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JOB DESCRIPTION
TITLE TRANSPORTATION SPECIALIST
QUALIFICATIONS

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.

Education/ Associate’s degree in Business or related field from a college or

Experience technical school; or one to two years related experience and/or
training; or equivalent combination of education and experience.
Advanced computer skills required.

Language Skills Ability to read, analyze and interpret documents such as safety rules,
operating and maintenance instructions and procedures manuals.
Ability to write routine reports and correspondence. Ability to
answer questions from administrators and employees.

Mathematical Skills Ability to calculate figures and amounts such as discounts, interest,
commissions, proportions and percentages. Ability to apply concepts
of basic algebra.

Certificate/License N/A

Reasoning Ability Ability to solve practical problems and deal with a variety of concrete
variables in situations where only limited standardization exists.
Ability to interpret a variety of instructions furnished in written, oral,
diagram or schedule form.

Physical Demands The physical demands described here 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.
While performing the duties of this job, the employee is regularly
required to sit, talk and hear. The employee is occasionally required
to stand and walk; use hands to finger, handle or feel; and reach with
hands and arms. The employee occasionally lifts and/or moves up to
20 pounds. Specific vision abilities required by this job include close
vision, distance vision and ability to adjust focus. The employee
shall remain free of any alcohol or non-prescribed controlled
substance in the workplace throughout his/her employment by the
District.



Work Environment The work environment characteristics described here are
representative of those an employee encounters while performing the
essential functions of this job. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential
functions. The noise level in the work environment is usually
moderate.

REPORTS TO Assigned Transportation Manager

GENERAL RESPONSIBILITIES
1. Operates the district’s computerized routing system and maintains proficiency.
2. Maintains proficiency and working knowledge of district software to include, but not
limited to: Excent, Field Trip, TERMS, Web, as well as software unique to the
Transportation Department and supports end users.

3. Serves as the main contact for all transportation regular education and district programs.

4. Works with district personnel to prepare and update safe, dependable and efficient
transportation routes.

SPECIFIC RESPONSIBILITIES
1. Develops and audits bus stops, runs and routes that are safe, dependable and efficient.

2. Monitors and analyzes arrival and departure times of busses, student loads and other
data for scheduling adjustments for safety and efficiency.

3. Audits student’s records for correct addresses and works with school data entry
personnel to ensure student files are accurate. Coordinates with school administrators to
provide appropriate support to students in accordance with Individual Education Plan
(IEP) requirements.

4. Recommends route changes as well as coordinates stop, run and route change
notification with supervisors, schools, parents and students.

5. Audits student eligibility for transportation to include students in hazardous walking
areas.

6. Assists the Routing Manager in the resolution of issues or problems relating to bus

stops, runs and routes.

7. Makes required changes in the school bus routes and schedules on a daily basis as well
as prepare route sheets, rider’s lists and route descriptions.



10.

11.

12.

13.

14.

Updates and maintains accurate hard copy of all bus runs and routes and communicates
to appropriate personnel.

Prints necessary reports for bus drivers, office staff, and schools in a timely manner.
Assists in monitoring the allocations of bus drivers and bus attendants.
Communicates accidents/incidents to administration and notifies proper emergency
services in the absence of the Dispatcher. May need to respond to accidents if
supervisor is not available.

Maintains a working knowledge and ensures compliance with Federal and State laws
and Department of Education (DOE)/Department of Transportation (DOT) rules and

regulations, School Board Policy and Procedures and other appropriate guidelines.

Plans, schedules, monitors, and coordinates school bus routes using computerized
routing system software to maximize the efficient use of buses.

Performs other duties as assigned.



