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POSITION SUMMARY 
Under limited supervision of the Planning Manager, this technical position provides 
assistance and recommendations for planning, development, implementation and 
maintenance of service delivery work for the Minnesota Valley Transit Authority 
(MVTA), which includes the cities of Apple Valley, Burnsville, Eagan, Prior Lake, 
Rosemount, Savage, and Shakopee located in the southern suburbs of the Twin Cities. 
The primary tasks of this position are to provide transit review, develop service, analyze 
and interpret data; to produce transit schedules; and to coordinate transit needs of both 
city residents and businesses.   
 

JOB DUTIES OR ESSENTIAL FUNCTIONS 
The essential functions of the position include, but are not limited to the following: 

 Works in consultation with the Planning Manager to plan, review, and coordinate 
implementation of transportation-related developments, studies, reports, or other 
transit activities. 

 Conducts research and analysis that guides service evaluations while applying a data-
driven, technical approach. 

 Collects and interprets data on route performance. 
 Assists in generating reports for local, regional, and federal entities such as, year-end, 

and grant-required reports.  
 Assists in achieving federal approval of MVTA's Automated Passenger Counter (APC) 

system for use in reporting to the National Transit Database. 
 Compiles and interprets ridership, route performance, automatic vehicle location (AVL), 

APC, and other related data to measure and evaluate planning policies and priorities. 
 Conducts route analyses to guide service evaluations using ride-alongs, ridership data, 

road checks, and other methods as needed. 
 Makes recommendations regarding service improvements/expansion that are 

supported by research, documentation, or other established criteria. 
 Investigates and works in coordination with other MVTA departments to evaluate 

requests for service changes. Assists with service change process including describing 
service changes, updating maps, and preparing new bus and route schedules using GIRO 
Hastus scheduling software.   

Job Title:  

Transit Planner  

Reports To: Supervisory Responsibilities:  FLSA Status:  

Planning Manager None  Exempt 

Bargaining Unit: N/A Effective Date:   

 1/1/2017 
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 Reviews MVTA routes and operations for opportunities to better serve the community, 
adapt to changing demands, and increase ridership. 

 Oversees that transit schedules are published according to the timetables established by 
MVTA.  Assists in updating and keeping documentation current. Coordinates service 
change process to allow sufficient time for training and implementation. 

 Analyzes vehicle loads and performs destination sign updates.  
 Creates detailed maps reflecting transit information to ensure route accuracy, convey 

details, or respond to special requests. 
 Assists with implementing and testing planning software systems, including GIRO Hastus 

scheduling software upgrades, Geographic Information System (GIS) updates, and 
MVTA's ridership database which uses Microsoft Access. 

 Assists in the preparation of regional funding applications as needed. 
 Represents MVTA on various technical committees and other working groups. 
 Compiles and analyzes information such as population economic growth estimates, 

demographic, housing transportation and land-use data to support future planning 
policies and priorities. 

 Performs other duties as assigned or as apparent.  
 

MINIMUM QUALIFICATIONS 
To perform this position successfully, an individual must be able to perform each essential 
function satisfactorily. The requirements listed below are representative of the formal 
education, experience, and training required. 

 

Education 
Bachelor’s Degree in Urban, Regional, or Transportation Planning, Geography, 
Architecture, Public Policy or closely related field. Master’s Degree preferred. 
 

Experience 
Two (2) years of general planning or related experience.  

 

Trainings, Certificates, Licenses, and Knowledge 
 Valid MN Driver’s License or ability to obtain MN Driver’s License and ability to transport 

self to off-site locations for meetings and business related activities 
 Training in Geographic Information System (GIS) software  
 GIRO Hastus or other similar scheduling software experience 
 Knowledge and practical familiarity with the Twin Cities metropolitan geography 
 Effective and convincing written, verbal, and presentation skills 
 Ability to adapt to new and changing technologies 
 Strong interpersonal skills, especially when working with diverse groups such as 

customers, elected officials, or other governmental agencies 
 Demonstrated ability to work independently and prioritize workload to meet required 

timelines in an accurate and complete manner  
 Strong understanding of transit planning practices as it relates to bus operations, 

ridership analysis, land use integration, and transit advocacy is desirable 
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RESPONSIBILITY 
 

Supervision 
Limited supervision is provided while performing the normal duties of this job. 
This position exhibits no formal supervisory responsibilities but may coordinate work 
with other individuals as a team member. 

 

Impact 
While performing the normal duties of this job, this position’s work affects the overall 
efficiency and image of the organization. 

 

REQUIRED PHYSICAL ABILITIES AND WORK CONDITIONS 
The physical demands and work conditions described here are representative of those that 
must be met by an individual to successfully perform the essential functions of this job. 
Reasonable accommodations may be made to enable individuals with disabilities to perform 
the essential functions.  

 

Hazards 
While performing the duties of this job, this position may occasionally climb 3 to 6 steps, 
stand, walk, lift and carry up to 5lbs., hear, and drive. This position may frequently talk, 
and continuously finger/enter data/keystroke. 
 

While performing the duties of this job, this position will use close vision, far vision, and 
color vision. 
 

While performing the duties of this job, this position will use their right and left hand for 
simple handling or grasping. 

 

Surroundings 
While performing the duties of this job, this position will experience exposure to inside 
environmental conditions, exposure to outside environmental conditions, and work 
around moving mechanical parts. 
 

The office for this position is located at the Burnsville Bus Garage, 11550 Rupp Drive, Burnsville, 
MN 55337. MVTA work hours are typically 8:00 to 4:30 pm, Monday through Friday. This 
position requires flexibility to work additional hours to attend and present information at 
meetings and public events that take place outside of typical business hours. 
 


