
 
 

 

POSITION DESCRIPTION: 
Toll Operations Manager 

 

 
 

POSITION TITLE:   Toll Operations Manager 
REPORTS TO:   Director of Operations 
SUPERVISES:   Toll Specialist 
FLSA EXEMPTION STATUS: Exempt 
LAST UPDATE:   September, 2017 
 
 
SUMMARY OF PURPOSE: 
 

The Toll Operations Manager manages and oversees the agency’s toll 
operations/functions to include: design and maintenance of the electronic toll collection 
system and toll facilities; management of toll personnel; and coordination of customer 
service issues.  The position also manages and oversees collections, violations 
processing and judicial court relations. 
 

PHYSICAL/MENTAL REQUIREMENTS: 
 

1. Uses personal computer approximately 4-5 hours per day. 
2. Uses telephone and email to communicate with consultants, contractors, co-

workers and others, approximately 5-6 hours per day. 
3. Sits approximately 4-5 hours per day. 
4. Visits construction sites on a regular basis; moves about various construction sites 

to review and assess projects. 
 
ESSENTIAL FUNCTIONS: 
 

1. Directs and oversees the testing, installation and maintenance of the electronic toll 
collection system, in collaboration with the Assistant Director of IT and Toll 
Systems. 

2. Works closely with the Assistant Director of IT and Toll Systems on system 
integrator’s progress and strategic information technology issues. 

3. Manages and oversees FCC licensure for electronic toll collection system tags. 
4. Manages and oversees violation enforcement, including court relations. 
5. Monitors contractors’ performance against contract provisions; works closely with 

contractors and internal/external legal counsel to resolve conflicts and issues, as 
necessary. 



6. Issues sworn complaints at jurisdictional court offices for toll road violations. 
7. Develops, reviews and presents court evidence packets at court hearings. 
8. Travels to various courts to present and file evidence packets. 
9. Provides monthly reports to management regarding relevant court activities. 
10. Assigns staff or attends hearings and generates reports regarding disposition of 

related court cases. 
11. Maintains collaborative, effective working relationships with court personnel. 
12. Makes recommendations to the division director regarding violation enforcement 

policies. 
13. Works collaboratively and effectively with the Texas Department of Transportation 

(TxDOT), North Texas Tollway Authority (NTTA) and Harris County Toll Road 
Authority (HCTRA) regarding customer disputes; researches, negotiates and settles 
customer cases. 

14. Participates in contractual collection agency’s new employee training sessions; co-
facilitates twice-per-year Agent Roundtable training sessions. 

15. Works effectively and collaboratively with contractual collection agency(cies), 
TxDOT, NTTA and HCTRA to identify and resolve operational, customer service, 
and specific customer issues/problems. 

16. Establishes and monitors key performance indicators with respect to customer 
service; assesses quality and performance on a regular basis; makes 
recommendations for action and/or remediation, as appropriate. 

17. Participates in meetings regarding new projects; systems performance, planning 
and maintenance; and contract procurement, performance and modification. 

18. Works collaboratively and effectively with key CTRMA stakeholders, including 
but not limited to customers, other tolling agencies, employees, contractors, the 
public and relevant state/local agencies. 

19. Assists other agencies in the establishment and introduction of their new tolling 
operations. 

20. Assists in the establishment of policies, procedures and business rules with respect 
to toll collections systems, revenue collection and back-office operations. 

21. Performs other duties and requested. 
 
POSITION REQUIREMENTS: 
 

1. Bachelor’s degree in Business, Management or related field. Significant related 
work experience may substitute for Bachelor’s degree. 

2. 5-7 years of experience in a variety of operations role(s). 
3. A minimum of 3 year’s successful experience in managing the overall operations 

of a toll collection program 
4. Excellent analytical skills. 
5. Excellent strategic management and project management skills. 
6. Skills in collaborating with internal and external resources. 
7. Excellent written and verbal communications skills. 
8. 2-3 years’ experience in transportation construction and tolling would be helpful. 
9. Proficient in MS Word, Outlook, Excel and PowerPoint. 
 
 
 



 
The purpose of this position description is to serve as a general summary and overview of 
the major duties and responsibilities of the job.  It is not intended to represent the entirety 
of the job nor is it intended to be all-inclusive.  Therefore, the position may be required or 
requested to perform for the CTRMA other work duties not specifically listed herein. 
 
Management reserves the right to modify, defer or rescind this position description at any 
time, with or without prior notice. 

 
 

APPLICATION REQUIREMENTS: 
 
To apply, please send a cover letter and résumé to: 
 
Central Texas Regional Mobility Authority 
Attention: Mary Temple 
3300 N IH-35, Suite 300 
Austin, TX 78705 
 
Fax: 512-996-9784 
Email:  mtemple@ctrma.org 
 
This position will remain open until filled. 
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