
 Lot 297 Thomas Street North Cummingsburg 

                                                                            Email: cyrilstaxiservice.8@gmail.com 

                                                                                                   Tel: (592) 226-6300 

 

Purpose of Job Closing date for Applications: February 28,2020 

The Employee will be responsible for the dispatching activities to be provided to the Company particularly the acceptance, processing, 

and effective coordination toward the allocation (dispatch, dispensing, and maneuvering) of all vehicles on a timely basis.    

Major Responsibilities 

 Coordinating all transportation demands of all general use pool vehicles and drivers. 

 

 Maintaining any and all regular and routine passenger vehicle pick-up and drop-off service schedules, e.g. airport shuttle vehicle, 

etc. 

 Maintaining a dispatch order log, recording movements of vehicles/drivers/passengers, and tracking the movement of all 

vehicles on a continual basis. 

 Ensure proper and timely notification of all Near Misses, and Motor Vehicle Accidents (both Minor and Major)  

 Collecting all daily vehicle checklists and data as required for KPI's. 

 Reporting all vehicle faults to the Company's Ground Transport personnel. 

 Undertaking any tasks associated with operation of the General Use Pool as determined necessary by the Fleet Operations 

Supervisor. 

 Partaking in all aspects of Fleet Data provision and fuel management under the supervision of the Contract Service Manager, 

and the Ground Transport Supervisor. 

 Working closely with the Company Fuel Coordinator to ensure accuracy of analysis and good quality of all documents required 

by company. 

 Interfacing with all personnel for data collection. 

 Vehicle Dispatcher(s) should possess high skills in the use of Radio and Telephone equipment including the use of cellular 

telephones 

 Vehicle Dispatcher(s) should possess basic computing skills to include use of personal computers and Microsoft software 

applications such as Word and Excel. 

 Passes in 5 subjects CXC including English, EDPM and Mathematics 

 At least one (1) year experience in a related field. 

 Willing and able to work flexible shifts. 

 Live within the Georgetown environs (preferably, however, not a criteria) 
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