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Internal Job Posting (VVTA and Keolis): 8/27/2026 – 9/9/2026 
Position: Transit Information Clerk
Department: Operations 
Reports to: Operations Manager 
Location: 17150 Smoke Tree, Hesperia, CA 92345
Employment Status: Full Time
FLSA Classification: Non-Exempt - Hourly
Work Schedule: On-Site  
Hourly Base Rate: $23.17 - $24.60 (commensurate with experience)

Drive Your Career Forward with Victor Valley Transit Authority (VVTA)!
At Victor Valley Transit Authority (VVTA), we don’t just move people, we move communities forward. Our commitment to quality, efficiency, and responsiveness ensures that every ride is a dependable experience, enhancing mobility and access for all.
As an employer, we value our people as much as we value our mission. We offer work-life balance, so you can thrive both personally and professionally. Our rewarding compensation and benefits support financial and personal well-being, ensuring every employee feels appreciated. We foster a family-oriented organizational culture, prioritizing employee morale and leadership that actively nurtures a positive workplace. And when it comes to growth, we empower our team with career opportunities that spark pride, encourage development, and allow you to serve the public in meaningful ways.
Join us, and be part of an organization that drives impact, innovation, and connection every day. VVTA, a career that moves you.
BASIC PURPOSE AND PRINCIPAL RESPONSIBILITIES:
Assists in providing accurate and accessible transit information to the public through the distribution and maintenance of VVTA bus schedules, informational materials, and bus stop signage throughout the service area. 
Responsibilities include monitoring and replenishing VVTA schedules and other printed informational materials at designated distribution locations; maintaining an accurate inventory of distribution locations and materials; installing, relocating and removing schedule distribution kiosks as needed; monitoring printed-material inventory levels and notifying Customer Service when re-orders are required. 




The Transit Information Clerk is also responsible for printing bus stop decals and preparing and installing bus stop signage at designated locations; maintaining accurate records and inventories of bus stop signage locations; and updating, replacing, or removing signage as service changes require. 
SUPERVISION RECEIVED AND EXERCISED:
Works under the general direction and supervision of the Operations Manager in the day-to-day duties and indirectly to the Chief Operating Officer.

EXAMPLES OF DUTIES AND RESPONSIBILITIES:
· Delivers and replenishes schedules and informational materials at locations with VVTA schedule kiosks
· Makes recommendations on new kiosk orders or replacements
· Maintains inventory of schedules stocked in information kiosks
· Visits new activity centers regarding the provision of VVTA transit information
· Update bus stop signage and transit tubes
· Delivers fare media as needed
· Coordinates with VVTA Planning, Marketing, and Customer Service staff on transit service information changes and related print materials to be stocked and signage needs
· Performs other duties as assigned.

MINIMUM QUALIFICATIONS:
Education and Experience:
A combination of education, experience, and training that would provide the required knowledge, skills, and abilities:
· A minimum of a high school diploma or GED combined with 2-3 years of general office, clerical or customer service plus field work.

Knowledge of:
· VVTA service area streets and roads
· Inventory control procedures.

Ability to:
· Read, write, and understand maps and directions
· Communicate effectively and politely with the public

Skill in:
· Safely and effectively operating a vehicle
· Inventory management
· Installation of signage

License or Certificate:
Possession of a clean and valid California driver’s license is required at the time of appointment. 



WORK ENVIRONMENT:
Physical Skills:
Ability to work in the field in various weather elements experienced in the Victor Valley area along with mobility to work in a typical office setting. Physical ability to walk, stand, intermittently kneel, crouch, stoop, squat, twist, in addition to maintain sustained posture in a seated position for prolonged periods of time; dexterity to write in order to communicate through written means; vision to read printed materials; hearing and speech to communicate in person, over the telephone and interact with the public; lift and carry 50-pound boxes, files, and materials.  
Work Environment:
Work in a standard office setting and in the field.
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