
North Fork Area Transit 

 
Job Title: General Manager 

 
Date Prepared: 04/03/2023 

Position Status: ☒  Full-time 

☐  Part-time 

☐  PRN 

 
FLSA Status: ☒  Exempt  

☐  Non-Exempt 

Reports to: North Fork Area Transit Board  
   

 
General Summary 
The General Manager (GM) must be willing to identify and coordinate efforts with potential partner agencies, 
including financial partners, operational partners, and/or key stakeholders in Norfolk and the surrounding region. 
As a federally funded program, communication with the Nebraska Dept. of Transportation and compliance with 
state and federal regulations is essential. The General Manager will have the ability to lead, be flexible, and 
advocate for all individuals. The GM will think outside the box, while building and maintaining relationships with 
transportation providers and customers. The GM has the overall responsibility for safe and reliable transportation 
service, employee oversight, management of assets, and financial performance. This position requires an 
innovative and highly motivated person who can work independently.   

Essential Duties and Responsibilities 
The GM works to develop goals and objectives to work towards achieving the strategic direction for the transit 
agency which is set by the Board. The GM leads the management team and employees to achieve safety goals, 
service performance, and financial objectives. They are responsible for identifying and developing business growth 
opportunities in Norfolk and the surrounding region. 

1. Perform a wide variety of responsible managerial duties related to federal/state transit grant funding 
including grant preparation, administration, ensuring compliance and mandated reporting; work closely 
with federal/state agencies as grant and reporting system applications.  

2. Create Partnerships among diverse community organizations in public, private and non-profit sectors. 
Coordinate and host meetings with partners and assure appropriate communications. Effectively 
communicate and coordinate services as the local and regional transportation provider. 

3. Communicates agency mission, strategies, and objectives in an effort to share information and while 
encouraging feedback and input. 

4. Interacts with customers, gathers feedback, and develops enhanced travel options for customers in the 
community and region. 

5. Assure regulatory processes are in place and maintain knowledge of changes to regulations.  
6. Support State, Regional and Local coordination planning and policies for regional partnerships. 
7. Coordinate Marketing and Outreach programs and implement processes for transit programs with 

ongoing review and change based on market research.  
8. The General Manager, in cooperation with the outside accountant firm, shall be responsible for 

maintaining the books and financial records and for preparing the monthly financial statements. Ensures 
adequate internal controls are in place for safeguarding the organization’s assets and the timely and 
accurate recording of financial transactions. 

9. Develops and oversees the annual budget, in cooperation with the Board, including preparation, 
purchasing, capital planning and revenue monitoring.  

10. Leads in the development of short and long-range business plans to increase funding and services.  
11. Assist and support annual audit processes by selected accounting firm. 
12. Review and update Marketing Plan at least every two years.  
13. Research and pursue opportunities for future funding including grants, corporate and governmental 

sponsorships. Ability to successfully write and apply for grants, assuring appropriate reporting 
requirements are met.  

14. Hire, train, supervise, and evaluate employees on the management team, and support the management 
team with personnel decisions. 



15. Prepare the Board Meeting packets and reports as needed. 
16. May drive a bus occasionally. 
17. Other duties as assigned. 
18. Safety sensitive position subject to FTA drug and alcohol testing, including random testing.  

 
Qualifications: Training, Education, Experience – Minimum   

• High School Diploma or GED required. 

• Equivalent experience in relevant field may be considered as substitution for education.  

• Five (5) years’ managerial level experience required. Managerial experience in transit or transportation 
operations preferred.  

• Experience preparing and managing an annual budget   

• Awareness of the regulations related to the Americans with Disabilities Act (ADA)  

• Excellent communication skills. Strong analytical and critical thinking skills.  
• Strong organizational skills and ability to work independently.  
• Proficient use of and working knowledge of Microsoft Office Suite.  
• Demonstrated team leadership and staff development.  

• Ability to establish and maintain effective working relationships with co-workers, and the public, 
and demonstrate cultural awareness and sensitivity.  

• Ability to satisfactorily complete a pre-employment physical, drug screen and background check, 
including credit check. 
 

Qualifications: Training, Education, Experience – Preferred  
• Associate's degree in business administration, public administration, transportation 

management, planning, or three years of related experience for each year of college 
requirement. 

• Experience with and knowledge of bus driving, public transit, non-emergency medical 
transportation, and management of state and federal funding.  

• Experience with Federal Transit Administration regulations related to grant applications and 
grant management best practices. 

• Knowledge of the Nebraska Department of Transportation regulations related to farebox recovery, 
performance reporting, and general provisions.  

• Experience preparing an annual budget and management of federal, state, and local laws, regulations, 
and guidelines for public transportation. 

• Knowledge of the rules and regulations of procurement involving federal, state, and local funds.  

• Experience with and knowledge of bus driving, public transit, non-emergency medical transportation, 
fleet maintenance, and ADA equipment is mandatory.   

• Awareness of the Federal Motor Carrier Safety Administration regulations   

 
Qualifications: Licensure/Certification 

• Must have or obtain a valid Nebraska driver’s license and provide proof of personal driver’s insurance 
within 30 days 

• CDL required within six months of hire date. CDL training, classes, and license paid for by transit agency. 
 

Qualifications: Knowledge, Skills, and Abilities 
• Ability to efficiently interact with members of the public, elected officials, federal, state, local agency 

representatives, and community organizations.  

• Ability to establish and maintain effective working relationships with co-workers, and the public, and 
demonstrate cultural awareness and sensitivity. 

• Ability to utilize critical thinking and problem solving skills to address the agency and public needs. 

• Ability to interpret oral and written instructions and do appropriate follow-up. 



• Ability to work independently and as a team member. 

• Must have exceptional time management and organizational skills. 

• Knowledge of and ability to identify community needs and resources as they relate to transportation, 
human service programs, and employment 

• Ability to analyze complex issues and present results in concise reports and presentations to the North 
Fork Area Transit Board of Directors, local transportation providers and funding partners, and staff 

• Understanding of pertinent Federal and State regulations 

• Proficient in Microsoft Office applications and data base application. 

• Ability to operate standard office equipment including, but not limited to computers, printers, copiers, 
scanner, calculators, facsimile machines, and telephone systems. 

• Must have excellent customer service skills. 

• Preference given to individuals with an understanding of the Norfolk community and the surrounding 
Northeast Nebraska region.  

Working Conditions/Environment 
The work environment characteristics described here are representative of those an employee encounters while 
performing the essential functions of this job. Reasonable accommodations may be made to enable individuals 
with disabilities to perform the essential functions. 

• Ability to work varied and extended hour scheduling as requested including early mornings, evenings, and 
occasional weekends. 

• Ability to work in a smoke-free and drug-free work environment. 

 
Physical Demands 
The physical demands described here are representative of those that must be met by an employee to successfully 
perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions. 

• Maintain physical condition appropriate to the performance of assigned duties and responsibilities, which 
may include sitting or standing for extended periods of time.  

• Ability to lift 20 pounds.  

 
Supervisor Responsibilities 

• Supervises, directs, coaches and develops staff including direct report staff of Operations Manager and 
Administrative Supervisor. Provide assistance to Managers who will supervise Dispatch, Lead Drivers, and 
Drivers and will help obtain the required skills and abilities to act independently in their job assignments.  

• North Fork Area Transit is an equal opportunity employee and will consider all qualified candidates 
regardless of race, color, religion, sex, sexual orientation, gender identity, national origin, age, marital 
status, genetic information, disability, veteran status, political affiliation, or any other protected 
characteristic under applicable law. 

 


