
  Cape Fear Public Transportation Authority 
Paratransit Dispatcher 

JOB DESCRIPTION  

POSITION TITLE: Paratransit Dispatcher  

JOB SUMMARY:  Perform all Paratransit Dispatch duties as assigned 

WORK SCHEDULE: 
• Forty (40) hour work week, during the span of service, including one (1) thirty (30) 

minute lunch period 
• Must be available during disaster and emergency events  

REPORTS TO:  Paratransit Manager 

DESCRIPTION OF DUTIES/RESPONSIBILITIES: 

Customer Service 
• Interact with clients, families of clients, and social service agency coordinators to 

register clients, resolve problems, provide general information, and provide 
exceptional customer service.  

• Record all ADA passenger reservations, cancellations, and transfers daily using CTS 
software, e-mails, and voice mailbox.  

Daily Operation and Staffing 
• Open and/or secure facilities as required 
• Coordinate employees and vehicles to fill requirements of daily schedule and driver 

workload. Enter changes into CTS software and driver scheduling paperwork 
• Respond to accidents and incidents when needed  
• Monitor and respond to a variety of calls including two-way radios and mobile 

phones; verify and monitor staff unit location; and relay transportation requests 
including emergency situations 

Vehicle Information and Maintenance 
• Assist with coordination and documentation of use of paratransit vehicles, 

equipment and maintenance 
• Create work orders, update vehicle information, and ensure no vehicle in need of 

safety maintenance or otherwise “shopped” is allowed into service 
• Coordinate with maintenance department and commercial vendor as needed 
• Ensure vehicle information, such as mileage and wheelchair lift meter readings, is 

updated in Assetworks on a daily basis 
• Monitor usage, care and security of Mobile Data Terminals (MDTs) and associated 

equipment including chargers, mounts and storage equipment 
Reporting and Fare Collection 

• Validate trips through CTS software as needed 



• Conduct appropriate cash controls with respect to deposits in accordance with 
current established procedures 

• Maintain accurate records for the purpose of financial audits, quarterly usage 
reports, and other administrative needs 

Other 
• Occasionally drive a paratransit vehicle when needed 
• Performs other duties as required 

QUALIFICATIONS:  
• Must possess a high school diploma of a GED 
• Must possess an experienced level of knowledge, skills, and abilities in the 

paratransit/transportation field 
• Must be experienced in emergency procedures and safety protocols 
• Must possess valid North Carolina Driver License 
• Pre-employment background check and drug screen required  
• Must be able to pass a Department of Transportation (DOT) Physical 

SKILLS REQUIRED:  
• Proficiency in using computer systems and software applications associated with 

performance of assigned work is essential. Basic problem-solving skills associated 
with software applications used is expected.  

• Must provide exceptional communication and customer service skills, plus 
demonstrate ability to perform in a team environment  

PHYSICAL REQUIREMENTS:   
• Typically requires talking, hearing, seeing, and repetitive motions including 

keyboard entries 
• Sedentary to light work: Exerting up to 50 pounds of force occasionally, and/or up to 

10 pounds of force frequently, and/or negligible amount of force constantly to move 
objects 

SPECIAL REQUIREMENTS: The incumbent may be required to assist in performing other 
administrative duties within the Authority 

STATUS:   FSLA Exempt 

SALARY:  $17.50 - $19.00 Hourly  

REVISION DATE:  August 2026 
 
NOTE:  
This is not necessarily an exhaustive list of responsibilities, skills, duties, requirements, 
efforts, or working conditions associated with the position. While this list is intended to be an 
accurate reflection of the current position, Cape Fear Public Transportation Authority reserves 
the right to revise the functions and duties of the position, or to require that additional or 
different tasks be performed when circumstances change (i.e. emergencies, staff shortages, 
work load changes, rush jobs, or technological developments). 


