
 

 
CTtransit 

Human Resources Department 
PO Box 66, 100 Leibert Rd. 

Hartford, CT  06141 
860-522-8101 

http://www.cttransit.com/  

PLEASE VISIT 
http://www.cttransit.com/careers 

TO APPLY FOR ALL 
OPENINGS 

 

Employment Opportunities as of Thursday, August 31, 2017 
 

CTtransit is an Affirmative Action/Equal Opportunity employer and strongly encourages the applications 
of women, minorities, and persons with disabilities 

 
Job Title Job Type Salary Issue Date Closing Date 

Auto Body Technician 3rd Shift - Hartford Full-Time $29.47/Hour 07/26/17 TBD 

Department: 
Maintenance 

Job Description: 
Heavy-duty Auto Body Technician to perform  all body work needed on CTtransit's fleet of buses.  
 
Work Schedule: 
Tuesday - Saturday 11:00pm - 7:30am (Sun / Mon off) 
  

Examples of Duties: 
Heavy-duty Auto Body Technician to perform  body, frame, window repairs and defects to buses along with prepare for paint and refinish.  
Other appropriate duties as assigned by the Maintenance Supervisor. Operate buses on property and for road tests. 

 
Qualifications: 
High School Diploma/GED, valid driver license (CDL license is required and must be obtained within 90 days of employment) and three (3) 
years of heavy duty fleet work related experience.  Must be certified in respirator use. Must be able to successfully complete all company and 
factory provided training courses.  Auto Body experience, fabrication and welding experience required (TIG welding is a plus).  A full set of 
hand tools is required to perform all assigned duties.  Specialized schooling may be substituted for a portion of the work experience. 

 
How To Apply: 
Please visit our website at http://www.cttransit.com/Careers/ to complete the on-line application. 

Building Maintainer (HVAC Preferred) 2nd Shift - Hartford Full-Time $31.83/Hour 08/29/17 TBD 

Department: 
Maintenance 

Job Description: 
Performs tasks in facility maintenance to include but not limited to:  inspection, diagnosis, preventive maintenance, repair, replacement and 
installation of facility equipment.  Other trade work to include but not limited to:  roofing, masonry, painting and carpentry.  Emergency call 
in for repairs and snow removal work may be required.  Other appropriate duties as assigned by the Director of Facilities, Assistant 
Superintendent of Facilities, Crew Leader, and Maintenance Supervisor. 
 
Work Schedule: 
Tuesday - Saturday 3:00pm - 11:30pm (Sun / Mon off) 
 

Qualifications: 
1.     Minimum possession of a High School Diploma/GED.  
2.     A valid and current Connecticut HVAC Trade License D-2 or higher, with five (5) years of full time experience working as a licensed 
        tradesman in HVAC is preferred.  Other trade licenses will be considered.  Example: P-2, B-2, E-2 or higher with 5 years of full time 
       experience working as a licensed tradesman. 
3.     Five (5) years of experience working in Building Facility Maintenance full-time. 
4.     Basic skills and knowledge of facility mechanical systems including but not limited to HVAC, plumbing, electrical, hydraulic, pneumatic 
        and fluid transfers systems. 
5.     Basic skills in carpentry, painting, masonry and snow plow / snow removal. 
6.     Basic knowledge working with a CMMS (computerized maintenance management system). 
7.     Good written and organization skills to complete and maintain forms, lists and other documents. 
8.     Basic computer skills 
9.     A valid Commercial Driver's License (CDL) is required for this position and must be obtained within 90 days of employment. 
 

http://www.cttransit.com/careers
http://www.cttransit.com/Careers/


How To Apply: 
Please visit our website at http://www.cttransit.com/Careers/ to complete the on-line application. 

Cleaners - Hartford Full-Time $19.19/Hour 08/31/17 9/17/17 

Department: 
Maintenance 

Job Description: 
Performs all cleaning duties on revenue and non-revenue vehicles, buildings and grounds.  Perform all other cleaning duties as assigned by 
Maintenance Supervisors. 
 
Work Schedule: 
Shifts to be determined 

 
Examples of Duties: 
Operate buses through the service lane and bus wash, operate walk behind and riding type floor scrubbers and sweepers.  Ability to 
understand written and oral instructions and maintain records of work in progress. 

 
Qualifications: 
 Must have HS Diploma/GED & valid Drivers License (CDL Preferred).  Work related experience in cleaning and servicing vehicles or other 
industrial equipment is a plus. 

 
How To Apply: 
Please visit our website at http://www.cttransit.com/Careers/ to complete the on-line application. 

Customer Service Rep (Part-Time) - New Haven Part-Time $18.72/Hour 08/18/17 09/01/17 

Department: 
Customer Service 

Job Description: 
Provides top-notch service, route and schedule information to transit passengers. Provides backup to the Sales Outlet operation. 
 
Work schedule will include weekends and nights, weekdays and holidays as needed. 

 
Examples of Duties: 
1.     Provides detailed bus transit service information to the public including but not limited to bus routes, schedules, bus stop locations, 
        transfers, bus identification, passenger fares and other company policies.  Transit schedules and other user informational aids are 
        given out as requested. 
2.     Documenting and responding to passenger complaints, suggestions, and requests for service changes. 
3.     Booth operations include monthly bus pass, ticket and token sales to the public.  Operate an electronic cash register, balance sales 
         receipts against cash received and complete related clerical work as required.  A high degree of financial accuracy is necessary. 
4.     Will be expected to work varying shifts and times, including on normal days off, weekends, holidays and coming in early or staying 
        late when it is deemed necessary. 
5.     Work cooperatively with all levels of personnel and maintain good public relations. 
6.     Attends in-service training, seminars or other opportunities for professional development as made available by the Agency.  Provides 
        training for Agency personnel as required.  Actively participates in staff meetings, trainings, etc. 
7.    Has thorough working knowledge of Agency policies and procedures. 
8.    Other duties and responsibilities as assigned. 
 

Qualifications: 
1.     Minimum possession of a High School Diploma/GED.  
2.     One (1) year of office experience with emphasis on telephone operations and public contact preferred.  Knowledge of region is 
        preferred. 
3.     Must have a pleasant personality and posses excellent listening and communication skills along with the willingness to work well with  
        the public. (Bilingual is a plus). 
4.     Must have the ability to quickly learn bus routes and schedules.  Must be able to operate an electronic cash register and balance sales 
        receipts accurately. 
5.     A good work record is essential. 
6.     Basic knowledge of software programs (word processing, spreadsheet and database), Internet applications and utilization of all 
        relevant office equipment.  The ability to learn quickly internal software programs.  Must be able to handle confidential information. 
7.     Ability to work both independently and in a team environment. 

 
How To Apply: 
Please visit our website at http://www.cttransit.com/Careers/  to complete the on-line application and attach a cover letter and resume. 
 
 

http://www.cttransit.com/Careers/
http://www.cttransit.com/Careers/
http://www.cttransit.com/Careers/


Customer Service Rep (Part-Time) - Stamford Part-Time $18.72/Hour 08/18/17 09/01/17 

Department: 
Customer Service 

Job Description: 
Provides top-notch service, route and schedule information to transit passengers. Provides backup to the Sales Outlet operation. 
 
Work Schedule:   
Wednesday & Thursday 12:30pm - 6:30pm, Friday & Saturday 6:30am - 12:30pm. May be required to work additional hours as needed. 

 

Examples of Duties: 
1.     Provides detailed bus transit service information to the public including but not limited to bus routes, schedules, bus stop locations, 
        transfers, bus identification, passenger fares and other company policies.  Transit schedules and other user informational aids are 
        given out as requested. 
2.     Documenting and responding to passenger complaints, suggestions, and requests for service changes. 
3.     Booth operations include monthly bus pass, ticket and token sales to the public.  Operate an electronic cash register, balance sales 
         receipts against cash received and complete related clerical work as required.  A high degree of financial accuracy is necessary. 
4.     Will be expected to work varying shifts and times, including on normal days off, weekends, holidays and coming in early or staying 
        late when it is deemed necessary. 
5.     Work cooperatively with all levels of personnel and maintain good public relations. 
6.     Attends in-service training, seminars or other opportunities for professional development as made available by the Agency.  Provides 
        training for Agency personnel as required.  Actively participates in staff meetings, trainings, etc. 
7.    Has thorough working knowledge of Agency policies and procedures. 
8.    Other duties and responsibilities as assigned. 
 

Qualifications: 
1.     Minimum possession of a High School Diploma/GED.  
2.     One (1) year of office experience with emphasis on telephone operations and public contact preferred.  Knowledge of region is 
        preferred. 
3.     Must have a pleasant personality and posses excellent listening and communication skills along with the willingness to work well with  
        the public. (Bilingual is a plus). 
4.     Must have the ability to quickly learn bus routes and schedules.  Must be able to operate an electronic cash register and balance sales 
        receipts accurately. 
5.     A good work record is essential. 
6.     Basic knowledge of software programs (word processing, spreadsheet and database), Internet applications and utilization of all 
        relevant office equipment.  The ability to learn quickly internal software programs.  Must be able to handle confidential information. 
7.     Ability to work both independently and in a team environment. 

 
How To Apply: 
Please visit our website at http://www.cttransit.com/Careers/  to complete the on-line application and attach a cover letter and resume. 

Purchasing Representative (Part-Time) - Hartford Part-Time Admin C 08/29/17 TBD 

Department: 
Purchasing 

Job Description: 
Provides administrative support for the Purchasing Department; completes the ultimate steps of processing invoices.  
 
Work Schedule: 
Tuesday, Wednesday & Friday 8:00am - 2:30pm (May be required to work additional hours as needed) 
  

Examples of Duties: 
1. Provides final review of invoices before sent to Accounts Payable (A/P) for payment.  Creates a checklist of all invoices contained in 

A/P packages.  Creates and updates AFE spreadsheets, verifying that AFEs are within allocated dollar amounts.  Completes analysis 
of all invoicing and entries pertaining to bulk fluids.     

2. Provides secretarial and administrative assistant duties for the Purchasing Department, including faxing purchase orders, 
completes reports (as requested), sets up meetings, copying and distribution, setting up and maintaining departmental files and 
records of a confidential nature and other related administrative duties some of which are confidential.    

3. Manages the in-house office supply room, inventories and fills orders on an as needed basis from co-workers.  Stocks Copy Room 
office supplies on an as needed basis.  Oversees the contract for on-site nurse care, setting dates on site and approving invoices. 

4. Work cooperatively with all levels of personnel. 
5. Attends in-service training, seminars or other opportunities for professional development as made available by CTtransit.  Provides 

training for CTtransit personnel as required.  Actively participates in staff meetings, trainings, etc. 
6. Has thorough working knowledge of CTtransit policies and procedures. 
7. Other duties and responsibilities as assigned. 

 

http://www.cttransit.com/Careers/


Qualifications: 
1. Graduation from High School or attainment of a satisfactory score on the GED exam.  Two (2) years of experience, preferably in the 

fields of accounting or other related work.  Experience in the field of accounting and/or accounts receivable/payable is highly 
desirable. 

2. Additional specialized training in secretarial skills, accounting, office computer operations or other relevant areas is a plus and may 
be substituted for a portion of the work experience requirement. 

3. Familiarity and knowledge with excel is an extreme asset.  Ability to type clean copy on a computerized word processing program 
is desirable.  Interpersonal and telephone skills are a must. 

4. The ability to communicate and work effectively with the general public, outside agencies, private vendors and other employees at 
all levels throughout CTtransit. 

5. Ability to learn procedures that require a high degree of detail, responsibility, accuracy, timeliness and precision. 
6. Valid drivers' license and the ability to be insured by our insurance company throughout employment.  Individual may be required 

to travel in the course of their daily work. 
7. Proficient in software programs (word processing, spreadsheet and database), Internet applications and utilization of all relevant 

office equipment.  The ability to learn quickly internal software programs.  Must be able to handle confidential information. 
8. The ability to prioritize projects and to work both independently and in a team environment. 
9. A good work record is essential. 

 
How To Apply: 
Please visit our website at http://www.cttransit.com/Careers/  to complete the on-line application and attach a cover letter and resume 

Technicians - Hartford Full-Time $29.27/Hour 06/05/15 TBD 

Department: 
Maintenance 

Job Description: 
Heavy-duty technician (diesel preferred) to perform maintenance on CTtransit's fleet of buses.  
 
Work Schedule:   
Shifts to be determined 

 
Examples of Duties: 
Duties include to diagnose & correct mechanical problems in hydraulics, electrical systems, A/C, air brakes & bus mechanic systems.  
Operate buses on property and for road tests, also required to respond to service calls for breakdowns while buses are in service. 
  

Qualifications: 
High School Diploma/GED, valid driver license (CDL license is required and must be obtained within 90 days of employment) and three (3) 
years of heavy duty fleet mechanic experience (diesel preferred).  Specialized schooling may be substituted for a portion of the work 
experience. 

 
How To Apply: 
Visit our website at http://www.cttransit.com/Careers/ to complete the on-line application. 

 

http://www.cttransit.com/Careers/
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