa Cruz METRO vehicle to perform assignments.

• Performs related work as required.

EMPLOYMENT STANDARDS: 

Knowledge of: 

• Principles, concepts, goals and technical aspects of transportation planning and capital funding,
including traffic demand requirements.

• Applicable Federal, State and local laws governing transit operations, including funding programs
and data reporting requirements.

• Physical, environmental, economic, aesthetic and social implications involved in transportation
planning and transit-related development.

• Principles of traffic demand management and measures of transit effectiveness used to assess
route performance.

• Working knowledge of attractions and locations that generate transit patronage.

• Professional methods of researching, gathering, organizing and reporting data.

• Techniques for surveying and transmitting information.

• Financial and statistical analysis methods.

• Budgeting and financial analysis concepts and practices, including cost analysis and modeling.

• Community interrelationships.
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• Computer software common to the planning function (i.e., word processing, spreadsheet,
modeling, mapping) at the intermediate level.

• Project management methods and techniques.

• Modern office practices, procedures and equipment.

• Business correspondence, formatting and report writing.

• Manual and automated record-keeping and filing systems.

• Advanced methods of maintaining information in computerized or hard copy files.

• Methods of prioritizing, planning and organizing work.

• Advanced time management techniques.

• Customer service techniques.

• Intermediate mathematics, including percentages and intermediate statistics.

• The effective use of modern office equipment, personal computers, and standard business
software.

Ability to: 

• Analyze issues and numerical measures associated with transportation planning projects,
including estimates derived from computer models, engineering estimates of costs and benefits
and public input.

• Develop recommendations for immediate, short, and long-range transportation service
enhancements and capital requirements based on findings in studies, field observations and
public contacts.

• Design and recommend transit service changes.

• Participate in a variety of transportation planning outreach activities and effectively advocate and
promote the use of public transit.

• Read, analyze, understand and interpret complex scientific and technical journals, financial
reports and legal documents.

• Conduct cost/benefit, impact and other related technical analyses.

• Formulate a response to inquiries or complaints from customers, regulatory agencies, local
government representatives, citizen groups or members of the business community.

• Keep abreast of current trends in the field.

• Write letters, memoranda, board, planning and technical reports and fact sheets designed to be
understood by all audiences, including the public.

• Design graphics/maps using computer/drawing software for publication studies.

• Prioritize projects based on established criteria.

• Adhere to established work schedules and timelines.

• Work independently using good judgment, tact and discretion.

• Balance multiple assignments simultaneously and effectively.

• Utilize standard office equipment and computer software and learn to use specialized Santa Cruz
METRO software if assigned.

• Maintain confidentiality of materials, records, files and other privileged information.

• Communicate clearly and effectively in both oral and written form.

• Establish and maintain effective working relationships within the department and with other
divisions, departments, agencies, suppliers, vendors, and the public.
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MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training, and Experience: 

Bachelor’s degree from an accredited college or university in urban or regional planning, urban studies, 
geography, Geographic Information Systems (GIS), public administration, political science, finance or a 
related field. 

AND 

Three (3) years of increasingly responsible professional experience performing transportation planning or 
transportation systems analysis for a public transportation system.   

Experience must have also included at least two (2) years of recent professional experience working with 
raw data files and ESRI GIS software to create and analyze spatial data, create high-quality maps, and 
develop GIS-based solutions/scheduling applications. 

Master’s degree is desirable. 

LICENSES AND CERTIFICATES: 

A valid California Driver’s License will be required at the time of appointment and throughout 
employment. 

Must be able to obtain and maintain a current, valid California Class “C” Driver’s License. 

Certification by the American Institute of Certified Planners (AICP) is desirable. 

OR 

Possession of a Professional Transportation Planner (PTP) certificate is desirable. 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands 

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear, and use a keyboard. Work often requires 
stooping at the waist and the repetitive use of both hands to grasp and feel objects. Work may require 
lifting up to 20 pounds unaided. Specific visual abilities required for this job include close vision, distance 
vision, the ability to see colors and shades, and the ability to perceive depth.  
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Mental Demands 

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; uses math and mathematical 
reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with others 
encountered in the course of work. 

Work Environment: 

The employee typically works in a standard office environment where the noise level is moderate. 

OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass a requisite background check.

• Must participate in professional development activities.

• May occasionally work extended hours or hours outside of the regular schedule.

• May require occasional travel.

*Adopted: 12-11-18 
*BOD Approved: 00-00-00 
*Revised: 00-00-00 
*Job Family: Planning Professional 
*Job Series: Transportation Planner 
*Job Series Level: Journey 
*Confidential: No 
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Class Code: OA208 
FLSA Status: Exempt 

Transportation Planning Supervisor 
Bargaining Unit: PSA 

DEFINITION: 

Under general direction, a Transportation Planning Supervisor performs supervisory and advanced 
professional planning duties to support Santa Cruz METRO transportation planning functions and 
processes; supervises the implementation of transit planning and service delivery studies and the 
identification of issues; directs and supervises the gathering, organizing, analysis and presentation 
of data for transportation-related studies; develops and recommends planning policies; directs and 
supervises the preparation and presentation of oral and written planning reports; and performs 
related work as required. 

DISTINGUISHING CHARACTERISTICS: 

Senior Transportation Planner is the supervisor level class in the series.  An incumbent in this class 
supervises and performs tasks requiring analysis, interpretation and application of specialized 
transportation planning laws, regulations, policies and procedures.  This class may be distinguished from 
the lower level class of Senior Transportation Planner because an incumbent in the latter class performs 
advanced and specialized professional planning work and typically serves as a lead worker over 
subordinate professional staff. 

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Supervises subordinate professional planning staff and may supervise technical, clerical or
support staff; assigns, directs, and monitors work; provides staff training; evaluates employee
performance; may participate in staff selection; may initiate or have significant input into
disciplinary actions.

• Performs difficult and complex transit planning and service delivery studies; develops work plans
and budget estimates for studies; implements survey techniques and processes; collects and
analyzes data and makes recommendations using transportation planning and statistical
methods, modeling, and budgeting and financial analyses data; forecasts future transit,
transportation, economic or demographic conditions and trends.

• Monitors current transit service levels and identifies potential areas for study; analyzes service
delivery parameters such as boarding and alighting and safety concerns; analyzes technical,
demographic, economic, and financial data used for assessing route and schedule changes and
the development of service enhancements; conducts cost-benefit analyses on service
enhancement proposals.

• Analyzes route and schedule performance to determine areas of transit service improvement in
terms of efficiency, productivity and effectiveness; assists in planning numbers of stops, length of
route and runs per shift for routes according to union/management procedures and cost per
mile/hour; prepares written evaluations of proposed route, service, and schedule changes.

• Prepares complex planning reports, forecasts, and recommendations related to transportation
system improvements; prepares statistical charts, maps, and other documents to accompany
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studies, reports and presentations; prepares ridership, on-time performance, productivity, and 
other route and service measurement reports for the General Manager, Board of Directors and 
others as requested. 

• Develops, interprets, monitors and writes complex transit documents or proposed transportation
policies; assists in the development of capital programs, grant applications for transportation
funds, and the development of capital funding strategies; assists in the development of regional
and jurisdictional service plans and cost proposals.

• Reviews and makes recommendations on development applications related to transportation
service; provides documents and other information useful for evaluating development
applications related to transportation service.

• Briefs members of the public and representatives of community organizations regarding pending
and evaluations of and pending changes to routes and service changes as part of an outreach
team.

• Responds orally and in writing to requests from the public, staff, governmental agencies, advisory
committees and community groups for information regarding existing services and funding,
suggested service adjustments and long-range planning issues.

• Performs GIS work including data manipulation/conversion, spatial and statistical analysis, map-
making, documentation, technical support and application development.

• Prepares written and graphical information and may make oral presentations on transit and
service related issues to the Board of Directors, staff, service users, governmental agencies,
advisory committees and community groups.

• Functions as a project lead with other professional staff and consultants.

• May act as Santa Cruz METRO’s liaison with cities, other local/regional agencies, and community
groups regarding transportation issues.

• Makes mathematical and statistical calculations; updates and maintains planning databases and
directories.

• Provides information to employees and the public.

• Operates standard office equipment; utilizes computer software in performing job tasks.

• Drive a Santa Cruz METRO vehicle to perform assignments.

• Performs related work as required

EMPLOYMENT STANDARDS: 

Knowledge of: 

• Principles and practices of employee supervision, including performance evaluation and
progressive discipline.

• Advanced principles, concepts, goals and technical aspects of transportation planning and capital
funding, including traffic demand requirements.

• Applicable Federal, State and local laws governing transit operations, including funding programs
and data reporting requirements.

• Physical, environmental, economic, aesthetic and social implications involved in transportation
planning and transit-related development.

• Advanced principles of traffic demand management and measures of transit effectiveness used
to assess route performance.

• Attractions and locations that generate transit patronage.

• Advanced professional methods of researching, gathering, organizing and reporting data.

• Advanced techniques for surveying and transmitting information.
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• Advanced financial and statistical analysis methods.

• Advanced budgeting and financial analysis concepts and practices, including cost analysis and
modeling.

• Community interrelationships.

• Computer software common to the planning function (i.e., word processing, spreadsheet,
modeling, mapping) at the intermediate level.

• Advanced project management methods and techniques.

• Modern office practices, procedures and equipment.

• Business correspondence, formatting and report writing.

• Manual and automated record-keeping and filing systems.

• Advanced methods of maintaining information in computerized or hard copy files.

• Methods of prioritizing, planning and organizing work.

• Advanced time management techniques.

• Advanced customer service techniques.

• Intermediate mathematics, including percentages and intermediate statistics.

• The effective use of modern office equipment, personal computers, and standard business
software.

Ability to: 

• Effectively supervise and motivate subordinate staff.

• Analyze complex issues and numerical measures associated with transportation planning projects,
including estimates derived from computer models, engineering estimates of costs and benefits
and public input.

• Develop difficult recommendations for immediate, short-, and long-range transportation service
enhancements and capital requirements based on findings in studies, field observations and
public contacts.

• Design and recommend complex transit service changes.

• Participate in a variety of transportation planning outreach activities and effectively advocate and
promote the use of public transit.

• Read, analyze, understand and interpret complex scientific and technical journals, financial
reports and legal documents.

• Conduct complex cost/benefit, impact and other related technical analyses.

• Formulate a response to inquiries or complaints from customers, regulatory agencies, local
government representatives, citizen groups or members of the business community.

• Keep abreast of current trends in the field.

• Write letters, memorandums, board, planning and technical reports and fact sheets designed to
be understood by all audiences, including the public.

• Design graphics/maps using computer/drawing software for publication studies.

• Prioritize projects based on established criteria.

• Adhere to established work schedules and timelines.

• Work independently using good judgment, tact and discretion.

• Balance multiple assignments simultaneously and effectively.

• Utilize standard office equipment and computer software and learn to use specialized Santa Cruz
METRO software if assigned.

• Maintain confidentiality of materials, records, files and other privileged information.

• Communicate clearly and effectively in both oral and written form.
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• Establish and maintain effective working relationships within the department and with other
divisions, departments, agencies, suppliers, vendors, and the public.

MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training, and Experience: 

Bachelor’s degree from an accredited college or university in urban or regional planning, urban studies, 
geography, Geographic Information Systems (GIS), public administration, political science, finance or a 
related field. 

AND 

Six (6) years of increasingly responsible professional experience performing transportation planning or 
transportation systems analysis for a public transportation system.   

Experience must have also included at least two (2) years of recent supervisory experience working with 
raw data files and ESRI GIS software to create and analyze spatial data, create high quality maps, and 
develop GIS-based solutions/scheduling applications. 

Master’s degree is desirable. 

LICENSES AND CERTIFICATES: 

A valid California Driver’s License will be required at the time of appointment and throughout 
employment. 

Must be able to obtain and maintain a current, valid California Class “C” Driver’s License. 

Certification by the American Institute of Certified Planners (AICP) is desirable. 

OR 

Possession of a Professional Transportation Planner (PTP) certificate is desirable. 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands 

While performing the duties of this job, the employee is frequently required to reach with hands and 
arms; walk, sit and stand; use finger dexterity; talk and hear, and use a keyboard. Work often requires 
stooping at the waist and the repetitive use of both hands to grasp and feel objects. Work may require 
lifting up to 20 pounds unaided.  Specific visual abilities required for this job include close vision, distance 
vision, the ability to see colors and shades, and the ability to perceive depth.  

Mental Demands 
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While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; solves problems; uses math and mathematical 
reasoning; performs detailed work; deals with multiple concurrent tasks; and interacts with others 
encountered in the course of work. 

Work Environment: 

The employee typically works in a standard office environment where the noise level is moderate. 

OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass a requisite background check.

• Must participate in professional development activities.

• May occasionally work extended hours or hours outside of regular the schedule.

• May require occasional travel.

*Adopted: 12-11-18 
*BOD Approved: 00-00-00 
*Revised: 00-00-00 
*Job Family: Planning Professional 
*Job Series: Transportation Planner 
*Job Series Level: Supervisor 
*Confidential: No 
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Class Code: SC107 
FLSA Status: Non-exempt 

Upholsterer I 
Bargaining Unit: VMU 

DEFINITION: 

Under general direction, an Upholsterer I performs a limited range of skilled duties related to upholstery 
and minor structural repairs for Santa Cruz METRO vehicles while learning to perform the full-scope of 
journey-level work; repairs seat cushions, backrests, and flooring; assists with minor vehicle body and 
framework repairs; replaces and repairs windows and glass, and performs related work as required.  

DISTINGUISHING CHARACTERISTICS: 

Upholsterer I is the journey level class in the series. An incumbent in this class performs a limited range of 
skilled tasks to ensure that vehicle upholstery and other structural vehicle components are safe and 
comfortable for passengers and operators. This position is distinguished from the higher-level class of 
Upholsterer II because an incumbent in the latter class performs the full scope of advanced level 
upholstery work. 

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Performs a limited range of skilled tasks in the maintenance of and repairs to the upholstery of
buses, Santa Cruz METRO equipment, and vehicles while learning to perform the full scope of
journey-level work.

• Operates power sewing machine and other related upholstery equipment and tools.

• Drafts patterns for seat cushions, backrests, and flooring.

• Cuts and installs upholstery for seats and backrests.

• Sews, fastens, and welts upholstery materials for Santa Cruz METRO vehicles.

• Repairs and replaces seat springs and cushions.

• Constructs, rebuilds, and/or repairs seat assemblies for Santa Cruz METRO vehicles and
equipment.

• Assists in making minor body repairs including: removing, disassembling, straightening, repairing,
fitting, and replacing damaged body panels and other major component parts or systems;
Repairing body dents or scratches and preparing for painting; Repairing or replacing damaged
windows, mirrors, glass or laminates; Repairing, replacing and maintaining interior flooring, side
and ceiling panels.

• Assists with final preparation and detailing of Santa Cruz METRO vehicles.

• Monitors the interior condition of vehicles and equipment and recommends repairs as needed.

• Recommends the purchase of tools, supplies, materials, and equipment needed for upholstery,
body and glass repairs.

• Assists with maintaining an inventory of parts and tools for the upholstery shop.

• Maintains a clean area.

• Maintains Santa Cruz METRO property, tools, and equipment provided.

• Performs pickup and delivery functions to satellite facilities.
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• May assist with emergency road service calls and operate buses for maintenance purposes.

• Maintains written records of repairs on work orders.

• Drives a Santa Cruz METRO vehicle to perform Assignments

• Operates a personal computer and standard business software.

• Performs related work as required

EMPLOYMENT STANDARDS: 

Knowledge of: 

• Basic principles and practices of upholstery.

• Basic upholstery cleaning methods and supplies.

• Basic methods and materials used in the construction and repair of seat covers and backrests as
well as the reconstruction and repair of seat assemblies, including springs, electrical,
pneumatic/hydraulic and mechanical seat assemblies.

• Operation of a power sewing machine and related equipment, as well as hand tools used in the
upholstery trade.

• Basic pattern drafting.

• General shop safety procedures, including the use of trade tools and personal safety equipment.

• Methods of performing routine automotive body repairs including spot painting.

• Occupational Safety and Health Standards applicable to bodywork and painting.

• Hazardous materials handling, disposal and safety practices.

• Methods of maintaining information in computerized or hard copy files.

• Methods of prioritizing, planning and organizing work.

• Time management techniques.

• Customer service techniques.

• Basic mathematics percentages and basic statistics.

• The effective use of modern office equipment, personal computers, and applicable standard
business software.

Ability to: 

• Operate a power sewing machine and other tools and equipment used in the repair and
maintenance of Santa Cruz METRO vehicles.

• Read and understand technical information.

• Read, interpret and apply pattern instructions to measure, cut and sew padding and material
accurately.

• Perform basic upholstery work using a variety of materials, including cloth, vinyl, canvas, and
leather.

• Estimate material and labor costs.

• Reconstruct and repair seat assemblies.

• Perform minor vehicle body repairs.

• Operate a variety of vehicles and equipment, including forklifts, pallet jacks, and utility vehicles.

• Maintain records and control systems with accuracy and attention to detail.

• Input data into a database.

• Adhere to established work schedules and timelines.

• Use good judgment and discretion when performing assignments.
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• Effectively balance multiple assignments simultaneously. 

• Utilize standard office equipment and computer software and learn to use specialized Santa Cruz 

METRO software if assigned. 

• Communicate clearly and effectively in both oral and written form. 

• Establish and maintain effective working relationships within the department and with other 

divisions, departments, agencies, suppliers, vendors, and the public.  

 
MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training, and Experience: 

One (1) year of progressively responsible experience in vehicle upholstery. 
 

OR 
 

Completion of an upholstering apprenticeship program.   
 
LICENSES AND CERTIFICATES: 

A valid California Driver’s License will be required at the time of appointment and throughout 
employment. 

 
Must be able to obtain and maintain a current, valid California Class “B” Driver’s License with “P” 
Passenger endorsement. 
 
SPECIAL REQUIREMENTS: 

• Possession of, or ability to obtain, the tools necessary to perform the duties of the position. 
 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is regularly required to sit, walk and stand; reach, 
twist, turn, kneel, bend, squat and stoop; talk and hear; use hands to grasp, manipulate, handle, feel or 
operate objects, tools or controls; reach with hands and arms; and perform repetitive movements of 
hands or wrists. The employee is regularly required to bend and twist at the neck, reach with hands and 
arms.  Occasional overhead reaching and lifting up to 80 pounds aided is required.  Specific visual abilities 
required for this job include close vision, distance vision, and the ability to adjust focus.   

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; analyzes and solves problems; uses math and 
mathematical reasoning; performs highly detailed work; deals with multiple concurrent tasks; and 
interacts with others encountered in the course of work. 
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Work Environment:  

The employee works in a shop or outdoor environment where the noise level is usually noisy.  The 
employee may be exposed to inclement weather, fumes, dust, grease, air contaminants, and hazardous 
materials and chemicals during the course of work.  
 
OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass requisite a background check. 

• May occasionally work extended hours or hours outside of the regular schedule. 

• This position is considered a safety sensitive position and requires participation in Santa Cruz 
METRO’s drug and alcohol testing program. 

• This position requires the use of personal protective equipment (PPE) based on the tasks 
assigned; safety shoes are required at all times. 

 
 
*Adopted:  12-11-18  
*BOD Approved:  00-00-00  
*Revised:  00-00-00 
*Job Family:   Maintenance 
*Job Series:   Upholsterer 
*Job Series Level:  Journey 
*Confidential:  No 
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Class Code: SC108 
FLSA Status: Non-exempt 

Upholsterer II 
Bargaining Unit: VMU 

DEFINITION: 

Under general direction, an Upholsterer II performs skilled work related to upholstery and minor 
structural repairs for Santa Cruz METRO vehicles; repairs seat cushions, backrests, and flooring; assists 
with minor vehicle body and framework repairs; replaces and repairs windows and glass, and performs 
related work as required 

DISTINGUISHING CHARACTERISTICS: 

Upholsterer II is the advance-level class in the series.  An incumbent in this class performs a variety of 
skilled tasks to ensure that vehicle upholstery and other structural vehicle components are safe and 
comfortable for passengers and operators.  This position is distinguished from the lower level class of 
Upholsterer I because an incumbent in the latter class performs a limited range of duties while learning 
to perform the full scope of advanced-level upholstery work. 

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Performs a variety of skilled tasks in the maintenance of and repairs to the upholstery of buses,
Santa Cruz METRO equipment, and vehicles.

• Operates power sewing machine and other related upholstery equipment and tools.

• Drafts patterns for seat cushions, backrests, and flooring.

• Cuts and installs upholstery for seats and backrests.

• Sews, fastens, and welts upholstery materials for Santa Cruz METRO vehicles.

• Repairs and replaces seat springs and cushions.

• Constructs, rebuilds, and/or repairs seat assemblies for Santa Cruz METRO vehicles and
equipment.

• Makes minor body repairs including: removing, disassembling, straightening, repairing, fitting,
and replacing damaged body panels and other major component parts or systems.; Repairing
body dents or scratches and preparing for painting; Repairing or replacing damaged windows,
mirrors, glass or laminates; Repairing, replacing and maintaining interior flooring, side and ceiling
panels.

• Assists with final preparation and detailing of Santa Cruz METRO vehicles.

• Monitors the interior condition of vehicles and equipment and recommends repairs as needed.

• Recommends the purchase of tools, supplies, materials, and equipment needed for upholstery,
body and glass repairs.

• Assists with maintaining an inventory of parts and tools for the upholstery shop.

• Maintains clean a working area.

• Maintains Santa Cruz METRO property, tools and equipment provided.

• Performs pickup and delivery functions to satellite facilities.

• May assist with emergency road service calls and operate buses for maintenance purposes.
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• Drives a Santa Cruz METRO vehicle to perform Assignments 

• Maintains written records of repairs on work orders.  

• May provide work coordination and training for Upholsterer I incumbents, as assigned. 

• Installs and removes advertising 

• Operates standard office equipment; utilizes computer software in performing job tasks. 

• Performs related work as required 
 
EMPLOYMENT STANDARDS: 

Knowledge of: 

• Principles and practices of upholstery. 

• Effective upholstery cleaning methods and supplies. 

• Methods and materials used in the construction and repair of seat covers and backrests as well 
as the reconstruction and repair of seat assemblies, including springs, electrical, 
pneumatic/hydraulic and mechanical seat assemblies. 

• Operation of a power sewing machine and related equipment, as well as hand tools used in the 
upholstery trade. 

• Pattern drafting. 

• General shop safety procedures, including the use of trade tools and personal safety equipment.  

• Methods of performing routine automotive body repairs including spot painting. 

• Occupational Safety and Health Standards applicable to bodywork and painting. 

• Hazardous materials handling, disposal and safety practices. 

• Methods of maintaining information in digital or hard copy files. 

• Methods of prioritizing, planning and organizing work. 

• Time management techniques. 

• Customer service techniques. 

• Basic mathematics including percentages and basic statistics. 

• The effective use of modern office equipment, personal computers, and applicable standard 
business software.   
 

Ability to: 

• Operate a power sewing machine and other tools and equipment used in the repair and 
maintenance of Santa Cruz METRO vehicles.  

• Read and understand technical information.  

• Read, interpret and apply pattern instructions to measure, cut and sew padding and material 
accurately. 

• Perform upholstery work using a variety of materials, including cloth, vinyl, canvas, and leather. 

• Estimate material and labor costs. 

• Reconstruct and repair seat assemblies. 

• Perform minor vehicle body repairs. 

• Operate a variety of vehicles and equipment, including forklifts, pallet jacks, and utility vehicles.  

• Maintain records and control systems with accuracy and attention to detail. 

• Input data into a database. 

• Adhere to established work schedules and timelines. 

• Use good judgment and discretion when performing assignments. 
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• Effectively balance multiple assignments simultaneously. 

• Utilize standard office equipment and computer software and learn to use specialized Santa Cruz 

METRO software if assigned. 

• Communicate clearly and effectively in both oral and written form. 

• Establish and maintain effective working relationships within the department and with other 

divisions, departments, agencies, suppliers, vendors, and the public.  

 
MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training, and Experience: 

Two (2) years of progressively responsible experience performing vehicle upholstery. 
 

OR 
 

Completion of an upholstering apprenticeship program AND one (1) year of progressively responsible 
experience in vehicle upholstery.   
 
LICENSES AND CERTIFICATES: 

A valid California Driver’s License will be required at the time of appointment and throughout 
employment. 

 
Must be able to obtain and maintain a current, valid California Class “B” Driver’s License with “P” 
Passenger endorsement. 
 
SPECIAL REQUIREMENTS: 

• Possession of, or ability to obtain, the tools necessary to perform the duties of the position. 
 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is regularly required to sit, walk and stand; reach, 
twist, turn, kneel, bend, squat and stoop; talk and hear; use hands to grasp, manipulate, handle, feel or 
operate objects, tools or controls; reach with hands and arms; and perform repetitive movements of 
hands or wrists. The employee is regularly required to bend and twist at the neck, reach with hands and 
arms.  Occasional overhead reaching and lifting up to 80 pounds aided is required.  Specific visual abilities 
required for this job include close vision, distance vision, and the ability to adjust focus.   

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; analyzes and solves problems; uses math and 
mathematical reasoning; performs highly detailed work; deals with multiple concurrent tasks; and 
interacts with others encountered in the course of work. 
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Work Environment:  

The employee works in a shop or outdoor environment where the noise level is usually noisy.  The 
employee may be exposed to inclement weather, fumes, dust, grease, air contaminants, and hazardous 
materials and chemicals during the course of work.  
 
OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass requisite a background check. 

• May occasionally work extended hours or hours outside of the regular schedule. 

• This position is considered a safety sensitive position and requires participation in Santa Cruz 
METRO’s drug and alcohol testing program. 

• This position requires the use of personal protective equipment (PPE) based on the tasks 
assigned; safety shoes are required at all times. 

 
 
*Adopted:  12-11-18  
*BOD Approved:  00-00-00  
*Revised:  00-00-00 
*Job Family:   Maintenance 
*Job Series:   Upholsterer 
*Job Series Level:  Advanced 
*Confidential:   No 
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Class Code: SC109 
FLSA Status: Non-exempt 

Vehicle Body Repair Mechanic 
Bargaining Unit: VMU 

DEFINITION: 

Under general supervision, a Vehicle Body Repair Mechanic performs maintenance work related to 
repairing and restoring damaged Santa Cruz METRO vehicles to Original Equipment Manufacturer (OEM) 
specifications.  Maintains and repairs bus interiors, destination signs, windows, and mirrors and performs 
related work as required. 

DISTINGUISHING CHARACTERISTICS: 

Vehicle Body Repair Mechanic is a journey-level maintenance class.  An incumbent in this class performs 
tasks to ensure the fleet’s body structures and appearances are maintained in an acceptable condition.  

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Repairs damaged bodywork on Santa Cruz METRO vehicles and equipment, including removing,
disassembling, straightening, fitting, painting, frame measuring, and replacing damaged body
panels or other component parts or systems.

• Inspects vehicles and equipment for damage; prepares estimates of labor, materials, and cost of
repair; recommends parts repair or replacement.

• Recommends vehicle repairs by outside firms when needed; inspects work performed on Santa
Cruz METRO vehicles by repair and body shops.

• Repairs and replaces damaged windows, glass, and mirrors; maintains and repairs destination
signs; repairs, replaces, and maintains interior flooring and side and ceiling panels; repairs and
installs fiberglass and plastic parts.

• Wires and troubleshoots air systems; fabricates vehicles body parts by machining, welding or
joining; performs metal shrinking.

• Operates and maintains a variety of manual and power equipment including, but not limited to,
welding and cutting equipment, hammers, spoons, dollies, sanders, windshield cutters, measuring
devices, friction jacks, grinders, hydraulic press, and electrical pliers and testers.

• Operates and maintains paint booth equipment; performs paint mixing, application of primer,
color matching, clear coating, buffing, stripping, wet sanding, waxing, detailing, blocking,
blending, back taping, side mold installation, and brush touch-up.

• Maintains records of repairs on work orders.

• Communicates with vendors such as body repair shops and paint and equipment suppliers, as well
as other staff.

• Trains departmental staff to assist in body repair tasks.

• Maintains Santa Cruz METRO property, tools, and equipment; cleans work area, tools, and
equipment; maintains a safe work environment, follows proper procedures for handling
hazardous materials, and utilizes appropriate safety gear, apparel, and equipment.

• May recommend needs for tooling, equipment, materials, and supplies.
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• Performs emergency repairs on road calls.

• Maintains accurate written and electronic records, logs and work orders.

• Performs data entry to update and maintain information in digital files; may maintain
spreadsheets and other documents to track information.

• Operates standard office equipment; utilizes computer software in performing job tasks.

• Drives a Santa Cruz METRO vehicle to perform assignments.

• Performs related work as required

EMPLOYMENT STANDARDS: 

Knowledge of: 

• Methods, materials, hand tools and power equipment used in the repair and painting of buses,
cars, vans, and trucks.

• Structure of vehicles, including the characteristics of the metals, plastics, and compounds used in
vehicle construction.

• Principles and practices of bus and automotive body repair and painting.

• Safe work practices including working with hazardous materials and proper equipment operating
procedures.

• Methods of maintaining information in digital or hard copy files.

• Methods of prioritizing, planning and organizing work.

• Time management techniques.

• Customer service techniques.

• Basic mathematics including percentages and basic statistics.

• The effective use of modern office equipment, personal computers, and applicable standard
business software.

Ability to: 

• Repair body and frame damage to vehicles and equipment.

• Understand and follow oral and written instructions.

• Operate welding equipment, grinders, presses, sanders, and other equipment used in the repair
and painting of Santa Cruz METRO vehicles.

• Estimate labor hours, cost of parts and materials, and types of materials necessary to repair and
paint a vehicle.

• Perform mathematical calculations accurately.

• Read and comprehend technical manuals and schematics.

• Perform heavy physical labor and work from ladders and scaffolds.

• Maintain records and control systems with accuracy and attention to detail.

• Input data into a database.

• Adhere to established work schedules and timelines.

• Use good judgment and discretion when performing assignments.

• Effectively balance multiple assignments simultaneously.

• Utilize standard office equipment and computer software and learn to use specialized Santa Cruz

METRO software if assigned.

• Communicate clearly and effectively in both oral and written form.

• Establish and maintain effective working relationships within the department and with other

divisions, departments, agencies, suppliers, vendors, and the public.
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MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training, and Experience: 

One (1) year of progressively responsible, journey-level experience in vehicle body repair and painting.   

LICENSES AND CERTIFICATES: 

A valid California Driver’s License will be required at the time of appointment and throughout 
employment. 

Must be able to obtain and maintain a current, valid California Class “B” Driver’s License with “P” 
Passenger endorsement. 

SPECIAL REQUIREMENTS: 

• Must possess tools (up to ¾ inch drive) necessary to perform the duties of the position and a
rollaway toolbox.

• Driving record will be reviewed as part of the application process.

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands 

While performing the duties of this job, the employee is regularly required to sit, walk and stand; reach, 
twist, turn, kneel, bend squat and stoop; talk and hear; use hands to grasp, manipulate, handle, feel or 
operate objects, tools or controls; reach with hands and arms; and perform repetitive movements of 
hands or wrists. The employee is regularly required to bend and twist at the neck, reach with hands and 
arms.  Occasional overhead reaching and lifting up to 80 pounds aided is required.  Specific visual abilities 
required for this job include close vision, distance vision, and the ability to adjust focus.   

Mental Demands 

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; analyzes and solves problems; uses math and 
mathematical reasoning; performs highly detailed work; deals with multiple concurrent tasks; and 
interacts with others encountered in the course of work. 

Work Environment: 

The employee works in a shop or outdoor environment where the noise level is usually noisy.  The 
employee may be exposed to inclement weather, fumes, dust, grease, air contaminants, and hazardous 
materials and chemicals during the course of work. May work out in the field when needed.  May require 
availability to work a flexible schedule. 
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OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass requisite a background check.

• Must be able to respond to emergency situations seven days per week, 24 hours per day.

• Must be able to work a variety of shifts, which may include weekdays or weekends; and day, swing
and/or graveyard shifts.

• May occasionally work extended hours or hours outside of the regular schedule

• This position is considered a safety sensitive position and requires participation in Santa Cruz
METRO’s drug and alcohol testing program.

• This position requires the use of personal protective equipment (PPE) based on the tasks assigned;
safety shoes are required at all times.

*Adopted: 12-11-18 
*BOD Approved: 00-00-00 
*Revised: 00-00-00 
*Job Family: Maintenance 
*Job Series: Vehicle Body Repair Mechanic 
*Job Series Level: Journey 
*Confidential: No  
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Class Code: SM104 
FLSA Status: Non-exempt 

Vehicle Service Detailer 
Bargaining Unit: SEA 

DEFINITION: 

Under general supervision, a Vehicle Service Detailer performs maintenance work related to detailing 
and servicing Santa Cruz METRO vehicles and equipment; performs semi-skilled minor repairs to bus 
interiors; assists with the replacement of seat cushions and backrests; may assist in semi-skilled minor 
body repairs as directed, and performs related work as required. 

DISTINGUISHING CHARACTERISTICS: 

Vehicle Service Detailer is an advance-level class.  An incumbent in this class performs tasks that ensure 
that Santa Cruz METRO vehicles and equipment are thoroughly cleaned and maintained for the comfort 
of passengers and Bus Operators. 

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Performs a variety of skilled tasks in detailing, cleaning interiors of buses, equipment, and other
Santa Cruz METRO vehicles.

• Assists in the replacement of seat cushions and backrests, side panels and window trims; may
assist in the semi-skilled repairs and replacement of body interiors as directed.

• Cleans tires and paints vehicle wheels, fareboxes, and other minor interior items with canned
spray paint, brush and other chemical cleaning materials.

• May assist body shop personnel in the removal of masking paper and tape prior to detailing of
buses and other Santa Cruz METRO vehicles.

• Washes Santa Cruz METRO buses and other vehicles with automated bus washing equipment.

• Vacuums or sweeps interiors of Santa Cruz METRO vehicles.

• Empties trash receptacles on buses.

• Washes and scrubs floors, walls, and ceiling of bus interiors; removes all gum from floor and
graffiti from seats, side panels, and ceiling.

• Waxes bus floors.

• Performs general housekeeping duties in maintenance facilities and equipment yard.

• Checks fuels, lubricants, coolant on Santa Cruz METRO vehicles and replenishes as necessary.

• Checks tire wear and inflation level.

• Maintains proper service records, including all fuel, oil and hydraulic fluids used on equipment.

• Completes daily reports on all detailing work performed.

• May drive buses and vehicles between facilities for servicing and detailing as directed.

• Maintains accurate written and electronic records, logs and work orders.

• Performs data entry to update and maintain information in digital files; may maintain
spreadsheets and other documents to track information.

• Operates standard office equipment; utilizes computer software in performing job tasks.

• Drives a Santa Cruz METRO vehicle to perform assignments.
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• Performs related work as required 
 
EMPLOYMENT STANDARDS: 

Knowledge of: 

• Automotive nomenclature.  

• Proper use of lubricants and fuels.  

• Various vehicle service functions. 

• Types and use of cleaning products. 

• Application and proper use of cleaning tools, equipment, and supplies. 

• Hazards and safety precautions of the trade. 

• Methods of maintaining information in digital or hard copy files. 

• Methods of prioritizing, planning and organizing work. 

• Time management techniques. 

• Customer service techniques. 

• Basic mathematics including percentages and basic statistics. 

• The effective use of modern office equipment, personal computers, and applicable standard 
business software.   
 

Ability to: 

• Read, interpret, and apply Santa Cruz METRO policies, procedures, and regulations. 

• Use a variety of cleaning equipment, supplies, solvents, and other chemicals safely in the 
performance of work. 

• Operate power hand tools such as drills, grinders, sanders, air impact wrenches, and other tools 
used in the detailing of Santa Cruz METRO buses and equipment. 

• Perform minor touch-up painting on Santa Cruz METRO buses and other vehicles. 

• Give and follow both written and oral instructions. 

• Follow established safety practices. 

• Physically operate service equipment. 

• Work outdoors at night. 

• Work a flexible schedule, including weekdays, nights, and weekends. 

• Work under deadlines and schedules. 

• Communicate clearly and effectively in both oral and written form. 

• Establish and maintain effective working relationships within the department and with other 
divisions, departments, agencies, suppliers, vendors, and the public.  

 
MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training, and Experience: 

Two (2) years of progressively responsible experience detailing, servicing and performing minor repairs 
on automotive, agricultural, and/or construction equipment.   
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LICENSES AND CERTIFICATES: 

A valid California Driver’s License will be required at the time of appointment and throughout 
employment. 

 
Must be able to obtain and maintain a current, valid California Class “B” Driver’s License with “P” 
Passenger endorsement. 
 
PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is regularly required to sit, walk and stand; reach, 
twist, turn, kneel, bend, squat and stoop; talk and hear; use hands to grasp, manipulate, handle, feel or 
operate objects, tools or controls; reach with hands and arms; and perform repetitive movements of 
hands or wrists. The employee is regularly required to bend and twist at the neck, reach with hands and 
arms.  Occasional overhead reaching and lifting up to 50 pounds unaided is required.   Specific visual 
abilities required for this job include close vision, distance vision, and the ability to adjust focus.   

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; analyzes and solves problems; uses math and 
mathematical reasoning; performs highly detailed work; deals with multiple concurrent tasks; and 
interacts with others encountered in the course of work. 

Work Environment:  

The employee works in a shop or outdoor environment where the noise level is usually noisy.  The 
employee may be exposed to inclement weather, fumes, dust, grease, air contaminants, and hazardous 
materials and chemicals during the course of work.  
 
OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass requisite a background check. 

• May be required to work a flexible schedule, including nights and/or weekends. 

• May occasionally work extended hours or hours outside of the regular schedule. 

• This position is considered a safety sensitive position and requires participation in Santa Cruz 
METRO’s drug and alcohol testing program. 

• This position requires the use of personal protective equipment (PPE) based on the tasks 
assigned; safety shoes are required at all times. 

 
 
*Adopted:  12-11-18  
*BOD Approved:  00-00-00  
*Revised:  00-00-00 
*Job Family:   Maintenance 
*Job Series:   Vehicle Service 
*Job Series Level:  Advanced 
*Confidential:  No 
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Class Code: SM102 
FLSA Status: Non-exempt 

Vehicle Service Worker I 
Bargaining Unit: SEA 

DEFINITION: 

Under general supervision, a Vehicle Services Worker I performs a limited range of unskilled vehicle 
service and shop maintenance duties while learning to perform the full scope of journey-level work; 
cleans and maintains departmental equipment; maintains a variety of service records, and performs 
related work as required. 

DISTINGUISHING CHARACTERISTICS: 

Vehicle Service Worker I is the Entry/First working level class in the series.  An incumbent in this class 
performs the routine vehicle service and shop maintenance tasks to maintain Santa Cruz METRO vehicles 
and equipment.  This class may be distinguished from the higher level class of Vehicle Service Worker II 
because an incumbent in the latter class performs the full scope of journey-level work. 

EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Cleans and maintains departmental equipment.

• Vacuums, sweeps and/or mops interior of buses and other Santa Cruz METRO vehicles.

• Empties trash receptacles on buses.

• Washes Santa Cruz METRO vehicles.

• Operates automated bus washing equipment.

• Cleans windows in Santa Cruz METRO vehicles.

• Checks fuel, lubrication, coolant, and hydraulic system fluid levels and replenishes as necessary.

• Checks tire wear and inflation.

• Maintains proper service records, including all fuel, oil and hydraulic fluid used on equipment.

• Completes reports on all service work performed.

• Performs general housekeeping duties in garage and equipment yard.

• Posts and removes internal advertising and notice materials from buses.
• Drives Santa Cruz METRO buses and vehicles between yards for servicing as directed.
• Performs related work as required

EMPLOYMENT STANDARDS: 

Knowledge of: 

• Automotive maintenance nomenclature.

• Safe work practices.

• Proper use of lubricants and fuels.

• Standard vehicle service procedures.

• Types and usage of cleaning products.

• Application and proper use of cleaning tools, equipment, and supplies.

• Methods of maintaining information in digital or hard copy files.
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• Methods of prioritizing, planning and organizing work. 

• Time management techniques. 

• Customer service techniques. 

• Basic mathematics including percentages and basic statistics. 

• The effective use of modern office equipment, personal computers, and applicable standard 
business software.   
 

Ability to: 

• Read, interpret, and apply Santa Cruz METRO policies, procedures, and regulations. 

• Understand and follow oral and written instructions.  

• Use a variety of cleaning equipment, supplies, solvents, and other chemicals safely in the 
performance of work. 

• Follow established safety practices. 

• Operate vehicle servicing equipment. 

• Maintain records and control systems with accuracy and attention to detail. 

• Input data into a database. 

• Adhere to established work schedules and timelines. 

• Use good judgment and discretion when performing assignments. 

• Effectively balance multiple assignments simultaneously. 

• Utilize standard office equipment and computer software and learn to use specialized Santa Cruz 

METRO software if assigned. 

• Communicate clearly and effectively in both oral and written form. 

• Establish and maintain effective working relationships within the department and with other 

divisions, departments, agencies, suppliers, vendors, and the public.  

 
MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training, and Experience: 

One (1) year of experience servicing automotive, agricultural and/or construction equipment. 
 
LICENSES AND CERTIFICATES: 

A valid California Driver’s License will be required at the time of appointment and throughout employment. 

 
Must be able to obtain and maintain a current, valid California Class “B” Driver’s License with “P” Passenger 

endorsement. 
 
PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 
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Physical Demands 

While performing the duties of this job, the employee is regularly required to sit, walk and stand; reach, 
twist, turn, kneel, bend, squat and stoop; talk and hear; use hands to grasp, manipulate, handle, feel or 
operate objects, tools or controls; reach with hands and arms; and perform repetitive movements of 
hands or wrists. The employee is regularly required to bend and twist at the neck, reach with hands and 
arms.  Occasional overhead reaching and lifting up to 50 pounds unaided is required. Specific visual 
abilities required for this job include close vision, distance vision, and the ability to adjust focus.   

Mental Demands 

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; analyzes and solves problems; uses math and 
mathematical reasoning; performs highly detailed work; deals with multiple concurrent tasks; and 
interacts with others encountered in the course of work. 

Work Environment: 

The employee works in a shop or outdoor environment where the noise level is usually noisy.  The 
employee may be exposed to inclement weather, fumes, dust, grease, air contaminants, and hazardous 
materials and chemicals during the course of work.  

OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass a requisite background check.

• May be required to work a flexible schedule, including nights and/or weekends.

• May occasionally work extended hours or hours outside of the regular schedule.

• This position is considered a safety sensitive position and requires participation in Santa Cruz
METRO’s drug and alcohol testing program.

• This position requires the use of personal protective equipment (PPE) based on the tasks
assigned; safety shoes are required at all times.

*Adopted: 12-11-18 
*BOD Approved: 00-00-00 
*Revised: 00-00-00 
*Job Family: Maintenance 
*Job Series: Vehicle Service 
*Job Series Level: Entry/First working 
*Confidential: No 
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Class Code: SM103 
       FLSA Status: Non-exempt 

Vehicle Service Worker II 
Bargaining Unit: SEA 

 
DEFINITION: 

Under general supervision, a Vehicle Services Worker II performs unskilled vehicle service and shop 
maintenance work; cleans and maintains departmental equipment; maintains a variety of service 
records, and performs related work as required. 
 
 
DISTINGUISHING CHARACTERISTICS: 

Vehicle Service Worker II is the journey-level class in the series. An incumbent in this class performs 
journey-level unskilled tasks to maintain METRO vehicles and equipment.  This class is distinguished from 
the lower-level class of Vehicle Service Worker I because an incumbent in the latter class performs a 
limited range of routine duties while learning to perform the full scope of journey-level work.  It is also 
distinguished from the higher-level class of Lead Vehicle Service Worker because an incumbent in the 
latter class serves as a lead worker over subordinate staff.  
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Cleans and maintains departmental equipment.  

• Vacuums, sweeps and/or mops interior of buses and other METRO vehicles.  

• Empties trash receptacles on buses.  

• Washes METRO vehicles and equipment. 

• Operates automated bus washing equipment.  

• Cleans windows in METRO vehicles.  

• Checks fuel, lubrication, coolant, and hydraulic system fluid levels and replenishes as necessary.  

• Checks tire wear and inflation.  

• Maintains proper service records, including all fuel, oil and hydraulic fluid used on equipment.  

• Completes reports on all service work performed.  

• Performs general housekeeping duties in garage and equipment yard.  

• Posts and removes internal advertising and notice materials from buses.  

• Drives METRO buses and vehicles between yards for servicing as directed. 

• May assist with training Vehicle Service Worker I’s if assigned. 

• Maintains accurate written and electronic records, logs and work orders.  

• Performs data entry to update and maintain information in digital files; may maintain 
spreadsheets and other documents to track information. 

• Operates standard office equipment; utilizes computer software in performing job tasks.   

• Drives a Santa Cruz METRO vehicle to perform assignments. 

• Performs related work as required 
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EMPLOYMENT STANDARDS: 

Knowledge of: 

• Automotive maintenance nomenclature.  

• Safe work practices.  

• Proper use of lubricants and fuels.  

• Standard vehicle servicing procedures. 

• Types and use of cleaning products. 

• Application and proper use of cleaning tools, equipment, and supplies. 

• Methods of maintaining information in digital or hard copy files. 

• Methods of prioritizing, planning and organizing work. 

• Time management techniques. 

• Customer service techniques. 

• Basic mathematics including percentages and basic statistics. 

• The effective use of modern office equipment, personal computers, and applicable standard 
business software.   

Ability to: 

• Read, interpret and apply METRO policies, procedures and regulations. 

• Understand and follow oral and written instructions.  

• Use a variety of cleaning equipment, supplies, solvents, and other chemicals safely in the 
performance of work. 

• Follow established safety practices. 

• Operate vehicle service equipment. 

• Maintain records and control systems with accuracy and attention to detail. 

• Input data into a database. 

• Adhere to established work schedules and timelines. 

• Use good judgment and discretion when performing assignments. 

• Effectively balance multiple assignments simultaneously. 

• Utilize standard office equipment and computer software and learn to use specialized METRO 

software if assigned. 

• Communicate clearly and effectively in both oral and written form. 

• Establish and maintain effective working relationships within the department and with other 

divisions, departments, agencies, suppliers, vendors, and the public.  

 
MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training, and Experience: 

Two (2) years of progressively responsible experience servicing automotive, agricultural and/or 
construction equipment. 
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LICENSES AND CERTIFICATES: 

A valid California Driver’s License will be required at the time of appointment and throughout 
employment. 

 
Must be able to obtain and maintain a current, valid California Class “B” Driver’s License with “P” 
Passenger endorsement. 
 
PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands  

While performing the duties of this job, the employee is regularly required to sit, walk and stand; reach, 
twist, turn, kneel, bend, squat and stoop; talk and hear; use hands to grasp, manipulate, handle, feel or 
operate objects, tools or controls; reach with hands and arms; and perform repetitive movements of 
hands or wrists. The employee is regularly required to bend and twist at the neck, reach with hands and 
arms.  Occasional overhead reaching and lifting up to 50 pounds unaided is required.   Specific visual 
abilities required for this job include close vision, distance vision, and the ability to adjust focus.   

Mental Demands  

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; analyzes and solves problems; uses math and 
mathematical reasoning; performs highly detailed work; deals with multiple concurrent tasks; and 
interacts with others encountered in the course of work. 

Work Environment:  

The employee works in a shop or outdoor environment where the noise level is usually noisy.  The 
employee may be exposed to inclement weather, fumes, dust, grease, air contaminants, and hazardous 
materials and chemicals during the course of work.  
 
OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass a requisite background check. 

• May be required to work a flexible schedule, including nights and/or weekends. 

• May occasionally work extended hours or hours outside of the regular schedule. 

• This position is considered a safety sensitive position and requires participation in Santa Cruz 
METRO’s drug and alcohol testing program. 

• This position requires the use of personal protective equipment (PPE) based on the tasks 
assigned; safety shoes are required at all times. 

 
 
*Adopted:  12-11-18  
*BOD Approved:  00-00-00  
*Revised:  00-00-00 
*Job Family:   Maintenance 
*Job Series:   Vehicle Service 
*Job Series Level:  Journey 
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Class Code: SM103 
       FLSA Status: Non-exempt 

Vehicle Service Worker II 
Bargaining Unit: SEA 

 
DEFINITION: 

Under general supervision, a Vehicle Services Worker II performs unskilled vehicle service and shop 
maintenance work; cleans and maintains departmental equipment; maintains a variety of service 
records, and performs related work as required. 
 
 
DISTINGUISHING CHARACTERISTICS: 

Vehicle Service Worker II is the journey-level class in the series. An incumbent in this class performs 
journey-level unskilled tasks to maintain METRO vehicles and equipment.  This class is distinguished from 
the lower-level class of Vehicle Service Worker I because an incumbent in the latter class performs a 
limited range of routine duties while learning to perform the full scope of journey-level work.  It is also 
distinguished from the higher-level class of Lead Vehicle Service Worker because an incumbent in the 
latter class serves as a lead worker over subordinate staff.  
 
EXAMPLES OF DUTIES AND RESPONSIBILITIES: 

The duties listed below represent the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them if the work is related or a logical assignment to this class. 

• Cleans and maintains departmental equipment.  

• Vacuums, sweeps and/or mops interior of buses and other METRO vehicles.  

• Empties trash receptacles on buses.  

• Washes METRO vehicles and equipment. 

• Operates automated bus washing equipment.  

• Cleans windows in METRO vehicles.  

• Checks fuel, lubrication, coolant, and hydraulic system fluid levels and replenishes as necessary.  

• Checks tire wear and inflation.  

• Maintains proper service records, including all fuel, oil and hydraulic fluid used on equipment.  

• Completes reports on all service work performed.  

• Performs general housekeeping duties in garage and equipment yard.  

• Posts and removes internal advertising and notice materials from buses.  

• Drives METRO buses and vehicles between yards for servicing as directed. 

• May assist with training Vehicle Service Worker I’s if assigned. 

• Maintains accurate written and electronic records, logs and work orders.  

• Performs data entry to update and maintain information in digital files; may maintain 
spreadsheets and other documents to track information. 

• Operates standard office equipment; utilizes computer software in performing job tasks.   

• Drives a Santa Cruz METRO vehicle to perform assignments. 

• Performs related work as required 
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EMPLOYMENT STANDARDS: 

Knowledge of: 

• Automotive maintenance nomenclature.  

• Safe work practices.  

• Proper use of lubricants and fuels.  

• Standard vehicle servicing procedures. 

• Types and use of cleaning products. 

• Application and proper use of cleaning tools, equipment, and supplies. 

• Methods of maintaining information in digital or hard copy files. 

• Methods of prioritizing, planning and organizing work. 

• Time management techniques. 

• Customer service techniques. 

• Basic mathematics including percentages and basic statistics. 

• The effective use of modern office equipment, personal computers, and applicable standard 
business software.   

Ability to: 

• Read, interpret and apply METRO policies, procedures and regulations. 

• Understand and follow oral and written instructions.  

• Use a variety of cleaning equipment, supplies, solvents, and other chemicals safely in the 
performance of work. 

• Follow established safety practices. 

• Operate vehicle service equipment. 

• Maintain records and control systems with accuracy and attention to detail. 

• Input data into a database. 

• Adhere to established work schedules and timelines. 

• Use good judgment and discretion when performing assignments. 

• Effectively balance multiple assignments simultaneously. 

• Utilize standard office equipment and computer software and learn to use specialized METRO 

software if assigned. 

• Communicate clearly and effectively in both oral and written form. 

• Establish and maintain effective working relationships within the department and with other 

divisions, departments, agencies, suppliers, vendors, and the public.  

 
MINIMUM QUALIFICATIONS: 

Any combination of experience and education that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:  

Education, Training, and Experience: 

Two (2) years of progressively responsible experience servicing automotive, agricultural and/or 
construction equipment. 
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LICENSES AND CERTIFICATES: 

A valid California Driver’s License will be required at the time of appointment and throughout 
employment. 

Must be able to obtain and maintain a current, valid California Class “B” Driver’s License with “P” 
Passenger endorsement. 

PHYSICAL AND MENTAL DEMANDS: 

The physical and mental demands described here are representative of those that must be met by 
employees to successfully perform the essential functions of this class.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

Physical Demands 

While performing the duties of this job, the employee is regularly required to sit, walk and stand; reach, 
twist, turn, kneel, bend, squat and stoop; talk and hear; use hands to grasp, manipulate, handle, feel or 
operate objects, tools or controls; reach with hands and arms; and perform repetitive movements of 
hands or wrists. The employee is regularly required to bend and twist at the neck, reach with hands and 
arms.  Occasional overhead reaching and lifting up to 50 pounds unaided is required.   Specific visual 
abilities required for this job include close vision, distance vision, and the ability to adjust focus.   

Mental Demands 

While performing the duties of this job, an employee uses written and oral communication skills; reads 
and interprets data, information and documents; analyzes and solves problems; uses math and 
mathematical reasoning; performs highly detailed work; deals with multiple concurrent tasks; and 
interacts with others encountered in the course of work. 

Work Environment: 

The employee works in a shop or outdoor environment where the noise level is usually noisy.  The 
employee may be exposed to inclement weather, fumes, dust, grease, air contaminants, and hazardous 
materials and chemicals during the course of work.  

OTHER CONDITIONS OF EMPLOYMENT: 

• Must pass a requisite background check.

• May be required to work a flexible schedule, including nights and/or weekends.

• May occasionally work extended hours or hours outside of the regular schedule.

• This position is considered a safety sensitive position and requires participation in Santa Cruz
METRO’s drug and alcohol testing program.

• This position requires the use of personal protective equipment (PPE) based on the tasks
assigned; safety shoes are required at all times.

*Adopted: 12-11-18 
*BOD Approved: 00-00-00 
*Revised: 00-00-00 
*Job Family: Maintenance 
*Job Series: Vehicle Service 
*Job Series Level: Journey 
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DATE: August 23, 2019 

TO: Board of Directors 

FROM: Eddie Benson, Maintenance Manager 

SUBJECT: CONSIDERATION OF AUTHORIZATION TO USE THE STATE OF 
CALIFORNIA DEPARTMENT OF GENERAL SERVICES CONTRACT 
FOR THE PURCHASE OF SIX (6) STERTIL-KONI WIRELESS MOBILE 
COLUMN LIFTS AND ONE (1) FACILITIES SUPPORT VEHICLE  

I. RECOMMENDED ACTION 

That the Board of Directors authorize the CEO to use the State of 
California, Department of General Services Contract for the purchase of six 
(6) Stertil-KONI Wireless Mobile Column Lifts from Municipal Maintenance 
Equipment (MME) and one (1) Facilities Support Vehicle from Downtown 
Ford Sales in an amount not to exceed  $96,147. 

II. SUMMARY 

• The Santa Cruz Metropolitan Transit District (METRO) has a need to 
purchase six heavy duty vehicle lifts to facilitate repairs on METRO’s 
articulated buses and one minivan as a custodial support vehicle for the 
Facilities Maintenance Department. 

• Staff requests the use of the State of California, Department of General 
Services Contract for this procurement as a means of saving money and 
streamlining the procurement process. 

• Staff recommends that the Board of Directors authorize the CEO to use the 
State of California, Department of General Services Contract for the purchase 
of six (6) Stertil-KONI Wireless Mobile Column Lifts from MME for an amount 
not to exceed $70,538.33 and one (1) Ford Transit Connect minivan from 
Downtown Ford Sales for an amount not to exceed $25,607.06. 

III. DISCUSSION/BACKGROUND 

METRO needs to purchase heavy duty vehicle lifts in order to facilitate repairs of 
its newly acquired 60’ articulated buses, and a small van for custodians to use in 
the course of their daily work.  The State of California, Department of General 
Services has issued a Multiple Award Schedule that includes the required lifts 
and minivan.  The State of California extends the use of these contracts to local 
government agencies.   
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CMAS Contract for KONI Lifts & Facilities Support Vehicle 

Utilizing statewide cooperative purchasing agreements streamlines the 
procurement process and allows for better pricing than METRO would normally 
obtain on its own.   

Staff recommends that the Board of Directors authorize the CEO to use the State 
of California, Department of General Services Contract for the purchase of six (6) 
Stertil-KONI Wireless Mobile Column Lifts from MME for an amount not to 
exceed $70,538.33 and one (1) Ford Transit Connect minivan from Downtown 
Ford Sales for an amount not to exceed $25,607.06. 

IV. FINANCIAL CONSIDERATIONS/IMPACT 

Funds to support this procurement are available in the FY20 Capital Budget.  The 
lifts are included in the VTA Bus Transfer line item (lifts) and the minivan is 
funded by FY18 FTA 5339a grant funds. 

V. ALTERNATIVES CONSIDERED 

• Do not purchase the lifts.  This is not recommended as the articulated buses 
are already in service and the lifts are essential for facilitating repairs.   

• Do not purchase the Facilities Support Vehicle.  This is not recommended as 
this vehicle will replace an older vehicle beyond its useful life. 

VI. ATTACHMENTS 

Attachment A: Quotes from MME and Downtown Ford Sales 
 
 
Prepared By:  Erron Alvey, Purchasing & Special Projects Director 
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VII. APPROVALS: 

Eddie Benson, Maintenance Manager

Approved as to fiscal impact: 
Angela Aitken, Chief Financial Officer 

Alex Clifford , CEO/General Manager 

 ~' ,£~ 
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DOWNTOWN FORD SALES S080719 326
525 NORTH 16TH STREET
SACRAMENTO CA 95814
916-442-6931 FAX: 916-491-3138

QUOTE

Name Date 8/7/2019
Address Order No. QUOTATION
City State Zip Rep SANDRA SCOTT
Phone FOB SACRAMENTO

Qty Unit Price TOTAL
1 $22,340.00 $22,340.00

1 $499.00 $499.00

1 $85.00 $85.00

sales 9.25%

SubTotal  $22,924.00
   Delivery   $600.00

  Cash Taxes  SANTA CRUZ $2,074.31
  Check CA Tire Tax $8.75
  Credit Card TOTAL  $25,607.06

Name
CC #

Expires

JASON BURNS / ERRON
SANTA CRUZ METRO

VIA EMAIL

DOC FEE

SIGNATURE________________________________DATE_________

Description
2020 FORD TRANSIT CONNECT VAN
PER STATE OF CALIFORNIA CONTRACT 1-18-23-23A
CLIN 22

MAINTENANCE AGREEMENT - NON TAXABLE

$3000 DISCOUNT WITH PROMPT PAY

Office Use Only

Payment Details

Customer
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DATE: August 23, 2019 

TO: Board of Directors 

FROM: Eddie Benson, Maintenance Manager 

SUBJECT: CONSIDERATION OF AWARD OF CONTRACT FOR (1) CNG BUS TO 
GILLIG, LLC IN AN AMOUNT NOT TO EXCEED $664,797 

I. RECOMMENDED ACTION 

That the Board of Directors:  
1) Award a contract to Gillig, LLC for the purchase of one (1) CNG bus in 

an amount not to exceed $664,797; and 
2) Authorize the CEO/General Manager to execute a cooperative 

purchasing contract with terms and conditions substantially similar to 
those of the Washington State Department of Enterprise Services 
Master Contracts and Consulting Unit’s (DES) competitively bid contract 
and in a form approved by legal counsel. 

II. SUMMARY 

• The Santa Cruz Metropolitan Transit District (METRO) has a need to replace 
buses in its aging fleet and received grant funds for the replacement of one 
(1) bus. 

• Section 3019 of the FAST Act allows grantees to purchase rolling stock and 
related equipment from a state’s cooperative procurement contract or 
schedule. 

• DES competitively bid a contract that allows public transit agencies to utilize 
the contract for the purchase of transit buses. 

• Staff is requesting authorization to proceed with the purchase of one (1) CNG 
bus from Gillig, LLC using the DES cooperative contract as the most cost 
effective method to make this purchase. 

III. DISCUSSION/BACKGROUND 

On December 4, 2015, President Obama signed the Fixing America’s Surface 
Transportation (FAST) Act into law, which provides long-term funding certainty for 
surface transportation infrastructure planning and investment.  Section 3019 of 
the FAST Act allows grantees to purchase rolling stock and related equipment 
from a state’s cooperative procurement contract or schedule. 

On July 24, 2015, DES entered into a contract with Gillig, LLC pursuant to 
Solicitation 09214, a competitively bid solicitation, for the furnishing of low-floor 
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WASH DES Contract for Gillig CNG Bus 

40-foot CNG buses.  The DES cooperative contract provides public agencies with 
the ability to purchase transit buses of various configurations from approved 
vendors that have been selected through a competitive process.  DES has 
granted authorization to METRO to use this contract, thereby enabling the 
purchase of vehicles that meet proven design and construction standards, which 
will be configured to METRO’s specifications, at highly competitive prices. 

METRO received funds from the FTA FY13-17 5339 discretionary grant in the 
amount of $456,955.  Due to the delay between funding and entering into a 
purchase contract, additional funds from the Bus Replacement Program in the 
amount of $121,293 were approved by the Board on August 24, 2018.  After a 
pre-production meeting with minor changes to add-ons, additional funds in the 
amount of $5,910 are required to complete the order, which totals $664,797. 

Staff is recommending that the Board of Directors award a contract to Gillig, LLC 
for the purchase of one (1) CNG bus in an amount not to exceed $664,797; and 
that it authorize the CEO/General Manager to execute a cooperative purchasing 
contract with terms and conditions substantially similar to those of the DES’s 
competitively bid contract and in a form approved by legal counsel. 

IV. FINANCIAL CONSIDERATIONS/IMPACT 

Funding in the amount of $658,887 is available in the FY20 Capital Budget.  After 
the pre-production meeting, Gillig, LLC has quoted the requested CNG bus at 
$664,797.  Additional funding in the amount of $5,910 is required to meet the 
price of the bus after additional add-ons were requested by METRO.  There is 
currently funding available in the capital budget from the Bus Replacement Fund 
for which this procurement is within the allowable use.   

V. ALTERNATIVES CONSIDERED 

The Board could direct the Purchasing Director to conduct a standalone 
procurement for this bus.  This is not recommended as it would take 
approximately six months before a contract would be awarded, it would delay 
receipt of the bus by the same amount of time, and it would likely result in a 
higher priced bus due to the small quantity of METRO's order. 

VI. ATTACHMENTS 

Attachment A: Quote from Gillig, LLC dated August 16, 2019 
Attachment B: Contract with Gillig, LLC 
 
Prepared by:  Erron Alvey, Purchasing & Special Projects Director 
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VII. APPROVALS: 

Eddie Benson, Maintenance Manager 

Approved as to fiscal impact: 
Angela Aitken, Finance Manager 

Alex Clifford, CEO/General Manager 

WASH DES Contract for Gillig CNG Bus 
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August 16, 2019 
 
 
 
Ms. Erron Alvey 
Purchasing Manager 
Santa Cruz Metropolitan Transit District (METRO) 
138 Golf Club Drive 
Santa Cruz, CA 95060 
 
 
RE: REVISED PRICE QUOTE FOR (1) 40’ CNG BRT PLUS LOW FLOOR BUS 
 
 
Dear Ms. Alvey, 
 
Thank you for your interest in purchasing one (1) 40’ CNG BRT Plus Low Floor Bus by using 
the assigned option from the State of Washington contract. Gillig is pleased to quote the 
following: 

 
ONE (1) 40’ CNG BRT PLUS LOW FLOOR BUSES - $664,797.00 EACH  

    
This price is valid for 30 days. Price excludes license and registration fees, but does include 
9.25% California Sales Tax ($53,629.00) and a 1.00% Spares / Tooling Budget ($6,051.00).  
 
Delivery will be within 15 months from receipt of purchase order. 
 
We thank you for this opportunity and appreciate your interest in Gillig and our products.  We 
certainly look forward to working with METRO again and in so doing, continuing to build our 
long-term partnership. Should you have any questions about this quotation, please do not hesitate 
to contact me at 510-264-5091. 
 
Sincerely, 
 
 
 
 
 
Norm Reynolds 
Regional Sales Manager 
Gillig LLC  
 
cc: Ciro Aguirre 
      Erron Alvey 

Attachment A

9-17A.1



 
 
 
 
 
 

 
- THIS PAGE INTENTIONALLY LEFT BLANK - 



[Type here] 
 

 

AGREEMENT NO. 19-19 FOR THE PURCHASE  
AND DELIVERY OF ONE (1) 40’ CNG BUS 

 

 

THIS AGREEMENT is made as of the 23rd  day of August 2019, by and between the SANTA CRUZ 
METROPOLITAN TRANSIT DISTRICT (METRO) and GILLIG LLC (CONTRACTOR).  

 WHEREAS, METRO desires to procure one (1) 40’ CNG BRT PLUS LOW FLOOR transit 
bus (Bus) to replace vehicles in its existing fleet; and 

 WHEREAS, under Federal and California law, METRO is permitted to participate in 
cooperative purchasing contracts, provided such contracts are consistent with METRO’s procurement 
requirements and policies; and 

 WHEREAS, on November 3, 2014, the Washington Department of Enterprise Services 
(DES) issued Master Contracts & Consulting, Solicitation 09214, Heavy-duty Public Transit Vehicles 
(Solicitation 09214) to provide Buses; and 

 WHEREAS, the Solicitation 09214 is available for use by governmental agencies such as 
METRO and is consistent with METRO’s procurement requirements and policies; and 

 WHEREAS, on July 24, 2015, DES entered into a contract with CONTRACTOR pursuant 
to Solicitation 09214 to provide various types of vehicles, including Buses (DES Contract); and 

 WHEREAS, METRO wishes to utilize DES Contract and CONTRACTOR will provide the 
Buses to METRO pursuant to the terms of the DES Contract and this Agreement. 

NOW, THEREFORE, THE PARTIES AGREE AS FOLLOWS: 

1. SCOPE OF SERVICES 

This is an Agreement for the purchase of one (1) 40’ CNG BRT PLUS LOW FLOOR transit bus, 
as described more particularly in Exhibit A, Price Sheets.  The scope of the CONTRACTOR’s services 
shall consist of the services set forth in Exhibit C, Incorporation of DES Contract, as supplemented by 
Exhibit A, Price Sheets.     

In the performance of its work, and provision of the System, the CONTRACTOR represents that it 
and any of its subcontractors (1) has and will exercise the degree of professional care, skill, efficiency, 
and judgment of contractors with special expertise in providing such services; (2) carries all applicable 
licenses, certificates, and registrations in current and good standing that may be required to perform the 
work; and (3) will retain all such licenses, certificates, and registrations in active status throughout the 
duration of this engagement. 

2. INCORPORATION OF DES Contract, (Exhibit C) 

 Except as stated herein, the terms and conditions of the DES Contract, including Solicitation 
09214, as amended, including Appendices A-P, bid forms, certifications and assurances, contractor's bid 
response, and the First, Second, Third, Fourth, and Fifth Amendments to the DES Contract, available 
online at https://fortress.wa.gov/es/apps/contractsearch/ContractSummary.aspx?c=09214, are designated 
as Exhibit C to this Agreement and are incorporated herein by this reference.    

 For the purposes of this Agreement, all references in the DES Contract to the Washington State 
Department of Enterprise Services or DES as purchaser shall mean METRO; all other references to 
Washington State shall mean the State of California; and the references to the CONTRACTOR shall 
mean Gillig LLC.  All references to the Contract Administrator shall mean the Project Manager, Eddie 
Benson or designee of METRO. 
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3. AGREEMENT DOCUMENTS 

This Agreement consists of the following documents (Agreement Documents):  

 

(1) This Agreement. 

(2) Exhibit A, Price Sheets. 

(3) Exhibit B, METRO’s Insurance Requirements. 

(4) Exhibit C, Incorporation of DES Contract. 

(5) Exhibit D, METRO’s Bond Requirements. 

 

In the event of conflict between or among the terms of the Agreement Documents, the order of 
precedence shall be the order of documents listed above, with the first-listed document having the highest 
precedence and the last-listed document having the lowest precedence. 

4. TERM OF AGREEMENT 

The term of this Agreement shall commence August 23, 2019, the effective date and shall 
continue until METRO issues its Final Acceptance of the Bus unless the Agreement is terminated sooner 
in accordance with the terms of the DES Contract.  

5. SCHEDULE AND TIME OF COMPLETION 

The services of the CONTRACTOR will be based on the scope of Work as outlined in Exhibit C.    
Upon issuance of a Notice to Proceed, CONTRACTOR shall submit, for METRO review and approval, a 
detailed project schedule that will describe the detailed schedule for provision of the work. 

  Exhibit C shall remain in effect throughout this Agreement regardless of any changes or 
termination of the DES Contract between DES and CONTRACTOR. 

6. DELIVERY 

The following language is added to DES Contract, Special Terms and Conditions Section 2 
"Delivery": 

Delivery of Buses shall be determined by signed receipt of METRO’s Project Manager: Eddie 
Benson, at the following point(s) of delivery and may be preceded by a cursory inspection of the bus at 
METRO’s Maintenance Facility located at 138 Golf Club Dr., Santa Cruz, CA 95060. 

 Hours of delivery shall be 7:00 A.M. to 3:00 P.M. on the following days of the week: Monday 
through Friday, excluding holidays. 

 Following delivery of the bus to METRO, METRO shall complete acceptance tests within thirty 
(30) calendar days. The acceptance tests to be conducted by METRO, and the criteria and standards in 
respect of such tests, shall be agreed upon by METRO and the CONTRACTOR prior to the 
CONTRACTOR building the buses.  The CONTRACTOR agrees to provide a qualified technician at the 
location of acceptance to advise METRO on matters relating to the acceptance tests at no cost to 
METRO during the PDI (Post Delivery Inspection) process. 

 

If a bus passes these tests, METRO will notify the CONTRACTOR in writing of METRO's final acceptance 
of a bus or buses.  Acceptance shall occur earlier if METRO notifies the CONTRACTOR of early 
acceptance or places the bus into revenue service. 
7.    CONTRACTOR’S REPRESENTATIVE 

It is understood and agreed by the parties that at all times during the term of this Agreement that 
Clinton Gibson, Senior Project Sales Manager, shall serve as the primary staff person of CONTRACTOR 
to undertake, render, and oversee all of the services under this Agreement. Upon written notice by the 
CONTRACTOR and approval by METRO, which will not be unreasonably withheld, the CONTRACTOR 
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may substitute this person with another person, who shall possess similar qualifications and experience 
for this position. 

8. COMPENSATION 

The CONTRACTOR agrees to perform the services set forth in Section 1, including, without 
limitation, the furnishing and delivery of the Bus, for a lump sum $664,797.00 per bus, Price schedule for 
the Buses is set forth more particularly in Exhibits A, Price Sheets and C, Incorporation of DES Contract.   

Except as stated in Section 14, the Total Contract Price is an all-inclusive lump sum amount, and 
includes all labor, materials, profit, overhead, insurance, warranty, sales tax, subcontractor costs and all 
other costs and expenses incurred by the CONTRACTOR.  METRO will pay the CONTRACTOR in 
accordance with Section 9.  

9. MANNER OF PAYMENT  

 DES Contract, Standard Terms and Conditions Section 3.16 is deleted in its entirety and restated 
as follows: 

 The CONTRACTOR shall provide METRO with preliminary invoices thirty (30) calendar days 
prior to the delivery of each coach or spare component and final invoices shall be furnished with or prior 
to delivery of each coach.  All invoices for vehicles and spare components delivered shall be marked 19-
19 and shall conform to the rates specified in Exhibit A. METRO will endeavor to pay approved 
invoices/billing statements within 30 calendar days of METRO's final acceptance of the Bus. One copy of 
each invoice should be submitted in either hard copy (paper) format via mail or soft copy format (PDF) via 
email as follows: 
 
 a) Soft copy invoices must be sent to DMartin@scmtd.com 
 
 b) Hard copy (paper) invoices must be sent to the attention of: 
 

Accounts Payable/Fleet Maintenance 
Santa Cruz METRO 
110 Vernon St. 
Santa Cruz, CA 95060 

10. NOTICES 

All communications relating to the day-to-day activities of the provided services shall be 
exchanged between METRO‘s Eddie Benson or designee, and the CONTRACTOR’s Clint Gibson or 
designee. 

All other notices and communications deemed by either party to be necessary or desirable to be 
given to the other party shall be in writing and may be given by personal delivery to a representative of 
the parties or by mailing the same postage prepaid, addressed as follows:  

 

If to METRO:   CEO/General Manager 

Santa Cruz METRO 

110 Vernon St. 

Santa Cruz, CA  95060 

 

If to the CONTRACTOR:  Gillig LLC 

Attn: Joseph Policarpio, Vice President 

451 Discovery Dr. 

Livermore, CA  94551  
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11. RESPONSIBILITY; INDEMNIFICATION 

DES Contract, Standard Terms and Conditions Section 3.20(f) "Immunity and Hold Harmless" is 
deleted in its entirety and restated as follows: 

The CONTRACTOR shall indemnify, keep and save harmless METRO and its directors, officers, 
agents and employees against any and all suits, claims or actions arising out of any of the following: 

A. Any injury to persons or property that may occur, or that may be alleged to  have 
occurred, arising from the performance of this Agreement by the CONTRACTOR caused by a 
negligent act or omission or willful misconduct of the CONTRACTOR or its employees, sub-
CONTRACTORs, subconsultants or agents; or 

B. Any allegation that materials or services provided by the CONTRACTOR under this 
Agreement infringe or violate any copyright, trademark, patent, trade secret, or any other 
intellectual-property or proprietary right of any third party. 

The CONTRACTOR further agrees to defend any and all such actions, suits or claims and pay all 
reasonable charges of attorneys and all other costs and expenses of defenses as they are incurred. If any 
judgment is rendered against METRO or any of the other individuals enumerated above in any such 
action, the CONTRACTOR shall, at its expense, satisfy and discharge the same. This indemnification 
shall survive termination or expiration of the Agreement. 

12. INSURANCE 

 DES Contract, Standard Terms and Conditions Section 3.21 "Insurance" and 3.22 "Industrial 
Insurance Coverage" are deleted in their entirety and replaced as follows:  

 CONTRACTOR agrees to maintain insurance coverage as stated in Exhibit B, METRO Insurance 
Requirements. 

13.  EQUAL EMPLOYMENT OPPORTUNITY -- NON-DISCRIMINATION ASSURANCE 

 DES Contract, Standard Terms and Conditions Section 3.22 "Nondiscrimination" is deleted in its 
entirety and replaced as follows: 

 

A. Equal Employment Opportunity  

In connection with the performance of this Agreement, the CONTRACTOR will not discriminate 
against any employee or applicant for employment because of race, religious creed (including religious 
dress and grooming practices), color, national origin, ancestry, physical disability, mental disability, 
medical condition, genetic information, marital status, sex, sexual orientation, gender (which includes 
pregnancy, childbirth, breastfeeding, or related medical conditions), gender identity, gender expression, 
age (if 40 or over), military and veteran status, taking or requesting statutorily protected leave, or any 
other category protected under federal, state, or local laws,  

The CONTRACTOR will take affirmative action to ensure that applicants are employed, and that 
employees are treated during their employment, without regard to their race, religious creed (including 
religious dress and grooming practices), color, national origin, ancestry, physical disability, mental 
disability, medical condition, genetic information, marital status, sex, sexual orientation, gender (which 
includes pregnancy, childbirth, breastfeeding, or related medical conditions), gender identity, gender 
expression, age (if 40 or over), military and veteran status, taking or requesting statutorily protected 
leave, or any other category protected under federal, state, or local laws,  Such actions will include, but 
not be limited to, the following: employment, upgrading, demotion or transfer, recruitment or recruitment 
advertising, layoff or termination, rates of pay or other forms of compensation; and selection for training, 
including apprenticeship. The CONTRACTOR agrees to post in conspicuous places, available to 
employees and applicants for employment, notices to be provided by the consulting officer setting forth 
the provisions of this nondiscrimination clause.   

The CONTRACTOR will, in all solicitations or advertisements for employees placed by or on 
behalf of the CONTRACTOR, state that all qualified applicants will receive consideration for employment 
without regard to race, color, religion, sex, sexual orientation, gender identity, or national origin.  
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The CONTRACTOR will not discharge or in any other manner discriminate against any employee 
or applicant for employment because such employee or applicant has inquired about, discussed or 
disclosed the compensation of the employee or applicant. This provision shall not apply to instances in 
which an employee who has access to the compensation information of other employees or applicants as 
a part of such employee's essential job functions discloses the compensation of such other employees or 
applicants to individuals who do not otherwise have access to such information, unless such disclosure is 
in response to a formal complaint or charge, in furtherance of an investigation, proceeding, hearing or 
action, including an investigation conducted by the employer, or is consistent with the CONTRACTOR's 
legal duty to furnish information.  

The CONTRACTOR will send to each labor union or representative of workers with which it has a 
collective bargaining agreement or other contract or understanding, a notice to be provided by the agency 
contracting officer, advising the labor union or workers' representative of the CONTRACTOR's 
commitments under section 202 of Executive Order 11246 of September 24, 1965, and shall post copies 
of the notice in conspicuous places available to employees and applicants for employment.  

The CONTRACTOR will comply with all provision of Executive Order 11246 of September 24, 
1965, and of the rules, regulations, and relevant orders of the Secretary of Labor.  

The CONTRACTOR will furnish all information and reports required by Executive Order 11246 of 
September 24, 1965, and by the rules, regulations, and orders of the Secretary of Labor, or pursuant 
thereto, and will permit access to his books, records, and accounts by the contracting agency and the 
Secretary of Labor for purposes of investigation to ascertain compliance with such rules, regulations, and 
orders.  

In the event of the CONTRACTOR's noncompliance with the nondiscrimination clauses of this 
contract or with any of such rules, regulations, or orders, this contract may be canceled, terminated or 
suspended in whole or in part and the CONTRACTOR may be declared ineligible for further Government 
contracts in accordance with procedures authorized in Executive Order 11246 of September 24, 1965, 
and such other sanctions may be imposed and remedies invoked as provided in Executive Order 11246 
of September 24, 1965, or by rule, regulation, or order of the Secretary of Labor, or as otherwise provided 
by law.   

The CONTRACTOR will include the provisions of 41 C.F.R. section 60-1.4 in every subcontract 
or purchase order unless exempted by rules, regulations, or orders of the Secretary of Labor issued 
pursuant to section 204 of Executive Order 11246 of September 24, 1965, so that such provisions will be 
binding upon each subcontractor or vendor. The CONTRACTOR will take such action with respect to any 
subcontract or purchase order as may be directed by the Secretary of Labor as a means of enforcing 
such provisions including sanctions for noncompliance.  

B. NON-DISCRIMINATION ASSURANCE 

The CONTRACTOR agrees to carry out applicable requirements of 49 CFR Part 26 in the award 
and administration of U.S. DOT-assisted contracts.  Further, the CONTRACTOR agrees to comply with all 
provisions prohibiting discrimination on the basis of race, color, or national origin of Title VI of the Civil 
Rights Act of 1964, as amended, 42 U.S.C. §§ 2000d et seq., and/or the Fair Employment and Housing 
Act Government Code section 12940 et seq. and the applicable regulations promulgated thereunder 
(California Code of Regulations, Title 2, Section 7285 et seq.) and with U.S. DOT regulations, 
"Nondiscrimination in Federally-Assisted Programs of the Department of Transportation – Effectuation of 
Title VI of the Civil Rights Act," 49 C.F.R. Part 21.   

The applicable regulations of the Fair Employment and Housing Commission implementing 
Government Code Section 12940 et seq., set forth in Chapter 5 of Division 4 of Title 2 of the California 
Code of Regulations, are incorporated into this Contract by reference and made a part hereof as if set 
forth in full.   

In the event of the CONTRACTOR's noncompliance with the nondiscrimination clauses of this 
contract or with any of such rules, regulations, or orders, this contract may be canceled, terminated or 
suspended in whole or in part. 
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14. CONFIDENTIALITY 

 A. Disclosure of METRO Records.  The following paragraph is inserted at the end of DES 
Contract, Standard Terms and Conditions Section 3.19(f): 

 The CONTRACTOR, its employees, subcontractors and agents, shall not release any reports, 
information, or other materials prepared in connection with this Agreement, whether deemed confidential 
or not, without the approval of METRO’s General Manager/CEO or designee. 

 B. California Public Records Act.  All references in the DES Contract to Chapter 42.56 
RCW (Public Disclosure Act) shall mean Cal. Gov. Code §§ 6250 et seq. (California Public Records Act). 

             C.  Confidentiality Agreement. Subject to METRO's obligations under the California Public 
Records Act, METRO and its representatives and agents agree to enter into a confidentiality agreement 
with the CONTRACTOR prior to commencing an audit, review or analysis in order to protect and maintain 
the confidentiality of the CONTRACTOR’s information. 

15. CONFLICTS OF INTEREST                                                                                                

 References in the DES Contract to RCW 42.52 shall mean Cal. Govt. Code Section 1090 et seq. 
and Cal. Govt. Code Section 87100 et seq. 

 Additionally, DES Contract, Standard Terms and Conditions Section 3.20(e) "Gifts and Gratuities" 
is deleted in its entirety and replaced as follows: 

A. General 

Depending on the nature of the work performed, a CONTRACTOR of METRO may be subject to 
the same conflict of interest prohibitions established by the Federal Transit Administration (FTA), Federal 
Highway Administration (FHWA) and (for Federally-funded Agreements) California law that govern 
METRO’s employees and officials (Cal. Govt. Code Section 1090 et seq. and Cal. Govt. Code Section 
87100 et seq.). During the proposal process or the term of the Agreement, CONTRACTOR and its 
employees may be required to disclose financial interests.  

The CONTRACTOR warrants and represents that it presently has no interest and agrees that it 
will not acquire any interest that would present a conflict of interest under California Government Code 
§1090 et seq. or §87100 et seq. during the performance of services under this Agreement. The 
CONTRACTOR further covenants that it will not knowingly employ any person having such an interest in 
the performance of this Agreement. Violation of this provision may result in this Agreement being deemed 
void and unenforceable. 

Depending on the nature of the work performed, CONTRACTOR may be required to publicly 
disclose financial interests under METRO’s Conflict of Interest Code. Upon receipt, the CONTRACTOR 
agrees to promptly submit a Statement of Economic Interest on the form provided by METRO. 

No person previously in the position of Director, Officer, employee or agent of METRO during his 
or her tenure or for one (1) year after that tenure shall have any interest, direct or indirect, in this 
Agreement or the proceeds under this Agreement, nor may any such person act as an agent or attorney 
for, or otherwise represent the CONTRACTOR by making any formal or informal appearance, or any oral 
or written communication, before METRO, or any Officer or employee of METRO, for a period of one (1) 
year after leaving office or employment with METRO if the appearance or communication is made for the 
purpose of influencing any action involving the issuance, amendment, award or revocation of a permit, 
license, grant, or contract. 

B. Organizational Conflicts of Interest 

CONTRACTOR shall take all reasonable measures to preclude the existence or development of 
an organizational conflict of interest in connection with work performed under this Agreement and other 
solicitations.  An organizational conflict of interest occurs when, due to other activities, relationships, or 
contracts, a firm or person is unable, or potentially unable, to render impartial assistance or advice to 
METRO; a firm or person’s objectivity in performing the contract work is or might be impaired; or a firm or 
person has an unfair competitive advantage in proposing for award of a contract as a result of information 
gained in performance of this or some other Agreement.    
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CONTRACTOR shall not engage the services of any subconsultant or independent consultant on 
any work related to this Agreement if the subconsultant or independent consultant, or any employee of 
the subconsultant or independent consultant, has an actual or apparent organizational conflict of interest 
related to work or services contemplated under this Agreement. 

If at any time during the term of this Agreement CONTRACTOR becomes aware of an 
organizational conflict of interest in connection with the work performed hereunder, CONTRACTOR 
immediately shall provide METRO with written notice of the facts and circumstances giving rise to this 
organizational conflict of interest.  CONTRACTOR’s written notice will also propose alternatives for 
addressing or eliminating the organizational conflict of interest.   

If at any time during the term of this Agreement, METRO becomes aware of an organizational 
conflict of interest in connection with CONTRACTOR’s performance of the work hereunder, METRO shall 
similarly notify CONTRACTOR. 

In the event a conflict is presented, whether disclosed by CONTRACTOR or discovered by 
METRO, METRO will consider the conflict presented and any alternatives proposed and meet with the 
CONTRACTOR to determine an appropriate course of action.  METRO’s determination as to the manner 
in which to address the conflict shall be final. 

During the term of this Agreement, CONTRACTOR must maintain lists of its employees, and the 
subconsultants and independent consultants used and their employees.  CONTRACTOR must provide 
this information to METRO upon request.  However, submittal of such lists does not relieve the 
CONTRACTOR of its obligation to assure that no organizational conflicts of interest exist. CONTRACTOR 
shall retain this record for five (5) years after METRO makes final payment under this Agreement.   Such 
lists may be published as part of future METRO solicitations. 

CONTRACTOR shall maintain written policies prohibiting organizational conflicts of interest and 
shall ensure that its employees are fully familiar with these policies.  CONTRACTOR shall monitor and 
enforce these policies and shall require any subconsultants and affiliates to maintain, monitor and enforce 
policies prohibiting organizational conflicts of interest.   

 Failure to comply with this section may subject the CONTRACTOR to damages incurred by 
METRO in addressing organizational conflicts that arise out of work performed by CONTRACTOR, or to 
termination of this Agreement for breach. 

16. APPLICABLE LAW 

 This Agreement, its interpretation and all work performed under it shall be governed by the laws 
of the State of California. Venue of any action brought with regard to this Agreement shall be in San 
Mateo County, California.  The CONTRACTOR must comply with all federal, State, and local laws, rules, 
and regulations applicable to the Agreement and to the work to be done hereunder, including all rules and 
regulations of METRO. 

17. LIQUIDATED DAMAGES 

 The third paragraph of DES Contract, Standard Terms and Conditions Section 3.28(a) is deleted 
in its entirety and replaced as follows: 

The amount of said damages, being difficult if not impossible of definite ascertainment and proof, it is 
hereby agreed that the amount of such damages due to METRO shall be fixed at $200.00 per calendar 
day per bus not delivered in substantially good condition as inspected by METRO at the time released for 
shipment. 

 The CONTRACTOR hereby agrees to pay the aforementioned amounts as fixed, agreed and 
liquidated damages, and further authorizes METRO to deduct the amount of the damages from money 
due the CONTRACTOR under the Agreement. If the liquidated damages due METRO exceeds the 
remaining amount due to the CONTRACTOR under this Agreement, then the CONTRACTOR shall pay 
METRO the remaining liquidated damages owed within thirty (30) days after receipt of a written demand 
by the General Manager/CEO. 

18. LICENSE TO USE “SUBJECT DATA” 

            All “subject data”, defined as specifications, technical data, records and reports, engineering 
drawings (including shop drawings and working drawings), manuals and instruction materials and 
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computer or microprocessor software that is delivered or specified to be delivered under the Agreement, 
shall remain the property of the CONTRACTOR; provided however, METRO shall have a royalty-free, 
non-exclusive, non-transferable and irrevocable license to use such subject data only for the purposes of 
operating and maintaining the buses.  

The CONTRACTOR grants METRO a royalty-free, non-exclusive and irrevocable license to 
reproduce, and to use the subject data solely for maintaining and operating the bus.  The CONTRACTOR 
agrees to include the requirements of this clause, modified as necessary to identify the affected parties, in 
each subcontract and supply order placed under the Agreement. 

The CONTRACTOR further agrees to provide to METRO at no cost updates to all subject data, 
including, without limitation all software, technical data, specifications, manuals, and engineering 
drawings, when otherwise available, for each bus furnished under this Agreement for the duration that the 
bus is in revenue service.  

19. RISK OF LOSS 

 In DES Contract, Standard Terms and Conditions Section 3.13(c) "Shipping and Risk of Loss," 
references to "Delivery Date or Acceptance, whichever is applicable" mean "Delivery Date", except that 
any loss caused by METRO's negligence or wrongful conduct shall be borne by METRO.  

In DES Contract, Standard Terms and Conditions Section 3.13(c) "Title to Product," references to 
"Delivery Date or Acceptance, whichever is applicable" mean "Delivery Date."  

20. WARRANTY 

 In addition to the warranties stated in CONTRACTOR's proposal, for each item covered by the 
warranty detailed in the CONTRACTOR's proposal, the CONTRACTOR warrants that for the stated 
duration, the item 1) conforms to the technical specifications and all other requirements of the contract; 2) 
fulfills its design functions and is fit for both its ordinary and intended purposes; 3) is free from all patent 
and latent defects in design, materials, and workmanship; and 4) performs satisfactorily.  

21. ENTIRE AGREEMENT; MODIFICATION 

 This Agreement for Services, including any attachments, constitutes the complete Agreement 
between the Parties and supersedes any prior written or oral communications.  This Agreement may be 
modified or amended only by written instrument signed by both the CONTRACTOR and METRO.  

[signatures on following page]
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IN WITNESS WHEREOF, the parties hereto have executed this Agreement by their duly authorized 
officers as of the Effective Date. 

 
 
 
METRO:      GILLIG LLC:     
     
 
 
Signature:   Signature:  
 
Print: Alex Clifford     Print:  Joseph Policarpio    
 
Title:   CEO/General Manager    Title:   Vice President  
 
Date:         Date:      
 

 
APPROVED AS TO FORM:      
 
By:    
         Attorney for METRO 
 
Print: Julie Sherman     
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DATE: August 23, 2019 

TO: Board of Directors 

FROM: Eddie Benson, Maintenance Manager 

SUBJECT: CONSIDERATION OF RATIFICATION OF USE OF STATE OF 
CALIFORNIA DEPARTMENT OF GENERAL SERVICES CONTRACT 
FOR THE PURCHASE OF ONE (1) LOW ROOF CARGO VAN 

I. RECOMMENDED ACTION 

That the Board of Directors ratify the use the State of California, 
Department of General Services Contract for the purchase of one (1) Low 
Roof Cargo Van from Downtown Ford Sales for $30,254.84. 

II. SUMMARY

• The Santa Cruz Metropolitan Transit District (METRO) had a need for a low
roof cargo van as a facilities support vehicle to replace aging vehicles in
METRO’s non-revenue fleet.

• Funds for this purchase were available via the 5339a FY14 grant, but were
required to be expended by June 18, 2019.

• Staff thought it prudent to expend these funds before they expired, and was
able to utilize the State of California, Department of General Services
Contract for this purchase, which saved money and streamlined the
procurement process.

• Staff recommends that the Board of Directors ratify the use of the State of
California, Department of General Services Contract for the purchase of one
(1) Ford Transit Low Roof Cargo Van from Downtown Ford Sales for an
amount not to exceed $30,254.84.

III. DISCUSSION/BACKGROUND

METRO had a need for a low roof cargo van to replace aging vehicles in its non-
revenue fleet.  The van is used by facilities workers in the course of their daily
work.  One of the State of California, Department of General Services Multiple
Award Schedules included the required cargo van.  The State of California
extends the use of these contracts to local government agencies.

Utilizing statewide cooperative purchasing agreements streamlines the
procurement process and allows for better pricing than METRO would normally
obtain on its own.

Santa Cruz Metropolitan 
Transit District 
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Ratification of use of CMAS Contract for Cargo Van 

Staff recommends that the Board of Directors ratify the use of the State of 
California, Department of General Services Contract for the purchase of one (1) 
Ford Transit T150 Low Roof Cargo Van from Downtown Ford Sales for the 
amount of $30,254.84.  METRO received a $3,000 discount off of Downtown 
Ford Sales’ quoted price due to prompt payment of the invoice. 

IV. FINANCIAL CONSIDERATIONS/IMPACT

To support the purchase of the cargo van, funds in the amount of $33,254.84
were included in the FY19 Capital Budget and provided by the FTA FY14 5339a
formula grant.  A $3,000 discount was offered for early payment, so the final cost
was $30,254.84.

V. ALTERNATIVES CONSIDERED 

• None.

VI. ATTACHMENTS

Attachment A: Quote from Downtown Ford Sales 

Prepared By: Joan Jeffries, Administrative Specialist 
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VII. APPROVALS: 

Eddie Benson, Maintenance Manager

Approved as to fiscal impact: 
Angela Aitken, Chief Financial Officer 

Alex Clifford, CEO/General Manager 

 Am-..... ~ 

Ratification of use of CMAS Contract for Cargo Van 
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DOWNTOWN FORD SALES S051719 417
525 NORTH 16TH STREET
SACRAMENTO CA 95814
916-442-6931 FAX: 916-491-3138

QUOTE

Name Date 5/17/2019
Address Order No. QUOTATION
City State Zip Rep SANDRA SCOTT
Phone FOB SACRAMENTO

Qty Unit Price TOTAL
1 $29,882.00 $29,882.00

1 $864.00 $864.00

sales 9.25%

SubTotal  $30,746.00
 Delivery   $600.00

  Cash Taxes  SANTA CRUZ $2,844.01
  Check CA Tire Tax $8.75
  Credit Card TOTAL  $34,198.76

Name
CC #

Expires

JASON BURNS / ERRON
SANTA CRUZ METRO

VIA EMAIL

LIMITED' MAINTENANCE PLAN
60 MONTH / 75,000 MILE / $0 DEDUCTIBLE
10 VISITS, 7500 MILE INTERVALS

SIGNATURE________________________________DATE_________

Description
2018 FORD TRANSIT T150 LOW ROOF CARGO VAN
PER STATE OF CALIFORNIA CONTRACT 1-18-23-23A

MAINTENANCE AGREEMENT - NON TAXABLE

$3000 DISCOUNT WITH PROMPT PAY

Office Use Only

Payment Details

Customer
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DATE: August 23, 2019 

TO: Board of Directors 

FROM: Alex Clifford, CEO/General Manager 

SUBJECT: CONSIDERATION OF THE APPOINTMENT OF JAMES VON HENDY 
TO THE METRO ADVISORY COMMITTEE (MAC) FOR A TERM OF 
OFFICE ENDING DECEMBER 31, 2021 AND EXTEND THE 
NOMINATION PERIOD TO SOLICIT AND ACCEPT BOARD NOMINEES 
AND CITIZEN APPLICATIONS FOR TWO SEATS EXPIRING 
DECEMBER 31, 2019   

I. RECOMMENDED ACTION 
The Board of Directors approve the appointment of James Von Hendy to the 
METRO Advisory Committee (MAC) for a term of office ending 
December 31, 2021, and extend the nomination period to solicit and accept 
Board nominees and citizen applications for two seats expiring December 
31, 2019. 

II. SUMMARY
• There are currently two vacant seats on the METRO Advisory Committee

(MAC)—one expiring on December 31, 2019 and the other expiring on
December 31, 2021.

• The MAC Ad Hoc Committee would like to fill one of these vacant seats now
by nominating James Von Hendy for appointment to MAC with a term of office
ending December 31, 2021, and extend the current nomination period on the
other vacant seat to find a Cabrillo College representative as defined in the
bylaws.

• MAC has an additional seat expiring on December 31, 2019 and staff
requests the Board of Directors to include in the above extension another 30-
day nomination period to solicit and accept Board nominees and citizen
applications to fill this seat.

III. DISCUSSION/BACKGROUND
The METRO Advisory Committee (MAC) is to be comprised of seven members.
To the extent it is practical, representation on MAC shall be residents of the
County of Santa Cruz, regular riders of the system and will include
representatives of the following consumer groups:

• At least one member from the Disability community.
• At least one member from the University of California, Santa Cruz, who is

either a student or employee of the same.
• At least one member who is a commuter using the Highway 17 service.
• At least one member of the Disadvantaged Business Community.

Santa Cruz Metropolitan 
Transit District 
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MAC Appointments (2) 

• At least one member from Cabrillo College, who is either a student or an
employee of the same.

• At least one member who is a rider of Paratransit.
Due to relocations, MAC received two resignations, one on April 29, 2019 and 
another on May 14, 2019.  On May 17, 2019, the Board of Directors approved 
opening a 30-day nomination period to solicit and accept Board nominees and 
citizen applications for these two seats. 
The MAC Ad Hoc Committee met on August 9, 2019 to review the applications.  
After considerable review of the candidates, the MAC Ad Hoc Committee would 
like the METRO Board of Directors to consider the nomination of James Von 
Hendy (application attached) to serve as a committee member on MAC.  If 
approved by the Board of Directors, the term for James Von Hendy would 
commence immediately and conclude on December 31, 2021.  
The other vacant seat’s term expires on December 31, 2019 and the MAC Ad 
Hoc Committee would like to extend the nomination period and expand the 
search to find a suitable match from Cabrillo College. 
MAC has an additional seat expiring on December 31, 2019 and staff requests 
the Board of Directors to include in the above extension another 30-day 
nomination period to solicit and accept Board nominees and citizen applications 
to fill this seat. 

IV. FINANCIAL CONSIDERATIONS/IMPACT
None.

V. ALTERNATIVES CONSIDERED 
None. 

VI. ATTACHMENTS
Attachment A: MAC Application of James Von Hendy 

Attachment B: MAC Bylaws – Adopted January 26, 2018 

Prepared by: Donna Bauer, Administrative Assistant 
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VII. APPROVALS: 

Alex Clifford, CEO/General Manager 

MAC Appointments (2) 
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James Von Hendy:  

. 

Ben Lomond, CA 95005 

Day Phone: 

What interests and experience do you have that would make you an effective MAC 

member?: As a user of public transportation (SC Metro, VTA light rail, Caltrain, and as an 

environmentalist and advocate for public transit I believe I bring a commitment to the success of 

public transit as a viable option for SC county-wide. 

Please outline your availability in terms of meeting times/dates and total time per month 

you can devote to MAC activities: I read the bylaws and see no problem attending meetings as 

scheduled. Without more knowledge of non-chair requirements I would expect to spend 4-8 

hrs/mo. 

Are you aware of any conflicts of interest that would prevent you from serving on MAC if 

appointed?: None 

Do you ride Santa Cruz METRO fixed route or Paracruz Service: Santa Cruz METRO fixed 

route 

How often do you use Santa Cruz METRO Fixed Route or METRO ParaCruz Service?: 
Daily 

What are your particular transit interests?: Environmental Building ridership Coordinating 

with other transit agencies (VTA, CalTrain, Amtrak) to ensure syncing up of schedules to 

encourage greater user participation on the highway 17 commuter buses. 

What do you think are the biggest challenges for Santa Cruz METRO?: Maximizing service 

and availability while balancing operating costs. 

What do you believe that you can contribute to Santa Cruz METRO & MAC if 

appointed?: Open-mindedness, fairness, problem resoluation, advocacy for the services SC 

Metro provides. 
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BYLAWS 
Metro Advisory Committee 

ADOPTED JANUARY 26, 2018
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BYLAWS FOR THE SANTA CRUZ METRO 
ADVISORY COMMITTEE 

Article I 
GENERAL PROVISIONS 

§1.1 Purpose - Bylaws

These Bylaws shall govern the proceedings of the METRO Advisory 
Committee (MAC), an advisory committee established by the Board of 
Directors of the Santa Cruz Metropolitan Transit District (METRO).  

§1.1.1 Purpose – METRO Advisory Committee (MAC)

The MAC members serve at the pleasure of the Santa Cruz Metropolitan 
Transit District Board of Directors.  The purpose of the MAC is to provide a 
citizen forum (advisory committee) in which the METRO Board and 
CEO/General Manager can delegate topics for discussion and in which 
recommendations can be formulated and communicated to the METRO 
Board of Directors.  MAC members should be current frequent riders of 
the fixed-route, paratransit or commuter services provided by Santa Cruz 
METRO and should approach their review of topics from a regional thinker 
perspective in their review of matters referred by the METRO Board of 
Directors or the CEO/General Manager. 

§1.2 Construction of Bylaws

As used in these Bylaws, “MAC” means the METRO Advisory Committee.  
These Bylaws shall govern the MAC’s proceedings to the extent they are 
not inconsistent with METRO Administrative Code or Regulations or 
California or Federal law. These Bylaws or amendments become effective 
upon approval by the METRO Board of Directors. 

§1.2.1 Orderly Administration of MAC Meetings

The MAC shall follow Robert’s Rules of Order or Sturgis, the Standard 
Code of Parliamentary Procedure, as may be adopted by the current Chair 
of MAC. 

§1.3 Definitions: As used in these Bylaws:

a. “Chair” means the Chair of the MAC Committee.
b. “Vice chair” means the Vice Chair of the MAC Committee.

MAC Bylaws Page 2 of 11 Approved 01/26/2018 
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c. “Staff” means staff members that are assigned to support the MAC
Committee by the METRO CEO/General Manager.

Article II 
DUTIES AND AUTHORITY 

§2.1 Duties

It shall be the duty of the MAC to provide recommendations to the Board 
of Directors on matters referred to the MAC by the Board or CEO/General 
Manager, and to perform such additional duties as assigned by the Board.  
The MAC may also address issues which members or the public raise with 
respect to the quantity and quality of services provided by METRO. 

§2.2 Limitations on Authority

The sole jurisdiction and authority of the MAC is to serve in an advisory 
capacity to the Board of Directors.  MAC shall not have any authority to 
take actions that bind METRO or the Board of Directors. With the approval 
of the CEO/General Manager, and subject to budget considerations, the 
MAC may design informational signs to be placed on the inside of buses 
and it may design and distribute an informational brochure to increase the 
public’s knowledge of the operation and existence of the MAC.  MAC 
members are not allowed to give direction to the administrative support 
personnel or any other METRO employee. 

a. Reports to the Santa Cruz METRO Board of Directors.

Communications by the MAC to the Board of Directors shall be through 
the CEO/General Manager.  All such communications shall be provided to 
the Board of Directors and placed on the next available Board agenda as 
a consent item under the heading of “communications to the Board from 
the MAC.”  

At the request of the MAC Chair or Vice Chair, and upon concurrence of a 
majority of the MAC members, matters which the MAC intends to discuss 
with the Board of Directors may be placed on the Board of Director’s 
agenda by the CEO/General Manager.  MAC shall comply with all 
requirements for the inclusion of such items on the Board’s agenda as are 
deemed appropriate by the CEO/General Manager. 

The MAC Chair or Vice Chair shall provide the Board of Directors an oral 
report on MAC activities twice a year, once in June and once in 
December. 
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Article III 
MEMBERSHIP 

§3.1 Membership

a. Appointment to the MAC.

The MAC shall be composed of no greater than 7 members appointed
by the Board of Directors. All MAC members shall serve for a term of 4
years and will serve at the pleasure of the Board of Directors.
Members wishing to resign from an appointment may submit such
resignation to the CEO/General Manager.

The METRO Board of Directors shall nominate individuals to be
considered for appointment as members of the MAC. Additionally,
Santa Cruz County residents who have submitted an application
directly to METRO shall be considered.  Annually, the METRO Board
Chair shall appoint an Ad Hoc Committee composed of four members
of the Board and who shall meet as needed to review the list of Board
nominees and other citizen applications and make appointment
recommendations to the full Board.  Appointments to the METRO
Advisory Committee shall be made by the METRO Board of Directors.

b. Composition of Membership on MAC.

All members shall be residents of the County of Santa Cruz. When
making its appointments, the Board shall strive to balance the
membership to reflect the ethnic, gender, and geographic diversity of
the County.

To the extent it is practical, representation on MAC will be regular
riders of the system and will include representatives of the following
consumer groups:

i. At least one member from the Disability community.
ii. At least one member from University of California, Santa Cruz, who

is either a student or employee of the same.
iii. At least one member who is a commuter using the Highway 17

service.
iv. At least one member of the Disadvantaged Business Community.
v. At least one member from Cabrillo College, who is either a student

or an employee of the same.
vi. At least one member who is a rider of Paratransit.
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No member of the Board of Directors or elected public official shall be 
appointed to the Committee.  

No employee of METRO or any agency that provides funding to, or 
contracts with, METRO shall be appointed to the Committee. However, 
individuals who are employed by the University of California, Santa 
Cruz in departments other than the Transportation and Parking 
Services (TAPS), or in the offices that directly supervise TAPS, shall 
be exempt from the financial/contracting prohibition for MAC members 
outlined in this section. 

§3.2 Members’ Terms

a. The term of membership of each MAC member shall be four years,
commencing with the date of appointment by the METRO Board of
Directors and terminating on December 31st of the year in which the
seat expires. Members may be considered by the Board Ad Hoc
Committee for reappointment for additional terms, as approved by the
METRO Board of Directors.

b. Effective January 2018, seat term limits shall follow the following term
schedule in order to ensure quorum in future election years as follows:

Seat 1:  December 31, 2021
Seat 2:  December 31, 2021
Seat 3:  December 31, 2021
Seat 4:  December 31, 2019
Seat 5:  December 31, 2020
Seat 6:  December 31, 2020
Seat 7:  December 31, 2019

Thereafter, each seat’s term will be four years from appointment or re-
appointment.

c. If a seat is vacated prior to the end of its designated term, the newly
appointed MAC member shall fill the seat vacated through its
designated termination date.

§3.3 Attendance at MAC meetings.

If a member accumulates no less than two consecutive absences from 
MAC Meetings, without a reasonable excuse, in any rolling twelve-month 
period, the position shall automatically be declared vacant. In the event of 
a known absence to an upcoming MAC Meeting, it is expected of the MAC 
Member(s) that they will contact the Santa Cruz Metropolitan Transit 
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District Front Office Administration Staff by telephone as soon as the 
absence is known, but no later than 12:00PM (noon) on the day of the 
meeting, and that failure to make said contact will constitute an unexcused 
absence unless circumstances restrict such contact. The Board of 
Directors shall then be notified of the vacancy so the Ad Hoc Committee 
can then meet and recommend to the METRO Board a successor to be 
appointed to fill the remainder of the vacated MAC member’s term. 

§3.4 Compensation of MAC members

No individual member of the MAC shall be entitled to compensation from 
METRO, with the exception that Members of the Committee shall receive 
one (1) system-wide day passes for each meeting that they attend. Any 
request for reimbursement for travel or other expenses shall not be 
considered unless approved in advance by the CEO/General Manager. 

§3.5 Vacancies

When a vacancy is created or a MAC member’s term expires, the METRO 
Board shall be solicited for nominations.  The METRO Board nomination 
period shall be open for thirty (30) days following the notification to 
METRO Board Members of the vacancy(s).  The METRO Board shall be 
notified of the open nomination period via email correspondence.  
Following the conclusion of the thirty-day nomination period, the Ad Hoc 
Committee shall convene and review current MAC applications on file and 
current Board Member nominations.  The Ad Hoc Committee shall then 
make new appointee recommendation(s) to the full METRO Board for 
consideration and approval to fill the expired seat, or the remainder of the 
vacated MAC member’s term.  

Article IV 
OFFICERS 

§4.1 Chair and Vice Chair

The MAC shall elect from its membership a Chair and a Vice Chair at the 
end of the agenda for the last meeting of the calendar year, to serve for a 
one-year term.  In election years when MAC members’ terms expire, the 
Chair and Vice Chair shall be elected at the first meeting after METRO 
Board appointments and/or reappointments of MAC members have been 
made, establishing a quorum. 

The Chair shall preside at all meetings of the MAC and represent the MAC 
before the METRO Board of Directors.  The Vice Chair shall perform the 
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duties of the Chair when the Chair is absent.  In the event of a vacancy in 
the Chair’s position, the Vice Chair shall succeed as Chair for the balance 
of the Chair’s term and the MAC shall elect a successor to fill the vacancy 
in the Vice Chair’s position.  In the event of a vacancy in the Vice Chair’s 
position, the MAC shall elect a successor from its membership to fill the 
Vice Chair’s position for the remainder of the Vice Chair’s term.  If the 
Chair vacates the position prior to the end of his/her one-year 
appointment, the Vice Chair will be allowed to complete the vacated 
Chair’s term and one full year following the end of the vacated Chair’s 
term. 

The Chair may be elected for up to two consecutive terms, and again 
multiple times during their appointment term(s) provided there is a 
minimum of a one-year break after having served two consecutive terms. 

§4.2 Staff Support

The CEO/General Manager of METRO shall determine the proper staff 
support for MAC meetings, if any, and furnish administrative personnel to 
prepare and distribute the MAC’s agendas, notices, minutes, 
correspondence and other materials. The METRO administrative 
personnel assigned to support the MAC shall maintain a record of all 
proceedings of the MAC as required by law and shall perform other 
support duties to the committee as assigned by the CEO/General 
Manager. The minutes of each meeting, when approved by the MAC shall 
be made available on the Santa Cruz METRO website on the MAC page.  
The METRO Board of Directors are encouraged to review these minutes 
after each MAC meeting. 

Article V 
MEETINGS 

§5.1 Regular Meetings

Regular meetings of the MAC shall be held not more than once each 
calendar quarter (e.g.: March, June, September & December), on the third 
Wednesday of the month that is selected for the meeting.  Whenever a 
regular meeting falls on a holiday observed by METRO, the meeting shall 
be held on another day or canceled at the direction of the MAC.  A 
rescheduled regular meeting shall be designated a regular meeting.  With 
the approval of the CEO/General Manager, or at the direction of the 
METRO Board, the MAC may convene additional “Special” meetings 
during the calendar year to address time sensitive issues.  e.g.: service 
changes, fare increases, Fiscal Year Budget review.  All such “Special” 
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meetings shall be posted in compliance with Article V, Section 5.3 and 
Article 6, Section 6.4 below. 

At the MAC’s last meeting of the calendar year it shall establish a calendar 
of its regular meetings for the following year.  In election years when MAC 
members’ terms expire, it shall establish at the MAC’s last meeting of the 
calendar year the first meeting of the following year.  The remaining 
meetings for that calendar year shall be established once METRO Board 
appointments and/or reappointments have been made, establishing a 
quorum. MAC’s regular meeting schedule shall be posted on the METRO 
website once adopted by the MAC.   

§5.2  Calling and Noticing of Meetings

All meetings shall be called, noticed and conducted in accordance with the 
applicable provisions of the Ralph M. Brown Act (commencing with 
Section 54950 of the Government Code).  The CEO/General Manager and 
METRO Counsel shall be given notice of all meetings.   

§5.3  Quorum; Vote

The presence of a majority of the appointed (4) members shall constitute a 
quorum for the transaction of business. However, when there are 
vacancies on the MAC the quorum shall be reduced to a majority of the 
number of Members appointed to the MAC with the provision that a 
quorum shall never be less than three (3) Members. All official acts of the 
MAC shall require the affirmative vote of the majority of members present, 
providing that a quorum is maintained at all times.   

§5.4  Thirty Minute Rule

If a quorum has not been established within thirty minutes of the noticed 
starting time for the meeting, the Chair, or Vice Chair, shall declare the 
meeting cancelled. 

§5.5  Matters Not Listed On the Agenda Requiring Committee Action

All items requiring MAC discussion and/or action are required to be posted 
on the Agenda and in compliance with Article V, Section 5.3 and Article 6, 
Section 6.4.   

§5.6  Time Limits for Speakers

Each member of the public appearing at a MAC meeting shall be limited to 
three minutes in his or her presentation, unless the Chair, at his or her 
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discretion, permits further remarks to be made.  Any person addressing 
the MAC may submit written statements, petitions or other documents to 
complement his or her presentation. Public presentations that have been 
scheduled prior to the meeting with the MAC Chair shall not be subject to 
the time limits contained in this section. 

§5.7  Impertinence; Disturbance of Meeting

Any person making personal, impertinent or indecorous remarks while 
addressing the MAC may, as the Chair’s discretion, have their testimony 
immediately terminated and may, at the Chair’s discretion, be barred from 
further appearance before the MAC at that meeting, unless permission to 
continue is granted by an affirmative majority vote of the MAC.  The Chair 
may order any person removed from the MAC meeting who causes a 
disturbance or interferes with the conduct of the meeting, and the Chair 
may direct the meeting room cleared when deemed necessary to maintain 
order. 

§5.8  Access to Public Records Distributed at Meetings

Writings which are public records and which are distributed during a MAC 
meeting shall be made available for public inspection at the meeting if 
prepared by the METRO staff or a member of the MAC, or after the 
meeting if prepared by some other person.  In all instances, every effort 
shall be made to provide all writings in an accessible format.  Anyone 
having difficulties accessing specific documents should contact the 
METRO Administrative Office for assistance. 

Except as provided above, all public records requests for MAC records 
shall be made to Santa Cruz METRO pursuant to Santa Cruz METRO’s 
policies and procedures for the same. 

Article VI 
AGENDAS AND MEETING NOTICES 

§6.1 Agenda Format

The agenda shall specify the location, starting time and anticipated ending 
time of each meeting.  Each matter to be considered by MAC shall contain 
a brief general description of each item of business to be transacted or 
discussed at the meeting.  The description shall be reasonably calculated 
to adequately inform the public of the subject matter of each agenda item. 
The agenda may include recommendations for MAC action as 
appropriate.   
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§6.2 Public Communications

Each agenda for a regular meeting shall provide an opportunity for 
members of the public to address the MAC on matters of interest to the 
public either before or during the MAC’s consideration of the item, if it is 
listed on the agenda, or, if it is not listed on the agenda but is within the 
jurisdiction of the MAC, under the agenda item heading “Oral/Written 
Communications”. The MAC shall not act upon an item that is not listed on 
the agenda.  Each notice for a special meeting shall provide an 
opportunity for members of the public to directly address the MAC 
concerning any item that has been described in the notice for the meeting 
before or during consideration of that item. 

§6.3 Agenda Preparation

The METRO administrative personnel assigned to the MAC shall prepare 
the agenda for each meeting.  One week prior to the posting date of the 
MAC Agenda, the MAC Chair will work with the assigned METRO 
administrative personnel to create a draft MAC Agenda.  Prior to finalizing 
the MAC Agenda, the MAC Chair, or Vice Chair, shall meet with the 
CEO/General Manager, either in person or by phone, to discuss the draft 
Agenda and to determine whether or not certain items should be included 
in the MAC Agenda.  Since the CEO/General Manager is responsible for 
oversight of METRO personnel and budget, the CEO/General Manager 
will have the final approval on the contents of the MAC Agenda, as it 
relates to all items requiring METRO staff support and compliance with the 
MAC Bylaws.  

§6.4 Agenda Posting and Delivery

The written agenda for each regular meeting and each meeting continued 
for more than five calendar days shall be posted by the METRO Staff at 
least 72 hours before the meeting is scheduled to begin.  The written 
agenda for every special meeting shall be posted by the METRO Staff at 
least 24 hours before the special meeting is scheduled to begin.  The 
agenda shall be posted in a location that is freely accessible to members 
of the public.  The MAC agenda will also be posted to the METRO website 
(www.scmtd.com) under the Agency Information tab.   

The agenda together with supporting documents shall be transmitted to 
each MAC member, the CEO/General Manager and the METRO Counsel 
at least three days before each regular meeting and at least 24 hours 
before each special meeting. 
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Article VII 
MISCELLANEOUS 

§7.1 Adoption and Amendment of Bylaws

These Bylaws shall be effective upon approval by the METRO Board of 
Directors and may be revised and amended only by the METRO Board of 
Directors.  The MAC shall have no authority to amend these Bylaws 
without approval by the Board of Directors 

§7.2 MAC Process

The intent of the MAC is to provide consensus based advice and 
recommendations regarding all matters that have been referred to it by the 
METRO Board of Directors.  However, when such consensus cannot be 
reached, the Chair of MAC shall present a report that includes the majority 
consequences and provides a summary of the comments made by those 
who have not voted with the majority.  If no majority consensus is reached, 
then the report shall so state the same. 

Approved by Board of Directors:  September 26, 2003 
Revised for 10/24/03 
Revised for 12/19/03 
Amended/Adopted 12/19/03 
Amended/ Adopted 7/23/04 
Amended/Adopted 6/23/06 
Amended/Adopted 4/27/07 
Amended/Adopted 5/25/07 
Amended/Adopted 12/16/11 
Revised 01/22/16 – Effective 01/01/16 
Amended/Adopted 1/26/18 
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DATE: August 23, 2019 

TO: Board of Directors 

FROM: Erron Alvey, Purchasing & Special Projects Director 

SUBJECT: CONSIDERATION OF RATIFICATION OF CONTRACT WITH CENTRAL 
ELECTRIC COMPANY FOR CONSTRUCTION TO INSTALL ELECTRIC 
VEHICLE CHARGING INFRASTRUCTURE NOT TO EXCEED $646,496 

I. RECOMMENDED ACTION 

That the Board of Directors ratify the execution of a contract with Central 
Electric Company for Construction to Install Electric Vehicle Charging 
Infrastructure in an amount not to exceed $553,349, and approve a 
contingency in the amount of $93,147 

II. SUMMARY

• The Santa Cruz Metropolitan Transit District (METRO) is moving in the
direction of an all-electric fleet by the year 2040.

• METRO’s goal is in line with the requirements of the California Air Resources
Board (CARB) Innovative Clean Transit (ICT) Regulation adopted in
December 2018.

• METRO’s first four Proterra Zero Emission Buses (ZEBs) are scheduled to
arrive on site in February 2020.

• The adoption of the new CARB Regulation and the imminent arrival of the
four ZEBs means that METRO is in need of ZEB charging infrastructure to
support the operation of the new buses in 2020.

• A competitive procurement for Construction to Install Electric Vehicle
Charging Infrastructure was conducted to solicit bids from qualified firms.
One firm submitted a bid for METRO’s review.

• Staff reviewed the submitted bid and recommended a contract award to
Central Electric Company.

• Due to long manufacturing lead times required for the main switchboard and
the METRO Board not holding meetings in July, the CEO determined it was in
METRO’s best interest to execute the contract as soon as possible in order to
meet the project deadline.

• Staff is recommending that the Board now ratify the execution of the contract
with Central Electric Company.

Santa Cruz Metropolitan 
Transit District 
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III. DISCUSSION/BACKGROUND

The METRO Board adopted a resolution in 2017 to set a goal for achieving a 
fully zero-emission fleet by 2040.  CARB’s ICT Regulation, adopted in 2018, also 
requires a full transition to zero-emission technologies by 2040.  Through state-
awarded funding, METRO procured its first four ZEBs from Proterra, and they are 
scheduled to arrive on site in February 2020.  METRO needs charging infrastructure 
in place in the bus yard of the Judy K. Souza Operations Facility by the end of 
the year in order to operate these four buses. 

On June 5, 2019, METRO legally advertised and distributed Invitation for Bids 
(IFB) No. 19-21 for Construction to Install Electric Vehicle Charging Infrastructure 
to 10 firms and builders’ exchanges, posted notice on its website, and sent email 
notices to all GovDelivery subscribers.  On July 9, 2019, a single bid was 
received and opened from Central Electric Company.  Staff and METRO’s 
electrical engineer consultant reviewed the bid submitted, and determined that 
Central Electric Company was a responsible bidder whose bid was responsive to 
all the requirements of the IFB.  Established in 1912 in Watsonville, Central 
Electric Company is a local, family run business owned and operated by the 4th 
generation of its founders.   

Staff recommended a contract award to Central Electric Company in an amount 
not to exceed $553,349.  Due to the long manufacturing lead times required 
when ordering the main switchboard, the METRO Board not holding meetings in 
July, and a required project completion date of December 20, 2019,  METRO’s 
CEO determined it was in METRO’s best interest to execute the contract as soon 
as possible.  Staff is recommending that the Board of Directors now ratify the 
execution of this contract.   

Staff is also requesting approval for a contingency in the amount of $93,147, and 
approval authority for the CEO to execute any necessary change orders up to 
this contingency amount.  Contractor will provide all equipment and materials 
meeting all METRO’s specifications and requirements of the contract.  Erron 
Alvey, Purchasing & Special Projects Director, will serve as the Contract 
Administrator and will ensure contract compliance. 

IV. FINANCIAL CONSIDERATIONS/IMPACT

The value of the contract is $553,349.  The addition of a $93,147 contingency for 
any necessary change orders brings the total to $646,496.  Funds to support this 
contract, including the contingency amount, are included in the FY20 Capital 
Budget through the FY19 Low Carbon Transit Operator Program (LCTOP). 
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V. ALTERNATIVES CONSIDERED 

• None.

VI. ATTACHMENTS

Attachment A: Contract with Central Electric Company 

Note:  A full copy of the Contract is available on request. 

Prepared by: Joan Jeffries, Administrative Specialist 
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VII. APPROVALS: 

Erron Alvey, Purchasing & Special 
Projects Director 

Approved as to fiscal impact: 
Angela Aitken, Chief Financial Officer 

Alex Clifford, CEO/General Manager 

Ratification of Contract for EV Charging Infrastructure 
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2.1 Documents Incorporated in This Contract  
 
The documents below are attached to this Contract and by reference made a part hereof.  This 
is an integrated Contract.  This writing constitutes the final expression of the parties’ Contract, 
and it is a complete and exclusive statement of the provisions of that Contract, except for 
written amendments, if any, made after the date of this Contract.  

 
a)  Exhibit A 
 
Santa Cruz Metropolitan Transit District’s “Invitation for Bids No. 19-21” dated June 5, 
2019, including Addendum number 1.  
 
b)  Exhibit B (Bid Form)  
 
Contractor’s submitted bid to Santa Cruz METRO for Construction to Install Electric 
Vehicle Charging Infrastructure as signed by Contractor. 

 
2.2 Conflicts  

 
Where in conflict, the provisions of this writing supersede those of the above-referenced 
documents, Exhibits A and B.  Where in conflict, the provisions of Exhibit A supersede 
Exhibit B.  

 
2.3  Recitals 

 
The Recitals set forth in Article 1 are part of this Contract.  

 

3. TIME OF PERFORMANCE 
 

3.1  General 
 
The work under this Contract shall be completed no later than December 20, 2019.  

 
3.2 Term 

 
The term of this Contract shall commence upon the execution of the Contract by Santa Cruz 
METRO.  Issuance of a Notice to Proceed shall remain in force until Final Acceptance as 
provided. 

 
3.3 Acceptance of Terms 

 
Execution of this document shall be deemed as acceptance of all of the terms and conditions as 
set forth herein and those contained in the Instructions to Bidders, the General Conditions, the 
Special Conditions, the Specifications for Work and all attachments and addenda, which are 
incorporated herein by reference as integral parts of this Contract. 

 

4. SCOPE OF WORK 
 

4.1 Contractor shall furnish Santa Cruz METRO all supervision, labor, equipment, supplies, 
material, freight, transportation, tools and other work and services as specified in and in full 
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accordance with the Invitation for Bids (IFB) No. 19-21 dated June 5, 2019 for Construction 
to Install Electric Vehicle Charging Infrastructure.  The Contractor shall provide a complete 
project in conformance with the intent shown on the drawings and specified herein and as 
provided for and set forth in the IFB. 

 
4.2 Contractor and Santa Cruz METRO agree to comply with and fulfill all obligations, promises, 

covenants and conditions imposed upon each of them in the Contract Documents.  All of said 
work done under this Contract shall be performed to the satisfaction of Santa Cruz METRO or 
its representative, who shall have the right to reject any and all materials and supplies 
furnished by Contractor which do not strictly comply with the requirements contained herein, 
together with the right to require Contractor to replace any and all work furnished by 
Contractor which shall not either in workmanship or material be in strict accordance with the 
Contract Documents. 

 

5. COMPENSATION 
 

5.1 Terms of Payment 
 
Santa Cruz METRO agrees to pay Contractor an amount not to exceed Five Hundred Fifty-
Three Thousand, Three Hundred Forty-Nine Dollars ($553,349) as identified in the Bid Form, 
Exhibit B, for satisfactory completion of all work, including all costs for labor, materials, 
tools, equipment, services, freight, insurance, overhead, profit and all other costs incidental to 
the performance of the services specified under this Contract.  A schedule of values shall be 
submitted to Santa Cruz METRO on which all progress payments shall be based.  Payments 
for completed work will be made within thirty (30) days of receipt of progress payment 
request.  Contractor understands and agrees that if it exceeds the $553,349 maximum amount 
payable under this Contract, it does so at its own risk.  
 

5.2 Release of Claims 
 
Payment by Santa Cruz METRO of undisputed contract amounts is contingent upon 
Contractor furnishing Santa Cruz METRO with a Release of All Claims against Santa Cruz 
METRO arising by virtue of the part of the Contract related to those amounts. 

 
5.3 Retention of progress payments 

 
Santa Cruz METRO will retain five (5%) percent of the contract price from each progress 
payment made pursuant to the Contract through the completion of the Contract.  The retention 
shall be released, with the exception of 150 percent (150%) of any disputed amount, within 60 
days after the date of completion of the work.  Pursuant to Section 22300 of the Public 
Contract Code, Contractor may substitute a deposit of securities in lieu of Santa Cruz METRO 
withholding any monies to ensure Contractor’s performance under the Contract, or 
alternatively, request that Santa Cruz METRO make payment of retentions earned directly to 
an escrow agent at the expense of Contractor.  The provisions of Public Contract Code Section 
22300 are incorporated herein by reference as though set forth in full, and shall govern the 
substitution of securities and/or escrow account.  If a Stop Notice is filed, Santa Cruz METRO 
will retain 125% of the amount set forth in the Stop Notice from the next progress payment 
made to Contractor. 
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5.4 Change in Contract Price 
 

5.4.1 General 
 

A. The Contract price constitutes the total compensation payable to Contractor for 
performing the work.  All duties, responsibilities, and obligations assigned to or 
undertaken by Contractor to perform the work shall be at Contractor’s expense 
without change in the Contract price. 

 
B. The Contract price may only be changed by a change order.  Any request for an 

increase in the Contract price shall be based on written notice delivered by the 
Contractor to the Contract Administrator promptly, but in no event later than 10 
days after the date of the occurrence of the event giving rise to the request, and 
shall state the general nature of the request.  Notice of the amount of the request 
with supporting data shall be delivered within 45 days after the date of the 
occurrence, unless the Contract Administrator allows an additional period of time 
to ascertain more accurate data in support of the request, and shall be 
accompanied by the Contractor’s written statement that the amount requested 
covers all amounts (direct, indirect, and consequential) to which the Contractor is 
entitled as a result of the occurrence of the event.  No request for an adjustment in 
the Contract price will be valid if not submitted in accordance with this Article. 

 
C. The value of any work covered by a change order or of any request for an increase 

or decrease in the Contract price shall be determined in one of the following ways: 
 

1. Where the work involved is covered by unit prices contained in the Contract 
documents, by application of unit prices to the quantities of the items involved; 
or 

 
2. By mutual acceptance of a lump sum, which may include an allowance for 

overhead and profit not necessarily in accordance with Article 5.4.4; or 
 

3. On the basis of the cost of work (determined as provided in Articles 5.4.2 and 
5.4.3) plus a Contractor’s fee for overhead and profit (determined as provided 
in Article 5.4.4). 

 
5.4.2 Cost of Work (Based on Time and Materials) 

 
A. General:  The term “cost of work” means the sum of all costs necessarily incurred 

and paid by Contractor for labor, materials, and equipment in the proper 
performance of work.  Except as otherwise may be agreed to in writing by Santa 
Cruz METRO, such costs shall be in amounts no higher than those prevailing in 
the locality of the project.  

 
B. Labor:  The cost of labor used in performing work by Contractor, a subcontractor, 

or other forces, will be the sum of the following: 
 

1. The actual wages paid plus any employer payments to or on behalf of workers 
for fringe benefits, including health and welfare, pension, vacation, and similar 
purposes.  The cost of labor may include the wages paid to foremen when it is 
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determined by the Contract Administrator that the services of foremen do not 
constitute a part of the overhead allowance.  

 
2. There will be added to the actual wages, as defined above, a percentage set 

forth in the latest “Labor Surcharge and Equipment Rental Rates” in use by the 
California State Department of Transportation which is in effect on the date 
upon which the work is accomplished.  This percentage shall constitute full 
compensation for all payments imposed by State and Federal laws including, 
but not limited to, workers’ compensation insurance and Social Security 
payments. 

 
3. The amount paid for subsistence and travel required by collective bargaining 

agreements. 
 

4. For equipment operators, payment for the actual cost of labor and subsistence 
or travel allowance will be made at the rates paid by Contractor to other 
workers operating similar equipment already on the work, or in the absence of 
such labor, established by collective bargaining agreements for the type of 
workers and location of the extra work, whether or not the operator is actually 
covered by such an agreement.  A labor surcharge will be added to the cost of 
labor described herein in accordance with the provisions of subsection 2 of 
Article 5.4.2 B herein, which surcharge shall constitute full compensation for 
payments imposed by State and Federal laws, and all other payments made to 
on behalf of workers other than actual wages. 

 
C. Materials:  The cost of materials used in performing work will be the cost to the 

purchaser, whether Contractor or subcontractor, from the supplier thereof, except 
as the following are applicable: 

 
1. Trade discounts available to the purchaser shall be credited to Santa Cruz 

METRO notwithstanding the fact that such discounts may not have been taken 
by Contractor.  

 
2. For materials secured by other than a direct purchase and direct billing to the 

purchaser, the cost shall be deemed to be the price paid to the actual supplier 
as determined by the Contract Administrator.  Markup, except for actual costs 
incurred in the handling of such materials, will not be allowed.  

 
3. Payment for materials from sources owned wholly or in part by the purchaser 

shall not exceed the price paid by the purchaser for similar materials from said 
sources on extra work items or the current wholesale price for such materials 
delivered to the work site, whichever price is lower.  

 
4. If, in the opinion of the Contract Administrator, the cost of material is 

excessive, or the Contractor does not furnish satisfactory evidence of the cost 
of such material, then the cost shall be deemed to be the lowest current 
wholesale price for the quantity concerned delivered to the work site, less trade 
discount.  Santa Cruz METRO reserves the right to furnish materials for the 
extra work and no claim shall be made by the Contractor for costs and profit 
on such materials. 
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D. Equipment:  The Contractor will be paid for the use of equipment at the rental rate 
listed for such equipment specified in the current edition of the Department of 
Transportation publication entitled “Labor Surcharge and Equipment Rental 
Rates” which is in effect on the date upon which the work is accomplished.  Such 
rental rates will be used to compute payments for equipment whether the 
equipment is under the Contractor’s control through direct ownership, leasing, 
renting, or another method of acquisition.  The rental rate to be applied for use of 
each item of equipment shall be the rate resulting in the least total cost to Santa 
Cruz METRO for the total period of use.  If it is deemed necessary by the 
Contractor to use equipment not listed in the foregoing publication, the Contract 
Administrator will establish an equitable rental rate for the equipment.  The 
Contractor may furnish cost data that might assist the Contract Administrator in 
the establishment of the rental rate. 

 
1. The rental rates paid, as above provided, shall include the cost of fuel, oil, 

lubrication supplies, small tools, necessary attachments, repairs and 
maintenance of all kinds, depreciation, storage, insurance, and all incidentals.  
Operators of equipment will be separately paid for as provided in subsection 4 
of Article 5.4.2 B.  

 
2. All equipment shall be in good working condition and suitable for the purpose 

for which the equipment is to be used.  
 

3. Before construction equipment is used on the extra work, Contractor shall 
plainly stencil or stamp an identifying number thereon at a conspicuous 
location, and shall furnish to the Contract Administrator, in duplicate, a 
description of the equipment and its identifying number.  

 
4. Unless otherwise specified, manufacturer’s ratings and manufacturer-approved 

modifications shall be used to classify equipment for the determination of 
applicable rental rates.  Equipment which has no direct power unit shall be 
powered by a unit of at least the minimum rating recommended by the 
manufacturer.  

 
5. Individual pieces of equipment or tools having a replacement value of $500 or 

less, whether or not consumed by use, shall be considered to be small tools and 
no payment will be made therefore. 

 
E. Owner-Operated Equipment:  When owner-operated equipment is used to perform 

work and is to be paid for as extra work, Contractor will be paid for the equipment 
and operator as follows:  

 
Payment for the equipment will be made in accordance with the provisions in 
Article 5.4.2 D, “Equipment.” 

 
Payment for the cost of labor and subsistence or travel allowance will be made at 
the rates paid by Contractor to other workers operating similar equipment already 
on the project, or, in the absence of such other workers, at the rates for such labor 
established by collective bargaining agreement for type of worker and location of 
the work, whether or not the owner-operator is actually covered by such an 
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agreement.  A labor surcharge will be added to the cost of labor described herein, 
in accordance with the provisions in subsection 2 of Article 5.4.2 B, “Labor.” 

 
To the direct cost of equipment rental and labor, computed as provided herein, 
will be added the markup for equipment rental and labor as provided in Article 
5.4.4, “Contractor’s Fee.” 

 
F. Equipment Time:  The rental time to be paid for equipment on the work shall be 

the time the equipment is in productive operation on the work being performed 
and shall include the time required to move the equipment to the new location and 
return it to the original location or to another location requiring no more time than 
that required to return it to its original location; except that moving time will not 
be paid if the equipment is used on other than the extra work.  Loading and 
transporting costs will be allowed, in lieu of moving time, when the equipment is 
moved by means other than its own power.  No payment will be made for loading 
and transporting costs when the equipment is used at the site of the extra work on 
other than the extra work.  The following shall be used in computing the rental 
time of equipment on the work: 

 
1. When hourly rates are listed, any part of an hour less than 30 minutes of 

operation shall be considered to be ½-hour of operation, and any part of an 
hour in excess of 30 minutes will be considered 1-hour of operation. 

 
2. When daily rates are listed, operation for any part of a day less than 4 hours 

shall be considered to be ½-day of operation. 
 

3. Rental time will not be allowed while equipment is inoperative due to 
breakdowns or Contractor-caused delays. 

 
G. Cost of Work Documentation:  The Contractor shall furnish the Contract 

Administrator Daily Extra Work Reports on a daily basis covering the direct costs 
of labor and materials and charges for equipment whether furnished by 
Contractor, subcontractor, or other forces.  Santa Cruz METRO will provide the 
Daily Extra Work Report forms to Contractor.  The Contractor or an authorized 
agent shall sign each Daily Extra Work Report.  The Daily Extra Work Report 
shall provide names and classifications of workers and hours worked; size, type, 
and identification number of equipment; and the hours operated.  Copies of 
certified payrolls and statement of fringe benefit shall substantiate labor charges.  
Valid copies of vendor’s invoices shall substantiate material charges. 

 
The Contract Administrator will make any necessary adjustments.  When these 
reports are agreed upon and signed by both parties, they shall become the basis of 
payment for the work performed, but shall not preclude subsequent adjustment 
based on a later audit. 

 
The Contractor shall inform the Contract Administrator when extra work will 
begin so that the Santa Cruz METRO inspector can concur with the Daily Extra 
Work Reports.  Failure to conform to these requirements may impact the 
Contractor’s ability to receive proper compensation. 
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5.4.3 Special Services 
 

Special services are defined as that work characterized by extraordinary complexity, 
sophistication, or innovations, or a combination of the foregoing attributes that are 
unique to the construction industry.  The following may be considered by the Contract 
Administrator in making estimates for payment for special services: 

 
A. When the Contract Administrator and the Contractor, by agreement, determine 

that a special service is required which cannot be performed by the forces of the 
Contractor or those of any of its subcontractors, the special service may be 
performed by an entity especially skilled in the work to be performed.  After 
validation of invoices and determination of market values by the Contract 
Administrator, invoices for special services based upon the current fair market 
value thereof may be accepted without complete itemization of labor, material, 
and equipment rental costs.  

 
B. When Contractor is required to perform work necessitating special fabrication or 

machining process in a fabrication or a machine shop facility away from the 
jobsite, the charges for that portion of the work performed at the offsite facility 
may, by agreement, be accepted as a special service and accordingly, the invoices 
for the work may be accepted without detailed itemization.  

 
C. All invoices for special services will be adjusted by deducting all trade discounts 

offered or available, whether the discounts were taken or not.  In lieu of the 
allowances for overhead and profit on labor, materials, and equipment specified in 
Article 5.4.4 herein, a single allowance of ten (10) percent will be added to 
invoices for special services. 

 
5.4.4 Contractor’s Fee 

 
A. Work ordered on the basis of time and materials will be paid for at the actual and 

necessary cost as determined by the Contract Administrator, plus allowances for 
overhead and profit, which allowances shall constitute the “Contractor’s Fee,” 
except as provided in subparagraph B of this Article.  For extra work involving a 
combination of increases and decreases in the work, the actual necessary cost will 
be the arithmetic sum of the additive and deductive costs.  The allowance for 
overhead and profit shall include compensation for superintendence, bond and 
insurance premiums, taxes, all field and home office expenses, and all other items 
of expense or cost not included in the cost of labor, materials, or equipment 
provided for under Articles 5.4.2 B, C, D, and E herein.  The allowance for 
overhead and profit will be made in accordance with the following schedule: 

 
Actual Necessary Cost Overhead and Profit Allowance 
 
Labor ............................................................................................ 33 percent 
Materials ....................................................................................... 15 percent 
Equipment .................................................................................... 15 percent 

 
B. Labor, materials, and equipment may be furnished by the Contractor or by the 

subcontractor on behalf of the Contractor.  When a subcontractor performs all or 
any part of the extra work, the allowance specified in subparagraph A of 
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Article 5.4.4 shall only be applied to the labor, materials, and equipment costs of 
the subcontractors, to which the Contractor may add 5 percent of the 
subcontractor’s total cost for the extra work.  Regardless of the number of 
hierarchal tiers of subcontractors, the 5 percent increase above the subcontractor’s 
total cost, which includes the allowances for overhead and profit specified herein, 
may be applied one time only for each separate work transaction. 

 
5.4.5 Compensation for Time Extensions 

 
Adjustments in compensation for time extension will be allowed only for causes in 
Article 5.5.1 B.1 through Article 5.5.1 B.3 computed in accordance with Article 5.4 
and the following.  No adjustments in compensation will be allowed when Santa Cruz 
METRO-caused delays to a controlling item of work and Contractor-caused delays to 
a controlling item of work occur concurrently or for causes in Article 5.5.1 B.4 
through Article 5.5.1 B.5. 

 
5.5 Change of Contract Time 

 
5.5.1 General 

 
A. The Contract time may only be changed by a change order.  Any request for an 

extension of the Contract time shall be based on written notice delivered by the 
Contractor to the Contract Administrator promptly, but in no event later than 10 
days after the date of the occurrence of the event giving rise to the request, and 
shall state the general nature of the request.  Notice of the extent of the request 
with supporting data shall be delivered within 45 days after the date of such 
occurrence, unless the Contract Administrator allows an additional period of time 
to ascertain more accurate data in support of the request, and shall be 
accompanied by the Contractor’s written statement that the adjustment requested 
is the entire adjustment to which the Contractor has reason to believe it is entitled 
as a result of the occurrence of said event.  No request for an adjustment in the 
Contract time will be valid if not submitted in accordance with the requirements 
of this Article. 

 
The Contract time will only be extended when a delay occurs which impacts a 
controlling item of work as shown on the work schedules required in the Special 
Provisions.  Time extensions will be allowed only if the cause is beyond the 
control and without the fault or negligence of the Contractor.  Time extensions 
will also be allowed when Santa Cruz METRO-caused delays to a controlling 
item of work and Contractor-caused delays to a controlling item of work occur 
concurrently.  The Contractor will be notified if the Contract Administrator 
determines that a time extension is not justified. 

 
B. The Contract time will be extended in an amount equal to time lost due to delays 

beyond the control of the Contractor if a request is made therefore as provided in 
this Article.  An extension of Contract time will only be granted for days on which 
the Contractor is prevented from proceeding with at least 75 percent of the normal 
labor and equipment force actually engaged on the said work, by said occurrences 
or conditions resulting immediately therefrom which impact a controlling item of 
work as determined by the Contract Administrator.  Such delays shall include: 
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1. Changes. 
 

2. Failure of Santa Cruz METRO to furnish access, right of way, completed 
facilities of related projects, drawings, materials, equipment, or services for 
which Santa Cruz METRO is responsible. 

 
3. Survey error by Santa Cruz METRO. 

 
4. Occurrences of a severe and unusual nature including, but not restricted to, 

acts of God, fires, other force majeure events, and excusable inclement 
weather.  A force majeure event includes an earthquake, flood, cloudburst, 
cyclone or other cataclysmic phenomena of nature beyond the power of the 
Contractor to foresee or to make preparation in defense against, but does not 
include ordinary inclement weather.  Excusable inclement weather is any 
weather condition, the duration of which varies in excess of the average 
conditions expected, which is unusual for the particular time and place where 
the work is to be performed, or which could not have been reasonably 
anticipated by the Contractor, as determined from U.S. Weather Bureau 
records for the preceding 3-year period or as provided for in the Special 
Provisions. 

 
5. Act of the public enemy, act of another governmental entity, public utility, 

epidemic, quarantine restriction, freight embargo, strike, or labor dispute.  A 
delay to a subcontractor or supplier due to the above circumstances will be 
taken into consideration for extensions to the time of completion. 

 
5.5.2 Extensions of Time for Delay Due to Excusable Inclement Weather 

 
A. The Contract time will be extended for as many days in excess of the average 

number of days of excusable inclement weather, as defined in Article 5.5.1 B.5, as 
the Contractor is specifically required under the Special Provisions to suspend 
construction operations, or as many days as the Contractor is prevented by 
excusable inclement weather, or conditions resulting immediately therefrom, from 
proceeding with at least 75 percent of the normal labor and equipment force 
engaged on critical items of work as shown on the schedule. 

 
B. Should the Contractor prepare to begin work at the regular starting time at the 

beginning of any regular work shift on any day on which excusable inclement 
weather, or the conditions resulting from the weather, prevents work from 
beginning at the usual starting time and the crew is dismissed as a result thereof, 
the Contractor will be entitled to a 1-day extension whether or not conditions 
change thereafter during said day and the major portion of the day could be 
considered to be suitable for such construction operations. 

 
C. The Contractor shall base the construction schedule upon the inclusion of the 

number of days of excusable inclement weather specified in the Article titled 
“Excusable Inclement Weather Delays,” of the Special Provisions.  No extension 
of the Contract time due to excusable inclement weather will be considered until 
after the said aggregate total number of days of excusable inclement weather has 
been reached; however, no reduction in Contract time would be made if said 
number of days of excusable inclement weather is not reached. 
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5.6 Changed Site Conditions 
 

If any work involves digging trenches or other excavations below the surface, Contractor shall 
promptly, and before the following conditions are disturbed, notify Santa Cruz METRO in 
writing of any: 

 
A. Material that Contractor believes may be a regulated material which is required to be 

removed to a Class I, Class II, or Class III disposal site in accordance with provisions 
of existing law. 

 
B. Subsurface or latent physical conditions at the site differing from those indicated in 

this Contract. 
 

C. Unknown physical conditions at the site of any unusual nature, different materially 
from those ordinarily encountered and generally recognized as inherent in work of 
the character provided for in the Contract. 

 
Santa Cruz METRO will promptly investigate the condition and if it finds that the conditions 
do materially so differ, or do involve regulated material, and cause a decrease or increase in 
the Contractor’s cost of, or the time required for, performance of any part of the work, Santa 
Cruz METRO will issue a change order under the procedures described in this Contract.  For 
regulated materials, Santa Cruz METRO reserves the right to use other forces for exploratory 
work to identify and determine the extent of such material and for removing regulated material 
from such areas. 

 
In the event that a dispute arises between Santa Cruz METRO and the Contractor on whether 
the conditions materially differ or on the Contractor’s cost of, or time required for, 
performance of any part of the work, the Contractor shall not be excused from any scheduled 
completion date provided for by this Contract but shall proceed with all work to be performed 
under the Contract.  The Contractor shall retain any and all rights provided either by this 
Contract or by law, which pertain to the resolution of disputes and protests between the 
contracting parties. 

 
5.7 Waivers and Releases 
 

Contractor is required to provide unconditional waivers and releases of stop notices in 
accordance with California Civil Code §3262(d)(2). Santa Cruz METRO agrees to pay 
Contractor within 30 days after receipt of an undisputed and properly submitted payment 
request from Contractor.  If Santa Cruz METRO fails to make such payments in a timely 
manner, Santa Cruz METRO shall pay interest to Contractor equivalent to the legal rate set 
forth in Subdivision (a) of Section 685.010 of the Code of Civil Procedure.  For purposes of 
this section, “progress payment” includes all payments due Contractor, except that portion of 
the final payment designated by the Contract as retention earnings.  Any payment request 
determined not to be a proper payment request suitable for payment shall be returned to 
Contractor as soon as practicable, but not later than seven days after receipt.  A request 
returned pursuant to this paragraph shall be accompanied by a written explanation of why the 
payment request is not proper.  The number of days available to Santa Cruz METRO to make 
a payment without incurring interest pursuant to this section shall be reduced by the number of 
days by which Santa Cruz METRO exceeds the seven-day return requirement set forth 
above.  A payment request shall be considered properly executed if funds are available for 
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payment of the payment request and payment is not delayed due to an audit inquiry by Santa 
Cruz METRO’s financial officer. 
 

6. NOTICES 
 

All notices under this Contract shall be in writing and shall be effective when received, if delivered 
by hand, or three (3) days after posting if sent by registered mail, return receipt requested, to a party 
hereto at the address hereinunder set forth, or to such other address as a party may designate by 
notice pursuant hereto.  

 
Santa Cruz METRO  
 
Santa Cruz Metropolitan Transit District 
110 Vernon Street 
Santa Cruz, CA  95060  
 
Attention: Alex Clifford, CEO/General Manager 
 
 
CONTRACTOR 
 
Central Electric Company 
430 Walker Street 
Watsonville, CA  95076 
 
Attention: Tony Kulich, President 
  (831) 251-7100 
  tony@centralelectriccompany.com 

 
 

7. ENTIRE AGREEMENT 
 

7.1 This Contract represents the entire agreement of the parties with respect to the subject matter 
hereof, and all such agreements entered into prior hereto are revoked and superseded by this 
Contract, and no representations, warranties, inducements or oral agreements have been made by 
any of the parties except as expressly set forth herein, or in other contemporaneous written 
agreements. 

 
7.2 This Contract may not be changed, modified or rescinded except in writing, signed by all 

parties hereto, and any attempt at oral modification of this Contract shall be void and of no 
effect. 

 

8. ACCEPTANCE OF ELECTRONIC SIGNATURES AND COUNTERPARTS  
 

The parties agree that this Contract, agreements ancillary to this Contract, and related documents to 
be entered into this Contract will be considered executed when the signature of a party is delivered 
by scanned image as an attachment to electronic mail.  Such scanned signature must be treated in all 
respects as having the same effect as an original signature.  Each party further agrees that this 
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Contract may be exect1ted in t-.vo or 1nore counterp~rts, all of\vhkh constiti1teone and the same 
instrument. · 

9. AUTHORITY 

Each party has fall power and authority to entf!rinto and perform this Contract and the _person 
signing this Contract on behalf of each ha5 been properly authorized and empowered to enter into. 
this Contract. E~h party further acknowledges tfoit it has ~ea<i: this Contract, understands it, and 
agrees to be boun4 by1t. 

Signed on __ '1_-_f _°L_-_{_°J_' ~~-------"---

Santa Cruz METRO-
SANTA CRUZ METR.OPOLl'f AN TRANSIT 
DISTRICT 

Alex Clifford, CEO/GeneraIManager 

Contractor -
DUFOUR INCORPORATED d/b/a 

. CENTRAL ELECTRJCCOMPANY 

Tony Kullch; Pres1derit 

Approved as to Form: 

Julie A. Sherman, General .Counsel 

13 

13A.13

Attachment A



- THIS PAGE INTENTIONALLY LEFT BLANK - 



DATE: August 23, 2019 

TO: Board of Directors 

FROM: Jayme Ackemann, Marketing, Communications and Customer 
Service Director  

SUBJECT: AUTHORIZE A PUBLIC HEARING ON A FIXED ROUTE FREE FARE 
PROGRAM FOR LEGALLY BLIND CUSTOMERS 

I. RECOMMENDED ACTION 

That the Board of Directors authorize a public hearing for the September 
27, 2019 board meeting on a proposal to add a free fare for legally blind  
fixed route customers  

II. SUMMARY

• This report provides information and background on the proposed  free fare
program to enhance use of fixed-route bus services for customers with
qualifying visual impairments.  While Santa Cruz Metropolitan Transit District
(METRO) provides meaningful access to its transit service to customers with
visual impairments, it does not want METRO's currently available technology
to purchase tickets to limit a customer with a qualifying visual impairment's
use of METRO.

• The accompanying resolution sets a public hearing date to take action on the
proposed change to METRO's fare policy, which is intended to better serve
customers with qualifying visual impairments.

III. DISCUSSION/BACKGROUND

METRO works closely with Santa Cruz County’s Americans with Disabilities Act
(ADA) Commission to ensure that its system can be used by all customers.

Over the span of several years, METRO has received reports from legally blind
customers that METRO's ticket vending machines (TVMs) present issues related
to the user's experience.  While there are other methods to pay for METRO fares,
TVMs are the only way to physically purchase tickets when customer service
representatives are off duty.  METRO has worked diligently and collaboratively
with the TVM vendor (GFI) and members of the legally blind community to
respond to these reported concerns.

Although some improvements have been reported, and despite METRO’s best
efforts, we continue to receive reported concerns regarding the use of the TVMs
for individuals with visual impairments.

Santa Cruz Metropolitan 
Transit District 
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Free Fare Program Public Hearing 

In the interest of best serving this community,  METRO is proposing a free fare 
program for customers who can provide medical certification that they are “legally 
blind.” The program would be discontinued once METRO has the funding to 
replace its existing TVMs or substitute other new technologies (e.g., mobile 
ticketing applications) in their place. 

Legal blindness is a designation used by government agencies when evaluating 
who is eligible for certain disability and other benefits. Customers meeting this 
designation will be able to apply for a special pass that indicates to the bus 
operator that they may ride for free.  These passes will be available to qualifying 
customers, whether they are local to the Santa Cruz and the Bay Area, or visitors 
from other areas.  No customer with a qualifying visual impairment is required to 
apply for the special pass to use METRO's transit service, as they may continue 
to purchase tickets from customer service representatives or use other available 
methods if they choose to pay for transit services on METRO. 

IV. FINANCIAL CONSIDERATIONS/IMPACT

Staff believes the potential financial impact is negligible based on the small
number of legally blind residents currently residing in Santa Cruz County.
According to the 2017 American Community Survey, which collects data on
Americans with disabilities, there are 6,171 individuals with a visual disability and
63,408 individuals with any type of disability living in Santa Cruz County.

METRO served more than 5 million trips in 2018.  Approximately 12.7% of those
trips were taken by individuals with any type of qualifying disability or older adults
eligible for the discount fare.

V. ALTERNATIVES CONSIDERED 

• Replace all TVMs – Not feasible due to lack of funding. The projected cost of
replacement is approximately $1,000,000.

• Eliminate all TVMs – Eliminates a vital option for customers needing to
purchase tickets after hours and on weekends when the Customer
Information Booth is not staffed.

• No Change – Certain members of the visually impaired community report
continuing difficulties using TVMs that would not be addressed.

VI. ATTACHMENTS

None
Prepared by: Jayme Ackemann, Marketing, Communication and Customer 

Service Director  
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V. APPROVALS 

Jayme Ackemann, Marketing, 
Communications & Customer Service 
Director 

Approved as to fiscal impact: 
Angela Aitken, CFO 

Alex Clifford, CEO/General Manager 

Free Fare Program Public Hearing 
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DATE: August 23, 2019 

TO: Board of Directors  

FROM: Barrow Emerson, Planning & Development Director 

SUBJECT: RECEIVE AN UPDATE ON THE SCCRTC RAIL CORRIDOR 
ALTERNATIVE ANALYSIS STUDY SCOPE OF WORK 

I. RECOMMENDED ACTION 

That the Board of Directors receive an update on the SCCRTC’s 
Alternatives Analysis scope of work for the Santa Cruz County Rail 
Corridor   

II. SUMMARY

• The Unified Corridor Investment Study (UCIS), an analysis of potential multi-
modal transportation investments in State Route 1 (SR 1), Soquel
Avenue/Soquel Drive/Freedom Boulevard, and the Santa Cruz Branch Rail
Line Rail Corridor, concluded with direction from the Santa Cruz County
Regional Transportation Commission (RTC) to perform an alternatives
analysis (AA) to determine the most appropriate mode of high-capacity public
transit to be planned for the Rail Corridor.

• The Santa Cruz Metropolitan Transit District (METRO) staff participated in the
development of public transit networks for the UCIS and has continued to
work with RTC staff to develop the scope of work for analysis in the AA.

• Key points for METRO in the AA include:
o Determining whether Santa Cruz County has the financial capacity to fund

both the capital and operational aspects of additional public transit
services and facilities without negatively impacting the funding of the
current bus system.

o Analyzing in detail the operating characteristics of various high-capacity
public transit alternatives to determine whether they are viable solutions to
meet regional transportation and environmental goals.

• At its June 14, 2019 meeting, the Capital Projects Standing Committee
received this report and directed it to the full Board for approval.

• At its June 27, 2019 meeting, the RTC received public, stakeholder, and
Commissioner input and directed its staff to modify the scope of work in
response.

Santa Cruz Metropolitan 
Transit District 
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• At its August 1, 2019 meeting, the RTC approved a final scope of work
(Attachment A) for the UCIS AA and directed staff to release a Request for
Proposals (RFP).

III. DISCUSSION/BACKGROUND

The RTC conducted the UCIS, an analysis of potential multimodal transportation
investments in the SR 1, Soquel Avenue/Soquel Drive/Freedom Boulevard, and
the Santa Cruz Branch Rail Line Rail Corridor corridors.
At the conclusion of the UCIS in January 2019, the RTC directed staff to conduct
an AA to determine which mode of high capacity public transit was the most
appropriate to meet mobility and environmental goals of the County.

In March 2019, RTC and METRO staff began meeting weekly to construct a
scope of work and an RFP for the AA. Discussions at these meetings contributed
to a scope of work that includes the following analyses:

• Value engineering that determines an optimized version of each mode for
analysis

• Patronage forecasting

• Capital and operating cost estimates

• Capital and operations funding capacity for public transit in the County in the
mid to long-term future

The objective of the AA is to identify multimodal transportation investments that 
provide the most cost effective use of the Rail Corridor while best serving the 
community’s mobility needs. RTC’s Rail Corridor may provide an opportunity to 
provide cost effective, efficient and environmentally sound high-capacity public 
transportation options in the County. 

At its June 27th meeting, the RTC received public, stakeholder, and 
Commissioner input and directed its staff to modify the scope of work in 
response. At its August 1st meeting, the RTC approved a final scope of work for 
the AA and directed staff to release a Request for Proposals (RFP). The RFP 
was released on August 5th with proposals due on September 3, 2019. The 
project will start in late 2019 and is scheduled for completion in early 2021.  

IV. FINANCIAL CONSIDERATIONS/IMPACT

As this is a study of future transportation infrastructure and service opportunities
for Santa Cruz County, there is no immediate financial impact for METRO. In the
long term, transportation improvements and services proposed in the AA could
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require an increased commitment of METRO services and equipment, the 
funding sources for which are yet undetermined. 

V. ALTERNATIVES CONSIDERED 

METRO could not participate in the RTC AA process. As METRO is the County 
high-capacity public transit provider and has a vested interest in planning that will 
affect its future commitment of resources, staff does not recommend this 
alternative. 

VI. ATTACHMENTS

Attachment A: AA Scope of Work/RFP 

Prepared by: Barrow Emerson, Planning & Development Director 
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VII. APPROVALS 

Barrow Emerson 
Planning & Development Director 

Approved as to fiscal impact: 
Angela Aitken, Chief Financial Officer 

Alex Clifford, CEO/General Manager 
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Alternatives Analysis for High Capacity Public Transit on Rail Right of Way 
Scope of Work 

The Regional Transportation Commission (RTC) intends to engage the services of a 
consultant to produce an Alternatives Analysis and Business Plan for High Capacity 
Public Transit on the Rail Right-of-Way. Acquisition of the rail line in 2012 provides a 
unique opportunity for Santa Cruz County to consider a dedicated transit facility that 
runs the length of the county. The outcome from the 2019 Unified Corridor 
Investment Study was to reserve the Santa Cruz Branch Rail Line (SCBRL) for high-
capacity public transit adjacent to a bicycle and pedestrian trail. The Alternatives 
Analysis will evaluate public transit investment options that provide an integrated 
transit network for Santa Cruz County utilizing all or part of the length of the rail 
right-of-way, between Pajaro Station and Shaffer Road, as a dedicated transit 
facility, adjacent to the proposed Monterey Bay Sanctuary Scenic Trail (MBSST). 
Proposed future intercounty and interregional connections to the Bay Area, Monterey, 
Gilroy and beyond will be considered.  

A performance-based planning approach based on a triple bottom line sustainability 
framework will be utilized to assess various public transit options for the rail right of 
way. A triple bottom line concept of sustainability balances economic, environmental 
and equity interests. Transit alternatives will be compared to define a viable project 
that will provide the greatest benefit to the Santa Cruz County residents, businesses 
and visitors in terms of equity, environment and economy. The RTC has adopted a 
sustainability framework through the 2040 Santa Cruz County Regional 
Transportation Plan (RTP) which is the guiding document for transportation project 
prioritization. Goal 3 of the 2040 RTP states “Deliver access and safety improvements 
cost effectively, within available revenues, equitable and responsive to the needs of 
all users of the transportation system and beneficially for the natural environment.” 
The sustainability framework developed in the 2040 RTP will be followed for this 
study.  

The overall project objectives include: 
• Identify, evaluate and compare a range of high-capacity public transit service

options for the Santa Cruz Branch Rail Line for a future year of 2035 that can 
coexist with a bicycle and pedestrian trail within the rail right-of-way 

• Serve existing and new transit users with service along the SCBRL  between
Watsonville and Santa Cruz 

• Evaluate an integrated transit network for Santa Cruz County utilizing all or
parts of the SCBRL as a dedicated contiguous transit facility 

• Evaluate proposed future interregional connections to the San Francisco Bay
Area, Monterey, Gilroy and beyond 

• Provide information including ridership forecasts, travel time, capital and
operating/maintenance costs, revenue projections and funding/financing 
options as well as other performance measures that advance the triple bottom 
line of sustainability in terms of equity, environment and economy. 

• Provide information on station/boarding locations, passing sidings/lanes and
maintenance facilities for transit vehicles 

• Evaluate system controls and safety, including positive train control for rail and
other systems that would be needed for other services, especially with respect 
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to at-grade crossings, at the coexistence of a bicycle and pedestrian trail 
within close proximity of transit vehicles. 

• Provide governance options for transit service 
• Involve the community, partner agencies, the RTC and METRO in the decision-

making process to identify a preferred alternative and next steps 
• Identify opportunities to enhance high-capacity transit investment via 

strategically located  transit-oriented land development in urbanized areas. 
• Develop a strategic business plan for the selected alternative, including a 

prototypical cash flow analysis of environmental clearance, right-of-way, 
design, construction, operations, and maintenance.   

 
The project area includes the Santa Cruz Branch Rail Line from the Pajaro Station 
outside the City of Watsonville to Shaffer Rd on the west side of Santa Cruz as well 
as the area encompassed by Santa Cruz METRO’s local bus service in order to 
evaluate an integrated transit network for Santa Cruz County. See Exhibit 1 for map 
of the rail corridor showing the proximity to the urban areas of Santa Cruz County 
including residential and commercial areas as well as parks and beaches. The rail 
right of way passes within 1 mile of half of the County’s population and can provide 
access to 44 schools and 92 parks.  
 
A travel demand model using the TransCAD platform was developed for Santa Cruz 
County. The Santa Cruz County travel demand model will be available to the 
consultant that is awarded the project after a model user agreement has been 
submitted.   
 
RTC staff and Santa Cruz Metropolitan Transit District (METRO) staff will be working 
together with the consultants on this project. RTC staff, METRO staff and consultants 
along with input from the Commission, RTC committees, METRO Board and 
committees, stakeholders, and public will establish the project goals, performance 
measures, and project alternatives to consider for implementation on this corridor. 
The public has shown substantial interest in the rail right of way and how best to 
utilize this facility. A stakeholder/public outreach strategy that engages the various 
communities of this county is critical to this study. The RTC will consider moving 
towards environmental review of the preferred alternative that follows the 
Alternatives Analysis.  One purpose of performing this analysis is to provide a 
reasonably narrow project definition of the preferred transit project for future 
environmental review, based on the work performed in this planning study. 
 
The hired consultant will perform the following scope of work.  
 
SCOPE OF SERVICES 
 
Task 1: Project Management and Coordination  
 
Task 1.1: Project Kick Off Meeting 

Consultant will participate in a project kick-off meeting with the project team to 
review the details of the scope of work, project schedule and deliverables. This 
meeting shall take place in Santa Cruz. The goals of the study, performance 
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measures, projects and alternatives to be analyzed, transportation modeling tools 
and any other methodologies that will be needed to perform an alternatives analysis 
will be discussed. The project team will also discuss previously completed studies 
relevant to this project.   
 
Deliverable 1.1.1: Initial project schedule, meeting agenda and minutes. 
 
Task 1.2: Biweekly Check-Ins and Written Progress Reports 

Consultant will hold conference calls every 2 weeks with Regional Transportation 
Commission (RTC) and METRO staff to present progress and status of tasks. Written 
progress reports will be submitted monthly to the RTC contract manager with each 
invoice. Each report should be sufficiently detailed for the contract manager to 
determine if the consultant is performing to expectations and is on schedule, 
percentage of budget spent and achievement of overall study objectives. Reports will 
also contain a summary of obstacles and issues, recommended solution or course of 
action, and a timeline for resolution. Additional conference calls with RTC and METRO 
staff will be scheduled as needed to address timely issues in an effort to maintain the 
project schedule. 
 
Deliverable 1.2.1: Biweekly meeting agendas and conference calls 
 
Deliverable 1.2.2:  Monthly schedule updates  
 
Deliverable 1.2.3: Written progress reports with each invoice 
 
Task 2: Review Relevant Studies and Develop Outreach Plan 
 
Task 2.1: Review Previous Studies Relevant to Project  

Consultant shall review previous rail, transit and other relevant studies including the 
Unified Corridor Investment Study (2019), the State Rail Plan (2018), Santa Cruz 
Branch Rail Line Rail Transit Feasibility Study (2015), the 2040 Santa Cruz County 
Regional Transportation Plan, AMBAG 2040 Sustainable Communities 
Strategy/Metropolitan Transportation Plan, the 2019 METRO Onboard Transit Study, 
Watsonville Transit Planning Study (2011), the Santa Cruz Metro Short Range Transit 
Plan (2014), METRO 10-Year Strategic Business Plan (2019), METRO Long Range Bus 
Replacement Plan (2019), Zero Emissions Bus Implementation Plan (2019), 2019 
METRO On-Board Transit Survey, Major Transportation Investment Study (1999), 
Santa Cruz Branch Rail Line Bridge Inspection Reports, and Santa Cruz Branch Rail 
Line Culvert Inspection Report, Around the Bay Rail Study (1998), Transportation 
Agency for Monterey County (TAMC) studies on rail service including the Monterey 
Bay Rail Network Integration Study (ongoing) and the Coast Rail Corridor Service 
Implementation Plan (ongoing). Alternatives Analysis from other regions shall also be 
reviewed including the Transportation Agency for Monterey County (TAMC) 
Alternatives Analysis for Caltrain Extension to Monterey County (2009), TAMC 
Alternatives Analysis for the Monterey Peninsula Fixed Guideway Corridor Study 
(2012), 2018 Caltrain Business Plan, 2018 High Speed Rail Business Plan.  
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Deliverables 2.1.1: List and summarize studies reviewed as they inform pertinent 
aspects of this analysis. 
 
Task 2.2: Coordinate with TAMC on the Monterey Bay Rail Network Integration 
Study 

Consultant shall coordinate with Transportation Agency for Monterey County (TAMC) 
and their consultants on the Monterey Bay Rail Network Integration Study (ongoing) 
and the Coast Rail Corridor Service Implementation Plan (ongoing). Regardless of the 
high-capacity public transit alternative, coordination on transit service planning with 
TAMC will allow for consideration of transit interregional connections at Pajaro Station 
for connectivity to Monterey, the San Francisco Bay Area, and the proposed high-
speed rail line at Gilroy and beyond. 
 
Deliverables 2.2.1: Meeting agendas for coordination with TAMC and consultants 
 
Task 2.3: Transit Systems in Similar Communities 

Identify rail and bus rapid transit systems in areas similar to Santa Cruz County. 
 
Deliverables 2.2.2: Memorandum on other rail and bus rapid transit systems for 
comparison 
 
Task 2.4: Develop Public and Stakeholder Outreach Plan  

Consultant shall develop a public involvement plan that provides multiple, diverse 
opportunities for members of the public to participate in the development of the 
study. Both traditional and nontraditional outreach methods and technologies will be 
identified to solicit input at key milestones. RTC and METRO staff will develop a 
stakeholder list with assistance from the consultant that includes partner agencies, 
community organizations, developers, and business leaders. Community Workshops 
should target areas adjacent to the rail line and potential station locations and should 
utilize a combination of presentation, discussion, and interactive exercises. Outreach 
will include direct solicitation to transportation disadvantaged communities and to 
organizations who serve traditionally underrepresented, hard-to-reach groups. 
Milestone Outreach Plan dates shall be integrated into the Task 1 schedule 
deliverables. 
  
Deliverables 2.4.1: Memorandum containing Public and Stakeholder Outreach Plan 
Deliverables 2.4.2: Final Stakeholder list 
 
 
Task 3: Identify Goals, Performance Measures, and Data Needs 
 
Task 3.1:  Develop Goals, Criteria and Performance Measures  
Consultant along with RTC and METRO staff will draft goals, criteria and performance 
measures for the alternatives analysis for the review and input of stakeholders, the 
public, the RTC Board, and the METRO Board as part of Tasks 5.2, 5.3 and 5.4. The 
criteria will be used to determine which of the initial alternatives will be evaluated in 
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the final list. The performance measures will be used to assess the final list of 
alternatives and to determine the preferred alternative. Performance measures will 
be based on local, regional, state and federal planning goals that incorporate a 
sustainability framework based on the triple bottom line of equity, economy, and the 
environment. Analysis of performance will also include measures that are  required  
for transportation funding programs, including Federal Transit Administration Small 
Starts and New Starts, the Transit Intercity Rail Program (TIRCP) and State Rail 
Assistance Program (SRA). Performance measures will assure consistency with best 
practices and technical feasibility and will consider input from the public, 
stakeholders, RTC Advisory Committees, and the RTC.  
 
Consultant should consider developing triple bottom line goals, criteria, and 
performance measures such as: 

• Environment 
o Transit ridership (people/day) 
o Vehicle miles traveled  
o   
o Criteria Pollutants 
o  
o Impacts to Biological Resources 
o Key climate vulnerabilities, including greenhouse gas emissions 
o Visual Impacts 
o Noise and Vibration 

 
• Equity 

o  
o Benefits and impacts to disadvantaged communities  
o Transit travel time 
o Transit vehicle miles traveled 
o Transit costs 
o Bicycle capacity on transit 

 
• Economy 
•  

o Funding options, both public and private 
o Project Development and Capital Construction Cost 
o Benefit/Cost 
o Operations and Maintenance Costs 
o Cost/rider 

• Other 
o Safety  
o Technical Feasibility 
o Impacts to local traffic at grade crossings 
o Impacts to the Monterey Bay Sanctuary Scenic Trail (rail trail) 
o Right of way preservation 

 
Deliverable 3.1.1: Memorandum with draft goals, criteria and performance 
measures  
 
Task 3.2: Data Availability & Needs 
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After development of goals, the initial screening criteria and performance measures, 
consultant will identify any data requirements that are needed to perform this study 
including analysis of how the different transit service alternatives will achieve the 
goals. Consultant will identify existing data from RTC, METRO, AMBAG, Caltrans, U.S. 
2010 Census and American Community Survey and any other sources that would be 
beneficial for this study. Any data collection efforts to support this analysis will also 
be identified.  
 
Deliverable 3.2.1: Develop a list of data needs and any data collection efforts 
needed 
 
Task 3.3: Research and Develop Methodologies for Analysis  

The Santa Cruz County travel demand model (SCCModel) will be used by consultant 
to provide information for the performance measure analysis. The Santa Cruz County 
Travel Demand Model (SCCModel) is a 4-step travel demand model using the 
TransCAD platform designed to forecast future travel patterns on both roadway and 
transit routes throughout Santa Cruz County (SCC). The model can be used to assess 
how changes in population, employment, demographics and transportation 
infrastructure affect travel patterns within the county. The model currently has a 
base year of 2015 and a horizon year for 2035. Data for the SCCModel comes from a 
multitude of sources including the 2010 Census  data, the American Community 
Survey data, and the Association of Monterey Bay Area Governments (AMBAG) travel 
demand model. Data used for estimation, calibration and validation of the SCCModel 
includes the 2012 California Household Travel Survey (CHTS), the 2012 Transit On-
Board Survey and traffic count data collected by Caltrans and others.  
 
There are two documents that provide detailed information about the SCCModel, the 
SCC Model Development Report and the SCC Model User Guide. The Model 
Development Report provides information on the main input data sources, 
descriptions of the model components and methodologies, and model calibration and 
validation results. The SCC Model User Guide provides detailed instructions of how to 
run the model, and information on the input and output files. These documents are 
available on the SCCRTC website (http://sccrtc.org/about/opportunities/rfp/). The 
base year for the model was updated to 2015 for the Unified Corridor Study and may 
be updated to 2018/2019 for the County of Santa Cruz General Plan. Information on 
the UCS update can be found in Appendix D of the Final Unified Corridor Investment 
Study (https://sccrtc.org/projects/multi-modal/unified-corridor-study/). The RTC 
expects that consultants will review these materials prior to submitting a proposal. 
 
Additional methodologies and/or postprocessing analysis will also be needed to 
consider the various performance measures. The consultant will research and 
develop/utilize methodologies that can be used to forecast the impacts of the transit 
projects of interest on the performance measures. Consideration should be given to 
the following in developing the ridership projections, cost estimates, and funding 
options: 
 

• Fare elasticity analysis 
• Station/boarding locations and travel sheds (with and without proposed 

intercity rail connections to Monterey, Salinas, and Gilroy) 
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• Number of Transfers 
• Trip origins and destinations/trip lengths 
• Frequency and span of service 
• Station access: pedestrian shed and first mile/last mile services including bus 

feeders 
• The mix of one-way and two-way bus transit on the rail right of way based on 

value engineering of the capital cost of improvements to the ROW, impacts to 
the proposed MBSST, and resulting cost/rider 

• Weekday and Weekend projections 
• Existing and proposed future interregional service 
• Compatibility with the MBSST 
• Compatibility with local road crossings 
• Various vehicle types 
• Siding/passing locations 
• Maintenance facility locations 
• Transit-oriented development 
• Condition and service life of existing infrastructure (bridges, culverts, ballast, 

track, ties, switches, and signals) 
 
Deliverable 3.3.1: Provide tools and document in detail the methods developed to 
evaluate the transit projects and their effects on the performance measures. 
Documentation should be in sufficient detail that the analysis can be repeated, and 
the assumptions and data inputs are clearly understood.   
 
Deliverable 3.3.2: Develop a table listing the methods that will be used to forecast 
the impacts of each transit alternative on each of the performance measures. 
 
Task 3.4: Collect and Compile Data  

Based on the data assessment in Task 3.2, consultant will collect and compile 
transportation data required for the Alternatives Analysis.  
 
Data collection could include but is not limited to: 

• Any data on existing conditions, to be used in analysis for comparison to 
performance measure forecasts 

• Acquire actual travel time and travel time reliability data for existing transit  
• Compile injury and collision data by mode within project area 
• Map origins and destinations of transportation disadvantaged populations 

within project area 
 
Deliverable 3.4.1: Provide data that was collected and/or compiled for use in 
alternatives analysis in a format that is readily utilized. Include source of data and 
description of how data will be used in the analysis. 
 
 
TASK 4 Assess Transit Funding Through 2045 
 
Consultant will assess  rail and bus transit capital and operating funding capacity 
through 2045 by consulting the AMBAG MTP/SCS, the SCCRTC RTP, and the UCS and 
reviewing Federal and State funding opportunities that are realistically available for 
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transit. 
 
Deliverable 4.1: Forecast of METRO Capital and Operating Funds through 2045  
 
 
TASK 5 Develop and Evaluate Initial Alternatives 
 
Task 5.1:  Develop Initial Transit Alternatives 

Consultant will develop along with RTC and METRO staff and input from the public, 
community organizations, stakeholders, RTC advisory committees, METRO, and the 
RTC a set of initial high-capacity public transit alternatives for the rail right of way. 
Some of the initial alternatives are expected to be eliminated so the analysis can 
focus on a reasonable set of alternatives with greater community interest, financial 
feasibility, and potential for addressing current and future transportation needs. 
Initial high-capacity networks for analysis along the rail right-of-way should include, 
at a minimum various configurations of rail transit and bus rapid transit, along with 
other feasible alternatives.  

 
Deliverable 5.1.1: Memorandum from consultant providing draft and final initial 
alternatives with detailed descriptions including maps of routes and potential 
stations/stops for each transit alternative. 
 
Task 5.2: Goals, Screening Criteria, Performance Measures, and Initial Alternatives 
Input – Partner Agencies 

Consultant will present the draft goals, initial screening criteria, performance 
measures and initial alternatives at a partner agency meeting to solicit input. 
Graphical representations including maps and charts will be used to communicate the 
initial alternatives. Consultant will work with the project team to develop the agenda 
and materials, including graphical representations such as maps, charts, figures, 
pictures, and drawings, necessary to effectively communicate the initial alternatives 
for the partner agency meeting. Outreach will also be performed based on the 
Outreach Plan (Task 2.3) 
 
Deliverable 5.2.1: Partner agency meeting agenda and minutes 
 
Deliverable 5.2.2: Graphical representations (maps, charts, etc) of goals, initial 
screening criteria, performance measures, and initial alternatives.   
 
Deliverable 5.2.3: Powerpoint and oral presentation of the draft goals, initial 
screening criteria, performance measures and initial alternatives designed and 
prepared by consultant for partner agency meeting.  
 
Task 5.3: Goals, Screening Criteria, Performance Measures, and Initial Alternatives 
Input – Public  
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Consultant will present the draft goals, initial screening criteria, performance 
measures and initial alternatives at two public workshops (north and south county) to 
solicit input. Graphical representations including maps and charts will be used to 
communicate the initial alternatives. Public outreach will also be performed based on 
the Public Outreach Plan (Task 2.3) including eNews letters, social media, online ads 
and newspaper ads. RTC and METRO staff will provide public workshop noticing and 
reserve the workshop locations. 
 
Deliverable 5.3.1: Public Workshop meeting agendas  
 
Deliverable 5.3.2: Revised graphical representations (maps, charts, etc) of goals, 
initial screening criteria, performance measures, and initial alternatives based on 
partner agency input.   
 
Deliverable 5.3.3: Two Public Workshops with powerpoint and oral presentation of 
the draft goals, initial screening criteria, performance measures and initial 
alternatives designed and prepared by consultant.  
 
Deliverable 5.3.4: Revised list of Goals, Criteria, and Performance Measures, based 
on partner agency and public input received. 
 
Deliverable 5.3.5: Revised PowerPoint to Reflect Partner Agency and Public Input 
for use at RTC Meeting. 
 
Task 5.4: Goals, Screening Criteria, Performance Measures, and Initial Alternatives 
Input - RTC and METRO Meetings 

 
Consultant will present the draft goals, performance measures and initial alternatives 
at an RTC meeting and a METRO meeting to solicit input. Graphical representations 
including maps and charts will be used to communicate the initial alternatives. 
 
Deliverable 5.4.1: RTC and METRO Meeting Presentation 

Deliverable 5.4.2:  Revised list of Goals, Criteria, and Performance Measures, and 
Initial Alternatives based on RTC and METRO Meeting input received. 
 
Task 5.5: Screen Initial List of Alternatives based on Goals and Criteria and 
Develop Final List of Alternatives to Evaluate  

Consultant will develop the draft final list of alternatives based on the criteria 
identified in Task 5.1 with input from RTC and METRO staff. 
 
Deliverable 5.5.1: Memorandum of final list of alternatives to be analyzed with a 
narrative discussing the opportunities and constraints of each alternative and why 
each was either rejected or will be included in the more detailed analysis.  
 
Task 5.6: Present Final List of Alternatives to Evaluate – METRO and RTC Meetings 
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Consultant will present the draft final list of alternatives at a METRO meeting and 
RTC meeting to be evaluated in more detail with the approved performance 
measures. Graphical representations including maps and charts will be used to 
communicate the initial alternatives. 
 
Deliverable 5.6.1: Powerpoint and oral presentation of the final alternatives 
designed and prepared by consultant for both RTC and METRO meetings.  

Deliverable 5.6.2: Public Hearing at the RTC meeting to solicit public input on final 
list of alternatives to evaluate. 
 
Deliverable 5.6.3: Final list of alternatives to evaluate, based on RTC, METRO, 
Advisory Committees, public, and partner agency input.   
 
 
Task 6 Conduct Value Engineering including Service Planning to Refine and 
Further Define Alternatives  
 
Task 6.1: Develop Detailed Descriptions of Final List of Alternatives Utilizing Value 
Engineering 

Performance measure results for the alternatives can vary depending on the service 
plans, station locations, route structure, number of transfers, passing siding 
locations, etc. Consultants will utilize value engineering to refine/define the various 
alternatives with the greatest benefit in terms of travel time and ridership relative to 
both capital and operations and maintenance cost of service. Consultants will work 
with the project team to assess range of value engineering to perform. Initial value 
engineering and service planning for Bus Rapid Transit, based on an initial plan 
provided by METRO, shall be performed as early as possible in the project schedule. 
 
Consultant will build on the Unified Corridor Investment Study and The Rail Transit 
Feasibility Study to identify capital, operational and maintenance costs on the final 
list of alternatives. 
 
Potential examples of alternatives to consider through value engineering include 
development of one-way or two-way BRT on the rail corridor with consideration for 
passing sidings or signal-controlled access points to segments with one-way 
operations; integration of BRT on the rail corridor with service planning for the “bus 
on shoulders”  service on Highway 1; BRT service between Santa Cruz and 
Watsonville utilizing the rail right of way where beneficial; METRO local service 
redesign integrated with BRT or rail transit on the rail corridor; and, rail service with 
consideration of various vehicle types with and without freight.  
 
Deliverable 6.1.1: Document capital, operational, and maintenance costs for transit 
alternatives.  

Deliverable 6.1.2: Provide memo with draft and final results of value engineering 
for various alternatives based on travel time, ridership and capital and operations & 
maintenance cost estimates. 

Attachment A

15A.10



 
 
Task 7 Conduct Performance Measure Analysis of Final List of Alternatives and 
Recommend Locally Preferred Alternative 

Task 7.1: Perform Analysis of Final List of Alternatives   

The consultant will evaluate the transit alternatives building on the previous work of 
the Unified Corridor Investment Study and Rail Transit Feasibility Study. Performance 
measures identified in Task 3 will be calculated for the final set of alternatives. 
Consultant will work with the project team regularly for input on the alternatives 
analysis. The consultant will document the tools, methods, and data sources used to 
complete the alternatives analysis.  
 
Deliverable 7.1.1: Results of alternatives analysis including a matrix comparing the 
results of the performance measures analysis with a narrative discussing the 
opportunities and constraints of each alternative. Graphical representation of the 
alternative analysis results will be designed and prepared by consultant including 
Geographic Information System (GIS) maps, charts and a “performance dashboard”. 
 
Deliverable 7.1.2: Documentation of the technical analysis completed for the 
alternatives analysis including methods, tools, data sources and assumptions. 
 
Task 7.2: Develop Revenue Projections and Funding Plan 
 
Consultant will build on the Unified Corridor Investment Study, The Rail Transit 
Feasibility Study and the 2040 Santa Cruz County Regional Transportation Plan to 
identify local, state, federal, and private “reasonably available” funding sources to 
implement the final list of alternatives. 
 
Deliverable 7.2.1: Document potential revenue from various sources with an 
assessment of level of confidence for obtaining each type of funding for each of the 
final alternatives. Develop plans for how each alternative transit service could 
potentially be funded. 
 
Task 7.3: Alternatives Analysis Results – Partner Agency Meeting 

Consultant will present findings of the alternative analysis results at a partner agency 
meeting to solicit input on selecting the preferred alternative. The graphical 
representations of the alternatives analysis including maps, charts and a 
“performance dashboard” will be used to communicate the analysis results. 
Consultant will work with the project team to develop the agenda for the partner 
agency meeting. 
 
Deliverable 7.3.1: Alternatives Analysis partner agency meeting agenda and 
minutes 
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Deliverable 7.3.2: PowerPoint and oral presentation of the results of the 
alternatives analysis designed and prepared by consultant for partner agency 
meeting.  
 
Task 7.4: Alternatives Analysis Results – Public Input 

Consultant will present findings of the alternative analysis results at two public 
workshops and solicit input from the public on selecting the preferred alternative. 
Graphical representations of the alternatives analysis including charts and a 
“performance dashboard” will be used to communicate the analysis results. Public 
outreach will also be performed based on the Public Outreach Plan (Task 2.3) 
including eNews letters, social media, online ads and newspaper ads. RTC and 
METRO staff will perform all outreach associated with public workshop noticing and 
logistics. 
 
Deliverable 7.4.1: Powerpoint and oral presentation of the results of the 
alternatives analysis designed and prepared by consultant for two public workshops. 
 
Deliverable 7.4.2: Graphical representations (maps, charts, dashboard) of analysis 
of alternatives suitable for two public workshops.   
 
Deliverable 7.4.2: Public Outreach based on the Outreach Plan 

Task 7.5: Alternative Analysis Results - RTC and METRO meetings 

Consultant will present findings of the alternatives analysis results at a METRO 
meeting and RTC meeting to solicit input on selecting the preferred alternative. The 
graphical representations of the alternatives analysis including maps, charts and a 
“performance dashboard” will be used to communicate the analysis results. 
 
Deliverable 7.5.1: Powerpoint and oral presentation with graphical presentations on 
performance measure results of the final alternatives designed and prepared by 
consultant for both RTC and METRO meetings.  
 
Deliverable 7.5.2: Public Hearing at the RTC meeting to solicit public input on 
performance measure results of final list of alternatives. 
 
Task 7.6 Develop Locally Preferred Alternative 

In consultation with partners, public, and decision makers, the consultants and RTC 
staff will recommend a transit project that best achieves corridor goals, referred to as 
the preferred alternative. The consultant will analyze the preferred alternative and 
how it performs in advancing the performance measures. The consultant will 
document the methods and tools used to complete the analysis and the results of the 
analysis. Comments will be solicited from the public, partner agencies, RTC 
Committees, METRO and RTC. 

 
Deliverables 7.6.1: Recommendation of locally preferred alternative including 
detailed documentation, maps, charts and a performance “dashboard”.  
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Task 8: Alternatives Analysis Report 
 
Task 8.1: Preparation of Administrative Draft  

Consultant shall prepare an administrative draft of report that clearly documents the 
alternatives analysis and how the locally preferred alternative integrates with the 
regional rail network. Consultant shall submit administrative draft document to RTC 
and METRO staff. The report should include a detailed description of the analysis 
completed including any assumptions and limitations to the analysis. Methodologies 
used for evaluating the alternatives will need to be rigorously documented.  
 
Deliverable 8.1.1: Administrative Draft of Alternatives Analysis for High-Capacity 
Public Transit on the Santa Cruz Branch Rail Line inclusive of the Rail Network 
Integration Study 
 
Task 8.2: Draft Report and Presentation for RTC, Public and Partner Agency  

Consultant shall address comments received on administrative draft from RTC staff 
and prepare draft report. RTC staff will solicit comments on the draft document from 
advisory Committees. Consultant will present the findings of the final alternative 
analysis results and the draft report of the Alternatives Analysis at a partner agency 
meeting to solicit input. Consultant will present the findings of the final alternative 
results and the draft report for the Alternatives Analysis for High-Capacity Public 
Transit on the Santa Cruz Branch Rail Line to the RTC and METRO. Consultant will 
consider comments received and make revisions as directed by RTC and METRO. 
 
Deliverable 8.2.1: Draft of Alternatives Analysis for High-Capacity Public Transit on 
the Santa Cruz Branch Rail Line with Recommendation on Locally Preferred 
Alternative inclusive of the Rail Network Integration Study 
 
Deliverable 8.2.2: Compiled list of comments from public, partner agency, advisory 
committees, METRO, and RTC 
 
Deliverable 8.2.3: Meeting agenda, PowerPoint, and oral presentation of draft 
report at partner agency meeting and meeting minutes 
 
Deliverable 8.2.4: PowerPoint and oral presentation of draft report at RTC and 
METRO meetings 
 
Deliverable 8.2.5: Public Hearing at the RTC meeting to solicit public input on 
locally preferred alternative and draft report. 
 
Task 8.3: Final Report  

Complete the final report inclusive of how the locally preferred alternative integrates 
with the regional rail network. Final report will consider comments received from RTC 
and METRO, RTC Committees, stakeholders, public and RTC and METRO staff on draft 
document. Include credit of the financial contribution of the Caltrans grant program 
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and Measure D on the cover of the report. Recommend “Next Steps” for 
implementation. 

Deliverable 8.3.1: Final Report of Alternatives Analysis for High-Capacity Public 
Transit on the Santa Cruz Branch Rail Line inclusive of the Rail Network Integration 
Study 

TASK 9 Business Plan for Locally Preferred Alternative

Task 9.1 Develop a Business Plan for the Locally Preferred Alternative 

Develop a 25-year Business Plan (Horizon year of 2045) for implementation of the 
Locally Preferred Alternative that includes at a minimum the services provided, 
governance options, operating plan, marketing strategy and financial plan. 

Deliverables 9.1.1: Business Plan for the Locally Preferred Alternative of High 
Capacity Public Transit on the SCBRL 

Summary of Consultant Presentations to Public, Stakeholders, RTC and 
METRO Board 

• Four Public Workshops - 2 workshops for Goals, Criteria, Performance Measures
and Initial Alternatives (Task 5.3), public hearing at RTC meeting on Input and
Approval on Final Alternatives to be analyzed (5.6), and 2 workshops for
Alternatives Analysis Results and input on preferred scenario (Task 7.4)

• Two Stakeholder Meetings – Input on Goals, Performance Measures, Initial
Alternatives and Alternatives to be Analyzed (Task 5.3), Alternatives Analysis
Results and Input on Preferred Alternative (Task 7.3)

• Three METRO Board Meetings – Input on Goals, Performance Measures and Initial
Alternatives (Task 5.4), Input on Final Alternatives to be Analyzed (Task 5.6),
Input on Analysis Results and Preferred Alternative (Task 7.5), Input on Final
Draft Report and Preferred Alternative (Task 8.2)

• Four RTC Commission Meetings – Input and Approval on Goals, Performance
Measures and Initial Alternatives (Task 5.4), Input and Approval on Final
Alternatives to be Analyzed (Task 5.6), Input and Approval on Analysis Results
and Input on Preferred Alternative (Task 7.5), Input and Approval on Final Draft
Report and Preferred Alternative (Task 8.2)
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DATE: August 23, 2019 

TO: Board of Directors 

FROM: Julie Sherman, General Counsel 

SUBJECT: CONSIDERATION OF DECLARING THE COMPENSATION AND 
BENEFITS OF METRO EMPLOYEES UNCERTAIN AS OF JULY 1, 2019 

I. RECOMMENDED ACTION 

That the Board of Directors adopt a resolution declaring the compensation 
and benefits of Metro employees uncertain as of July 1, 2019. 

II. SUMMARY 

• The Santa Cruz Metropolitan Transit District (METRO) is in labor negotiations 
with its represented employees regarding compensation and benefits. 

• The existing labor agreements for the three bargaining units expired on June 
30, 2019. 

• Adoption of a resolution of uncertainty preserves METRO's ability to pay 
compensation increases effective as of July 1, 2019 to such employees, 
should labor negotiations result in such a recommendation. 

• The General Counsel recommends that the Board of Directors adopt the 
resolution. 

III. DISCUSSION/BACKGROUND 

METRO is in labor negotiations with its represented employees regarding 
compensation and benefits.  The existing labor agreements for the three 
bargaining units expired on June 30, 2019.  This Board meeting of August 23, 
2019 is the first regular Board meeting held since the June 30, 2019 expiration 
date.  Adoption of a resolution of uncertainty mitigates potential "gift of public 
funds" claims because where compensation is not fixed, the compensation 
employees ultimately earn cannot accurately be deemed "extra compensation." 
Thus, adoption of the resolution preserves METRO's ability to pay compensation 
increases effective as of July 1, 2019 to such employees, should labor 
negotiations result in such a recommendation.  The General Counsel 
recommends that the Board of Directors adopt the attached resolution. 
 

Santa Cruz Metropolitan 
Transit District 
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Resolution of Uncertainty 

IV. FINANCIAL CONSIDERATIONS/IMPACT

Unknown

V. ALTERNATIVES CONSIDERED 

None  

VI. ATTACHMENTS

Attachment A:

Attachment B:

Resolution   - Clean Version

Prepared By: Julie Sherman, General Counsel 
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VII. APPROVALS: 

Alex Clifford, CEO/General Manager 

Resolution of Uncertainty 
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BEFORE THE BOARD OF DIRECTORS OF THE 
SANTA CRUZ METROPOLITAN TRANSIT DISTRICT 

 

 

Resolution No.      
On the Motion of Director:     
Duly Seconded by Director:     

The Following Resolution is Adopted:  
 

RESOLUTION OF THE BOARD OF DIRECTORS OF THE SANTA CRUZ METROPOLITAN 
TRANSIT DISTRICT DECLARING THE COMPENSATION AND BENEFITS 

OF METRO EMPLOYEES UNCERTAIN AS OF JULY 1, 2019 
 

WHEREAS, the Santa Cruz Metropolitan Transit District is in labor negotiations with its 
represented employees regarding compensation and benefits; and 

 
WHEREAS, the existing labor agreements for the three bargaining units expired on June 

30, 2019; and 
 
WHEREAS, this Board meeting of August 23, 2019 is the first regular Board meeting held 

since the June 30, 2019 expiration date.  
 
NOW, THEREFORE, BE IT RESOLVED, by the Board of Directors of the Santa Cruz 

Metropolitan Transit District that effective July 1, 2019, the compensation of the employees of the 
Santa Cruz Metropolitan Transit District is uncertain and undetermined, with the understanding 
that such new compensation for such employees as may be adopted by the Board of Directors 
may be applied effective as of July 1, 2019, in consideration of services to be provided by these 
employees henceforth, should labor negotiations result in such a recommendation. 

 
PASSED AND ADOPTED by   the   Board   of   Directors   of   the   Santa   Cruz   

Metropolitan Transit District this 23rd Day of August 2019 by the following vote: 
 

AYES:  Directors -   
 
NOES:  Directors - 
 
ABSTAIN: Directors - 
 
ABSENT: Directors - 
 
 

APPROVED       
         Board Chair 

 
ATTEST       
  ALEX CLIFFORD 
  CEO/General Manager 
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APPROVED AS TO FORM 
 
 
       
 JULIE SHERMAN 
 General Counsel 
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BEFORE THE BOARD OF DIRECTORS OF THE 
SANTA CRUZ METROPOLITAN TRANSIT DISTRICT 
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Resolution No.  
On the Motion of Director:  
Duly Seconded by Director: 

The Following Resolution is Adopted: 

RESOLUTION OF THE BOARD OF DIRECTORS OF THE SANTA CRUZ METROPOLITAN 
TRANSIT DISTRICT DECLARING THE COMPENSATION AND BENEFITS 

OF METRO EMPLOYEES UNCERTAIN AS OF JULY 1, 2019 

WHEREAS, the Santa Cruz Metropolitan Transit District is in labor negotiations with its 
represented employees regarding compensation and benefits; and 

WHEREAS, the existing labor agreements for the three bargaining units expired on June 
30, 2019; and 

WHEREAS, this Board meeting of August 23, 2019 is the first regular Board meeting held 
since the June 30, 2019 expiration date.  

NOW, THEREFORE, BE IT RESOLVED, by the Board of Directors of the Santa Cruz 
Metropolitan Transit District that effective July 1, 2019, the compensation of the employees of the 
Santa Cruz Metropolitan Transit District is uncertain and undetermined, with the understanding 
that such new compensation for such employees as may be adopted by the Board of Directors 
may be applied effective as of July 1, 2019, in consideration of services to be provided by these 
employees henceforth, should labor negotiations result in such a recommendation. 

PASSED AND ADOPTED by   the   Board   of   Directors   of   the   Santa   Cruz 
Metropolitan Transit District this 23rd Day of August 2019 by the following vote: 

AYES: Directors -  

NOES:  Directors - 

ABSTAIN: Directors - 

ABSENT: Directors - 

APPROVED 
Board Chair 

ATTEST 
ALEX CLIFFORD 
CEO/General Manager 

DISTRIBUTED AT 8/23/19 BOARD MEETING
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Resolution No.    
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APPROVED AS TO FORM 

JULIE SHERMAN 
General Counsel 
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