Job Title: Transportation Director
Job Family: Certified
Pay Program: Certified
Job Code:
Typical Work Year: 12 months
SUMMARY: Develop and maintain a safe and efficient transportation system that allows students the option to take full
advantage of education opportunities offered through curricular and extra-curricular activities. Supervise the comprehensive
operation of school buses, fleet maintenance and pupil transportation, including supervision of all employees, fiscal integrity
and interpersonal relationships.
ESSENTIAL DUTIES AND PERFORMANCE RESPONSIBILITIES: To perform this job successfully, an individual must be able to
perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill and/or
ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential
functions.
Job Tasks Descriptions
1. Establish and maintain internal and external
communication processes for the achievement of customer
satisfaction. Respond to customer inquiries, determine
action required and implement appropriate action.
2. Oversee daily student transportation and fleet maintenance
operations. To include scheduling, routing, and vehicle
preventative maintenance programs.
3. Assume responsibility for maintaining and monitoring
compliance with federal and state rules and regulations and
Superintendent Policies as they relate to transportation.
May be responsible for review, approval and verification of
reported time in district time and labor system. May
prepare and analyze time and labor reports and complete
paperwork for payment of stipends and other pay.
4. Approve expenditure of department funds.
5. Promote a productive environment for all district staff and
students by recognizing and solving problems and
encouraging teamwork, creativity and understanding.
Student behavior management – work with Principals,
school bus drivers, students, and parents to correct
behavior problems on the school bus.
6. Recruit, train and supervise transportation personnel and
make recommendations related to employment, transfer,
promotion and termination.
7. Generate and supervise written and oral communication
representing the Transportation Department such as a
Monthly Report to the Board of Education and Building
Level Presentation to the Board of Education periodically.
8. Communicate with the Department of Special Education to
provide reasonable, safe and prudent transportation
services in compliance with Individuals with Disabilities
Education Act (IDEA) and Free and Appropriate Education
(FAPE).
9. Track and monitor department expenditures to remain
within current fiscal budget through the use of district
information technology systems.

Frequency % of time
Daily
12%

Daily

10%

Daily

10%

Daily
Daily

5%
5%

Daily

5%

Weekly

5%

Weekly

5%

Monthly

5%

10. Work with employees to establish processes to assess
needs and identify plans and procedures to improve driver
and department performances.
11. Participate in the internal planning process for the
development and recommendation of future District
educational needs and site plans.
12. Work collaboratively with the superintendent and the
director of risk management in the development of
procedures and recommendations for school delays and or
closures during emergencies and/or inclement weather.
13. Develop a departmental budget for the efficient allocation
of resources.
14. Develop recommendations for future equipment and
personnel needs based on future enrollment projections,
boundary changes and new school construction, including
vehicle replacement needs paired with new growth
demands.
15. Evaluate transportation staff performance in accordance
with District and Classified Association guidelines
16. Perform other duties as assigned.
TOTAL

Monthly

5%

Quarterly

10%

Quarterly

5%

Annually

10%

Annually

5%

Annually

2%

Ongoing

1%
100%

EDUCATION AND RELATED WORK EXPERIENCE:
 Bachelor’s degree in business or related area. Equivalent relevant experience may be substituted for this
requirement.
 Minimum of three (3) years of experience in business administration and management.
 Minimum of three (3) years of experience in transportation.
LICENSES, REGISTRATIONS OR CERTIFICATIONS:
 Criminal background check required for hire.
 Valid Iowa driver’s license required.
 Commercial driver’s license (CDL).
 Current Iowa School bus driver’s license certification (wording from Jeff)
TECHNICAL SKILLS, KNOWLEDGE & ABILITIES:
 Excellent interpersonal relations and oral and written communication skills.
 Extensive knowledge of state and federal rules and regulations regarding commercial drivers, school bus
transportation, vehicle safety standards, transporting students with disabilities and drug and alcohol testing.
 Intermediate to advanced knowledge of vehicle maintenance; automated routing programs;
 Intermediate to advanced knowledge of developing, monitoring and coordinating a budget.
 Ability to keep up-to-date technically and apply new knowledge to your job. Includes adapting to and mastering new
system applications and processes as implemented by the district or department.
 Ability to promote and follow Board of Education policies, Superintendent Policies, building and department
procedures.
 Ability to communicate, interact and work effectively and cooperatively with all people, including those from diverse
ethnic and educational backgrounds. Willingness to contribute to cultural diversity for educational enrichment.
 Ability to recognize the importance of safety in the workplace, follow safety rules, practice safe work habits, utilize
appropriate safety equipment and report unsafe conditions to the appropriate administer.
MATERIALS AND EQUIPMENT OPERATING KNOWLEDGE:
 Operating knowledge of and experience with personal computers and peripherals.
 Operating knowledge of district information technology systems and any other department specific software and
equipment required within 2 months after entering position.

REPORTING RELATIONSHIPS & DIRECTION/GUIDANCE:
Position Title
Reports to:
Superintendent
Supervises:
Bus Mechanic, Bus Drivers and Substitute Bus Drivers


Job Code

Supervisory responsibilities include hiring, disciplining, terminating, directing work, assigning work, training and
evaluating.

BUDGET AND/OR RESOURCE RESPONSBILITY:
 Solely responsible for developing, administering, monitoring and coordinating the budget for operations and fleet
maintenance divisions of the department.
 Prepare specification for bidding to be used to purchase district vehicle, including school buses
 Initiate requisitions for all transportation purchases and code according to budgetary guidelines.
PHYSICAL REQUIREMENTS & WORKING CONDITIONS: The physical demands, work environment factors and mental
functions described below are representative of those that must be met by an employee to successfully perform the essential
functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential functions.
Physical Activities:

Amount of time
Under 1/3
1/3 to 2/3
X
X
X

None
Stand
Walk
Sit
Use hands to finger, handle or feel
Reach with hands and arms
Climb or balance
Stoop, kneel, crouch, or crawl
Talk
Hear
Taste
Smell

X
X
X
X
X
X
X
X

Weight & Force Demands:
None
Up to 10 pounds
Up to 25 pounds
Up to 50 pounds
Up to 100 pounds
More than 100 pounds

Amount of time
Under 1/3
1/3 to 2/3
X
X
X

Over 2/3

X
X

Mental Activities:
None
Compare
Analyze
Communicate
Copy
Coordinate
Instruct
Compute
Synthesize
Evaluate
Interpersonal Skills

Over 2/3

Amount of time
Under 1/3
1/3 to 2/3
X
X

Over 2/3

X
X
X
X
X
X
X
X

Compile
Negotiate

X
X

Work Environment:

Amount of time
Under 1/3
1/3 to 2/3

None
Wet or Humid Conditions (non-weather)
Work near moving mechanical parts
Work in high, precarious places
Fumes or airborne particles
Toxic or caustic chemicals
Outdoor weather conditions
Extreme cold (non-weather)
Extreme heat (non-weather)
Risk of electrical shock
Work with explosives
Risk of radiation
Vibration

Vision Demands:
No special vision requirements
Close vision (clear vision at 20 inches or less)
Distance vision (clear vision at 20 feet or more)
Color vision (ability to identify and distinguish colors)
Peripheral vision
Depth perception
Ability to adjust focus

Noise Level:
Very quiet
Quiet
Moderate
Loud
Very Loud

4/25/16

X
X
X
X
X
X
X
X
X
X
X
X

Required
X
X
X
X
X
X

Exposure Level:

X

Over 2/3

