Administrative / Management 

Job Description

JOB TITLE/DEPARTMENT: 

Transportation Supervisor





Transportation Department

REPORTS TO:


Director of Transportation




WAGE/HOUR STATUS:

Pay Grade 2
      
DATE REVISED:  7/08
____________________________________________________________
PRIMARY PURPOSE

Supervise the routing and scheduling of the district’s bus routing program. Oversee and coordinate assignments and schedules of bus drivers, routes and vehicles to ensure safe, efficient, and economical transportation services.  Maintain driver / monitor - administrator communications.  
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:
Ability to direct and schedule personnel
Efficient computer skills: MS Office
Effective telephone and communication skills

Ability to receive and give verbal instructions effectively

Proficient map reading skills

Excellent interpersonal and supervisory skills

Ability to handle conflict resolution

Knowledge and understanding of all phases of student transportation

Detail oriented

Experience:
Five years of transportation experience
MAJOR RESPONSIBILITIES AND DUTIES

Reporting directly to the Director and Assistant Director, the Supervisor will perform the following duties:

Responsible for supervising the development and adjustments of all routing, dispatching and scheduling.
Oversee route selection.
Supervise the scheduling of summer school routes.
Responsible for the assignment of drivers and equipment.
Responsible for receiving calls and responding to questions and/or complaints. 
Maintain necessary reports and paperwork and assist in the preparation of the Route Services Report.

Assist in absence from duty approval.

Effectively communicate with school administrators and parents.

Make sound recommendations relative to personnel reassignments, retention and dismissal.

Participate in recruitment, selection, and orientation of departmental employees.

Directly supervise and evaluate assigned department staff.
Model ethical standards for staff and community.

Maintain good public relations with drivers and school personnel.

Promote a positive district climate through effective team building.

WORKING CONDITIONS

Maintain emotional control in challenging situations.  Continual sitting, reaching, and repetitive hand and arm motions. Multi-tasking and frequent interruptions.  Possible in and out of district travel.
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. 

