Job Description

Job Title/Department: 
Assistant Director




Transportation Department

Report to:


Director of Transportation

Wage/Hour Status:

Exempt
     

Updated: 6/08
__________________________________________________________________
Primary Purpose:  

Supervise and evaluate the day-to-day activities and work output of all the
employees assigned to a transportation center. Provide leadership and direction
of all employees at a transportation center to effect safe and on time transport
of students and SISD employees.
Qualifications:

Education/Certification:
High School Graduate or GED

Class “B” CDL with P & S endorsements

State School Bus Driver Certification Course

TAPT Official Certification preferred

Special Knowledge/Skills:
Ability to direct and schedule personnel

Knowledge of legal issues of interviewing, hiring, performance evaluation, discipline and termination preferred 
Computer literacy, preferably in word processing and spreadsheets
Effective telephone and communication skills

Proficient map reading skills

Excellent interpersonal and supervisory skills

Ability to handle conflict resolution

Knowledge and understanding of all phases of student transportation

Strong organizational skills
Experience:
Five years of demonstrated leadership skills, including the ability (written and
oral) to interview, counsel and communicate with other employees and patrons
Extensive knowledgeable of Spring ISD procedures

Major Responsibilities and Duties:
1. Supervises the department training program
2. Supervises the selection, hiring, assignment and evaluation of school bus drivers
3. Complies with local, state and federal regulations in regard to student transportation operations
4. Ensures student transportation routes and schedules comply with district policy 

5. Promotes an organizational climate resulting in positive staff morale
6. Serves as liaison in maintaining good rapport with students, parents, campuses and community to   maximize service and resolve conflicts.
7. Develop and improve on processes, procedures and techniques which will enhance the transit operation.
8. Develop in-service activities for all employees and oversee training programs.
9. Maintain good public relations with drivers, school personnel.

10. Keep log book and record all two-way radio transmissions.

11. Ensure that transportation operations are supportive of the instructional goals of the district.
12. Assists director with transportation functions as needed
Working Conditions:

Maintain emotional control under stress.  Continual sitting, reaching, and repetitive hand and arm motions. Frequent district travel. Prolonged and irregular hours. Multi-tasking a must.

The foregoing statements describe the general purpose and responsibilities assigned to this job and are not an exhaustive list of all responsibilities and duties that may be assigned or skills that may be required. 

