DISTRICT COORDINATOR OF TRANSPORTATION

A. Responsible To:  Assistant Superintendent for Administration and Personnel

B. Primary Job Responsibility:  
Organize, plan, direct and implement operations and activities involved in student transportation; communicate with parents, community representatives, local officials and the general public.
BASIC REPRESENTATIVE DUTIES:

· Implement all rules and regulations, policies and administrative guidelines as adopted by the Board of Education.

· Assure compliance with state and federal regulations

· Organize, plan, direct and implement operations and activities involved in student transportation to assure safe and effective transportation services.

· Supervise daily operation of busing for regular routes and extracurricular trips.

· Supervise daily maintenance of buses and all other district owned vehicles and equipment.

· Aid principals in maintaining bus discipline.

· Supervise bids and purchases of all transportation equipment, supplies and services.

· Supervise all training and continuing education of CDL licensed drivers.

· Plan and direct pre-service and in-service training of bus drivers in cooperation with staff development and safety/security units; provide leadership for development of vehicle safety program.

· Plan and approve transportation route and bus stop locations in cooperation with school principals and other school personnel involved.

· Interview driver applicants; recommend drivers for employment and dismissal.

· Train, assign, direct, review and evaluate work of assigned employees.

· Inspect and diagnose mechanical defects in machines and equipment.

· Communicate with parents, community representatives, local officials and the general public; coordinate communications and information and promote positive relationships.

· Receive and resolve issues, concerns and complaints concerning student transportation services; direct to appropriate personnel and monitor resolution.

· Assist with budget preparation as required; monitor and control budget according to established guidelines.
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· Prepare required reports and assure the preparation and maintenance of department records; prepare and deliver oral reports as required.

· Schedule auction to remove surplus equipment and materials,

· Perform related duties as assigned.

· Remain at work during the entire workday unless excused by immediate supervisor or designated representative.

· Maintain a professional appearance.

· Incorporate the use of technology in daily tasks.

· Maintain regular attendance.

· Adhere to the Professional Code of Ethics.

KNOWLEDGE AND ABILITIES:


KNOWLEDGE OF:

· Laws, rules, regulations and guidelines governing student transportation.

· Policies and procedures concerning time lines and routing of buses.

· Streets and distances involved in routing buses.

· Requirements of a variety of training programs.

· Principles and practices of supervision and training. 

· Oral and written communication skills. 

· Basic methods involving budget monitoring and control.


ABILITY TO:

· Plan and direct training programs.

· Plan and approve transportation routes and bus stops.

· Assure department meets legal requirements concerning student transportation.

· Maintain current knowledge of program rules, regulations, requirements and restrictions.
· Train, supervise and evaluate personnel. 

· Analyze situations accurately and adopt an effective course of action. 

· Communicate effectively with those contacted in the course of work within and outside the District.

· Coordinate and disseminate information.

· Prepare and deliver oral presentations. 

EDUCATION AND EXPERIENCE:


Certified or Classified position.  Appropriate teacher or administrative certification or any combination equivalent to four years experience in transportation activities including at least one year in a lead or supervisory capacity.
District Coordinator of Transportation – Continued                                   Page 3

LICENSES AND OTHER REQUIREMENTS:


Valid Kentucky driver's license.

PHYSICAL DEMANDS: ►
	
	Seldom/Rare
	Occasional

(up to 1/3 of work day)
	Frequent

(1/3 to 2/3 of work day)
	Repetitive

(2/3 or more of work day)

	Standing/Walking
	
	►
	
	

	Sitting
	
	
	
	►

	Handle/Finger/Feel
	
	►
	
	

	Reach/Push/Pull
	
	►
	
	

	Bend/Stoop/Crouch
	
	►
	
	

	Kneel/Crawl
	►
	
	
	

	Climb/Balance
	►
	
	
	

	Lift/Carry  

     (Check Frequency)
	
	
	
	

	►  Up to 10 lbs.
	
	
	►
	

	►  Up to 20 lbs.
	
	►
	
	

	►  Up to 50 lbs.
	►
	
	
	

	►  Up to 100 lbs.
	►
	
	
	

	►  Over 100 lbs.
	►
	
	
	


TERMS OF EMPLOYMENT:

Salary and work year to be established by the Board.

EVALUATION:  Performance of this job will be evaluated in accordance with provisions of the Board’s policy on Evaluation of Personnel.

The statements herein are intended to describe the general nature and level of work being performed by employees assigned to this job classification.  These statements are not intended to be a complete list of responsibilities, duties and skills required of personnel so assigned.  Responsibilities and duties assigned are at the discretion of the supervisor.

____________________________________
 __________________________

Signature





       Date

Print Name

