
 
 
 

We’re Hiring a Transportation Manager! 
 

Mary’s Place provides safe and inclusive shelter and services for women, children and families 
on their journey out of homelessness. We operate a women’s day center and several 24x7 
family centers/shelters in King County. We serve hundreds of families–moms, dads, and 
children–providing a safe place for them to be inside and together at night, along with food, 
showers, clothing, and access to housing and employment resources. We believe that no one’s 
child should sleep outside. 
 
Valuing diversity and championing equity are core values at Mary’s Place. Mary’s Place is an 
equal opportunity employer with a culturally diverse work environment and a commitment to 
social justice. 

 
Position Description 
 

We are seeking a passionate individual with exceptional organizational skills to join our team at 
Mary’s Place as our Transportation Manager. Under the supervision of the Director of 
Operations, the Transportation Manager is responsible for coordinating the Mary’s Place fleet 
and drivers.  
 

Key Responsibilities 
 

 Identify and execute transportation strategy in anticipation of the organization’s evolving 
transportation needs.  

 Create and maintain an up-to-date and fluid dispatch system for van drivers that covers 
shelter deliveries, special events, donor pickups, meal program assistance and other 
needs 

 Manage weekly schedule that covers all pick-ups and deliveries to ensure adequate 
driving coverage for all needs; distribute schedule to appropriate parties, providing 
updates as needed.  

 Oversee Mary’s Place fleet, ensuring all vehicles are up to date in maintenance, repair, 
tabs/permits, tracking systems and toll passes.   

 Work closely with Food Service Manager and In Kind Manager to coordinate and assist 
with pick-ups and deliveries that support the programs, and are loaded into sorting 
facilities properly 

 Supervise drivers and maintain high level of customer service. Manage traffic infractions 
and apply policies 

 Monitor driver performance with weekly check-ins and annual reviews for all drivers. 

 Conduct regular safety trainings and periodically evaluate and identify drivers for re-
training as necessary.  



 Train and orient new drivers on driving procedures, safe loading procedures, including 
communicating safety issues, Federal DOT regulations, completing all relevant 
paperwork and policies regarding safe vehicle operation. 

 Attends staff meetings 

 Serves as primary contact for transportation related issues 

 Other duties as assigned 
 

 

Skills/Qualifications Required 
 

 High school diploma and minimum of seven (7) years licensed driving experience, with three (3) 

years of commercial driving experience preferred, or an equivalent combination of education and 

experience sufficient to perform the essential functions of the job. 

 Must understand and keep current on DOT regulations. 

 A valid WA State driving license and current WA State driving abstract required with no serious 

traffic infractions in the past five years. 

 Exceptional time management and organizational skills  

 Proven ability to multitask, set priorities and meet deadlines 

 Ability to work successfully in a collaborative, team-oriented organization  

 Clear understanding and alignment with Mary’s Place’s mission  

 Must work well with a diverse group, exhibiting a high level of compassion and empathy 

 Highly motivated and resourceful; possessing a positive attitude and sense of humor, 
even under pressure  

 Ability and willingness to work a flexible schedule as needed  

 Able to proficiently speak, read, write, and understand English. *Additional languages 
highly desired  

 Proficiency with Microsoft Office applications  

 

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. 

 While performing the duties of this job, the employee is regularly required to talk and 
hear. 

 The employee is frequently required to stand, walk, use hands to finger, handle, or feel, 
type, and reach with hands and arms; and requires the ability to occasionally push, pull, 
lift and/or carry supplies up to 50 pounds. 

 The employee is required to perform physical and repetitive motions 

 Work takes place in a social services environment where long periods of siting, working 
on a computer, walking to various work areas, going up and down stairs, and standing 
are required. 

 Travel to program sites and meetings outside the office and around the county are 
necessary. 

 Efforts like attention to detail, interacting with others in-person and through email, using 
critical thinking skills to strategize, develop and implement business plans, create and 
edit documents, listen and participate verbally at meetings. 



In compliance with the ADA Amendment Act, should you have a disability that requires 
assistance and/or reasonable accommodation with the job application process, please contact 
the Human Resources department. 

Qualified individuals must be able to perform the essential duties of the position with our without 
accommodation. A qualified person with a disability may request a modification or adjustment to 
the job or work environment in order to meet the physical requirements of the position. Mary’s 
Place will attempt to satisfy requests as long as the accommodation needed is reasonable and 
no undue hardship to Mary’s Place would result. 

 

Details 

This position is full-time requiring some weekends, evenings, and holidays. Compensation is 
$38,000-42,000 + benefits, DOE. In addition, Mary's Place offers the following benefits to full-
time staff: 

 Medical and dental insurance with the cost for core employee coverage paid at 100% by 
the company and competitive family rates  

 Unlimited use ORCA pass for a small deduction per pay period  

 10 days paid time off (PTO) each calendar year (accrued by pay period)  

 10 days of sick time each calendar year (accrued by pay period)  

 9 paid holidays (8 designated company holidays and 1 day of choice)  

 Employee Assistance Program  
 

How to Apply 
Applications are accepted until the position is filled. Please submit cover letter and resume 
liz@marysplaceseattle.org. No calls please. Only applicants that receive an interview will be 
contacted. 
 

Mary’s Place is an Equal Opportunity Employer.  

 
 
 
 
 

 


