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THE LONG ISLAND RAIL ROAD 
 OFFICE OF THE CHIEF STATIONS OFFICER  

 

DATE: 5/1/2019 

TO ALL CLERICAL EMPLOYEES: 

We will be accepting resumes for the appointed position of the Supervisor – Ticket 
Stock.  Please email resumes to Tim Hughes, Director Ticket Selling and Technology, 
at thughes@lirr.org by 5pm Friday May 10, 2019. In the subject line on the email write 
“Submission for position of Supervisor – Ticket Stock.”                          . 

 

 

Position No.     Permanent   Supervisor – Ticket Stock (P 402) 

 

Location:       HSF (primary) 

 

Tour of Duty:       6:00 A.M. – 2:00 P. M. 

 

Rate of Pay:       $42.462 

 

Rest Days:       Saturday/Sunday 

 

Major responsibilities: 

 Ordering and distribution of all LIRR ticket stock sold by all ticket offices, TVMs, TOMs and 
Trainmen. 

 Filling ticket stock orders for Penn Station Ticket Office. 
 Control of the railroad’s ticket stock depository in Penn Station.  Assist with Automated 

Ticket Stock in HSF, as required. Assist Terminal Managers with Penn Station stock issues. 
 The stocking and distribution of Trainmen and Ticket Remittance Facility supplies, including 

all trainman duplex tickets, seat checks and trainmen envelopes. 
 Assist Agents, MTA Police, MTA Audits and others with ticket investigations and issues. 
 Ordering, distribution and usage tracking of pre-valued MetroCards. 
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 Assist in preparation of specifications and bid reviews.  Coordinate stock deliveries.  Must 
establish effective communication with vendor representatives.  Ensure that stock meets 
contract specifications and quality controls.  Ensure contract dollar caps are not exceeded. 

 Computerized tracking of ticket stocks to ensure an adequate supply at all times, and 
compare deliveries to releases and invoices.   

 

Other responsibilities: 

 Learn and become qualified in the use of the Module Tracking / Ticket Stock features for 
Ticket Selling Machines (Training will be provided for these functions). 

 Use of Ticket Stock Control system for TSMs for the following functions: 
 Receipt for new ticket stock, preparation of shipping and return manifests. 
 Receipt of ticket magazines from RIC and re-filling ticket magazines with Joint Fare 

Cards. 
 Use of Module Tracking functions for ticket stock control functions. 

 

Requirements - the applicant should be knowledgeable with: 
 Ticket selling procedures and documentation. 
 Personal computer software; in particular Microsoft Excel and Microsoft Word. 
 PRA mainframe system. 
 PLS mainframe procurement software and LIRR’s procurement process. 
 All Ticket Office Selling procedures, especially Penn Station ticket selling procedures. 
 Printing techniques and technology. 
 








































