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Classification Specification
	

	
	4321100

	
	TRANSIT INFORMATION DISTRIBUTOR



Class Summary

The responsibilities of this classification include distributing transit related customer and marketing materials and maintaining associated displays and inventories.
Distinguishing Characteristics

This is a standalone classification.  Work involves preparing and maintaining displays of transit information, brochures, timetables, rider alerts and similar materials.  Work includes distributing information on established intervals to designated transit facilities and public outlets throughout King County.  Work also includes evaluating existing distribution locations and requests for new locations; maintaining inventories of printed materials in public literature displays; monitoring use at each location; and ordering more materials as required.  Work is performed independently under the general supervision of a higher-level supervisor.
Examples of Duties (May vary by position)

1. Setup, maintain and restock marketing and information materials in literature displays and racks; ensure timely placement of new and removal of obsolete materials; adhere to an established service schedule to update and restock materials at transit facilities and public outlets.
2. Load, unload and operate vehicle to distribute materials; maintain cleanliness of assigned vehicle; ensure vehicle is properly maintained and serviced.
3. Receive and advise senior level staff on requests to set up information displays at new public locations; maintain records of contacts made and results achieved.

4. Enter customer information, material ordered and customer contacts in automated information databases; warehouse and requisition new materials when required.
5. Pick up and deliver various items as requested.

6. Perform other duties as assigned.
Knowledge/Skills
Knowledge of routine traffic laws and regulations

Knowledge of streets, roads and highways throughout King County

Knowledge of safe lifting and moving techniques and associated safety practices

Communication skills
Customer service skills
Interpersonal skills

Computer skills

Driving skills
Basic computer skills required to enter and extract information from automated systems and related software applications
Skill in the operation of portable data entry devices

Skill in the operation of forklifts and related warehouse equipment
Skill in basic mathematics

Skill in working with a variety of individuals from diverse backgrounds

Skill in establishing and maintaining effective working relationships 
Licensing, Certification and Other Requirements

Washington State Driver License
Willingness and availability to work different shifts on weekdays, nights, weekends and holidays

This is a classification specification and not an individualized job description.  Additional minimum qualifications may be established for individual positions based on business needs and are specified in position announcements as appropriate.
	FLSA Designation
	Non-Exempt

	Service Status
	Career Service

	Levels within same series
	None

	Class History
	Updated  10/2010   Updated Description; changed format

	
	                                Changed Title: Information Distributor
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