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Position: Driver, TMP Operations / Dispatch Supervisor
Section: Transportation 
Employment Type: Full Time
Starting Salary Range: $ 33.39
Benefits: Benefits will be as negotiated in the CBA
Experience: Yes
Start Date:  1 June 2026

Summary:
The Driver, Heavy Supervisor is responsible for the overall supervision of the TMP inclusive of Dispatch and Driver operations.  This is a working supervisor position that also supports vehicle operations as required.
Duties: 
Essential Functions of the Position
· Provides oversight and supervision of the TMP Dispatch and Driver Operations
· Reviews timecards, approves leave schedules
· Provides bus/truck and driver support. The driver supervisor could transport personnel, cargo, and/or correspondence and will use the minimum size vehicle suitable for a particular mission.
· Stocks fuel and POL (e.g., motor oil, unleaded and diesel fuels, transmission and power steering fluids, brake fluid, antifreeze and JP8 at Remote Camps) at the TMP for issuance to operators of vehicles as required.
· Operates MHE for loading/unloading and coordinate, perform, and monitor loading/unloading to verify that equipment is loaded/unloaded in accordance with the load/unload plan.
· Maneuvers trucks into loading or unloading positions, following signals from loading crew and checking that vehicle and loading equipment are properly positioned.
· Reports vehicle defects, accidents, traffic violations, or damage to the vehicles.

· Work directly with General Clerk III in contacting vendors, Schedule Movement Requests, and assigning Drivers to Movement Request while considering safety requirements and operational timelines.
 
· Prosses Movement Requests into the appropriate system and tracking all Drivers time and miles driven for each Movement Request.
 
· Provides driver support to include: Provide general administrative support of the Driver Heavy team members, assist with the transport of personnel, cargo, and/or correspondence and will use the minimum size vehicle suitable for a particular mission.
 
· Maintain accountability of all vehicles and equipment assigned for completing Movement Request operations. Also conduct regular inventories of keys for the assigned vehicles and equipment.
 
· Reports vehicle defects, accidents, traffic violations, or damage to the vehicles.
 
· Maintain accountability and issue date authorization of all Transportation Motor Pool State and Federal transportation documents and permitting to include over-weight and height permitting.
 
· Ensure all vehicles parked in the TMP vehicle lot are locked and secured at the close of business.
 
· Assist with General Clerk III operations as needed to ensure continued operations and timely data entry of Transportation Motor Pool operations to include but not limited to: Dispatching, Conducting procurement operations for the contract, receiving Movement Requests from the customer, and processing accident reports.
 
· Responsible for government furnished tools assigned to the Motor Pool department to include maintaining physical security requirements, accountability, inspecting, maintaining, and requesting replacement and/or additional tools. Following management approved Tool Control procedures.
 
· Having a current and maintaining a class "A" CDL license with Hazmat endorsement is preferred but not required. Depending on operational requirements it may become a requirement of this position to obtain a class "A" CDL and it may become a requirement to obtain Hazmat endorsement.
 
· Perform other relevant duties as assigned.


Qualifications:

Supervisory Responsibilities
· Provides oversight and supervision of the TMP Dispatch and Driver Operations
· Reviews timecards, approves leave schedules

Demands
· Required to walk, stand, sit and move about the property for long periods of time.
· Ability to lift and/or move up to 50 pounds.

Work Environment

· Indoor/Outdoor; exposure to external environmental conditions possible.
· Noise level can range from minimal to intense.
Minimum Qualifications

· Must have at least 1 year TMP operations experience 
· Must have at least 1 year vehicle and driver dispatcher experience
· Must maintain clean driving record and valid state driver license.
· Previous work-related skill, knowledge, or experience.
· Must be able to speak, write, read, and understand English.
· Have held a valid driver’s license for at least 3 years.
· Must be skilled in use of various office automation, hardware, and software components and packages (e.g., word processing, electronic mail, schedulers, spreadsheets, databases, tables and graphs).
· Must possess knowledge of the principles, methods, practices, and techniques of written and verbal communication. 
· Must be skilled in communication techniques to gather and disseminate information and communicate problems and results.
· Must have the ability to work well with others and manage multiple tasks, with good organizational skills.
· Must have ability to handle contracts with internal and external constituents through a variety of situations with diplomacy and tact, in a professional, courteous, and helpful manner.


Security Requirements
· Must be a US Citizen.
· Must undergo a background check.
· Must be able to obtain a Common Access Card (CAC) and work the assigned shift hours.

· Must have experience providing similar services for an office of relative stature.

Physical Requirements: 
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. 
Must be able to sit or stand for long periods of time, talk on the telephone, work on a computer for extended periods of time. Must possess visual acuity to review written documentation; ability to hear and understand speech at normal room levels and on the telephone; and the manual dexterity to operate a cell phone, handheld radio, telephone and keyboard.
Work Environment: 
Work environment characteristics 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. 
Gemini Tech Services is an Affirmative Action/Equal Opportunity Employer Minority/Female/Disabled/Veteran.  We are committed to a multicultural environment and strongly encourage applications from women, minorities, veterans, and persons with disabilities.  GTS hires only individuals authorized to work in the United States
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