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SANTA CRUZ CITY SCHOOLS 

JOB DESCRIPTION 

SUPERVISOR-TRANSPORTATION 

 

DEFINITION: 
Under the direction of the Director-Maintenance, Operations and Transportation, organize and direct the 
activities and operations of the Transportation department; schedule, coordinate and supervise the 
scheduling and dispatch of bus routes, field trips and extracurricular events; supervise the Bus Driver 
training programs and activities; prepare and maintain accurate records related to vehicles and drivers; 
provide safe, on-time, efficient transportation for district students; assure transportation service is 
compliance with applicable codes, laws, policies, regulations, procedures and industry best practices; 
assign and review the work of drivers; train, supervise and evaluate the performance of assigned staff. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES:   

 Organize and direct the activities and operations of the Transportation department; participate in 
the development and implementation of departmental policies and procedures; initiate and 
develop programs for proper coordination and utilization of transportation vehicles, equipment 
and personnel. 

 Schedule, coordinate and dispatch buses for bus routes, field trips and extracurricular events; 
prepare and assign work schedules; coordinate bell times onto master calendar; maintain master 
student transportation roster; collaborate with other departments to route new students and adjust 
transportation when student programs change.  

 Train, supervise and evaluate the performance of assigned staff; recruit, interview and assist in 
the selection of employees and recommend transfers, reassignment, termination and disciplinary 
actions. 

 Prepare and maintain accurate records related to vehicles and drivers; assure proper licenses for 
subs and drivers and maintain accurate records of expiration dates. 

 Ensure school bus drivers properly operate and maintain busses and equipment; ensure drivers 
maintain required certificates and receive mandated Federal, State and District training; send 
drivers for random drug and reasonable suspicion drug testing; ensure drivers stay within 
mandated hour-of-duty restrictions; evaluate drivers on a daily and annual basis; ensure drivers 
understand and follow assigned routing; provide guidance to drivers in post-accident reporting. 

 Supervise, coordinate, develop, evaluate and schedule the school bus driver training program; 
participate in the instruction of drivers for original and renewal licensing. 

 Provide technical expertise, information and assistance to the Director of Maintenance, 
Operations and Transportation and administrators regarding assigned transportation functions 
and projects; interpret, apply and explain rules, regulations, policies and procedures.  

 Make field decisions and recommendations regarding adverse weather, road, bus stop conditions 
and student safety issues; supervise, coordinate and evaluate the bus evacuation safety 
program. 

 Assist in development and monitoring of the annual budget; monitor expenditures. 
 Drive a school bus or other assigned vehicle as needed; evaluate equipment condition; swap out 

non-operational buses;  follow district safety procedures when operating, maintaining and 
repairing vehicles and equipment. 

 Perform routine vehicle maintenance and inspection activities as needed; order and replace 
worn-out equipment and parts; hire vendors for more extensive repairs; ensure equipment 
complies with applicable requirements; maintain cleaning supply station for bus cleaning; 
maintain proper inventory levels of tools and spare parts. 

 Prepare and maintain a variety of reports, logs and files related to personnel, mandated reporting 
and assigned activities. 

 Communicate with administrators, personnel, vendors and outside organizations to coordinate 
activities, resolve issues, complete vehicle repairs and conflicts and exchange information; 
respond to complaints. 

 Operate a computer and assigned software programs; operate other office equipment as 
assigned. 
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 Attend and conduct a variety of meetings and training as assigned; coordinate safety in-service 
and classroom workshops; serve on committees and attend conferences and professional 
development sessions as assigned. 

 Respond to or coordinate a response to emergency calls after hours as assigned. 

 
OTHER DUTIES: 

 Perform related duties as assigned. 

REQUIRED QUALIFICATIONS:  
 
Education and Experience: 

 Any combination equivalent to:  graduation from high school supplemented by college-level 
course work in a related field and five years of increasingly responsible experience in dispatching, 
scheduling, bus driving, transportation or fleet operations work.  

Licenses and other Requirements 
 California School Bus Driver Trainer certification. 
 Automotive Service Excellence (ACE) certification in school bus and electrical components within 

a six month probationary period. 
 Valid California Commercial Driver’s License Class A or B with appropriate passenger, school 

bus and air brake endorsements. 
 Valid First Aid and CPR Certificate issued by an authorized agency. 
 California Special driver's certificate (DL45) without restrictions. 
 Medical Examiner's Certificate.  

 
Knowledge of:  

 Supervising, training, dispatching, scheduling and coordination of the transportation program. 
 Proper operation school buses. 
 California School Bus Driver Trainer certification policies, rules, regulations. 
 Principles and practices of supervision and training.  
 Transportation routing methodology, route vectors and bell time alignment. 
 Cost containment principles, efficiency of operations and full asset utilization. 
 Operational experience in transport management 
 Applicable traffic and student transportation laws, codes and regulations. 
 Record-keeping techniques. 
 Interpersonal skills using tact, patience and courtesy. 
 Operation of a computer and assigned software. 

 
Ability to: 

 Schedule, coordinate and supervise the dispatch of buses for bus routes, field trips and 
extracurricular events. 

 Prepare and maintain accurate records related to vehicles and drivers. 
 Train, supervise and evaluate personnel.  
 Estimate and requisition supplies and equipment. 
 Drive a school bus safely and efficiently. 
 Maintain safe discipline level among passengers. 
 Apply and interpret policies and procedures related to student discipline. 
 Observe legal and defensive driving practices. 
 Read and interpret maps. 
 Administer first aid to ill or injured children. 
 Communicate effectively with others to exchange information. 
 Establish and maintain cooperative and effective working relationships with others. 
 Operate a computer and assigned software. 
 Work independently with little direction. 
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WORKING CONDITIONS: 

Work Environment:  
 Indoor/Outdoor environment. 
 Seasonal heat and cold or adverse weather conditions.  
 Evening or variable hours.  
 Emergency call-out. 
 Exposure to fumes, dust, odors, oil/grease and gases.  
 Driving a vehicle to conduct work. 

 
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. 

 Sitting for extended periods of time while operating buses. 
 Hearing and speaking to exchange information. 
 Reaching, pulling and pushing to open bus doors. 
 Bending at the waist, kneeling or crouching to inspect and wash buses. 
 Reaching overhead, above the shoulders or horizontally. 
 Seeing to monitor passengers and operate a vehicle. 
 Lifting moderately heavy children or objects. 
 Dexterity of hands and fingers to operate school bus control panel. 

Hazards: 

 Traffic hazards. 
 Potential contact with dissatisfied or abusive individuals. 

The information contained in this job description is for compliance with the Americans with Disabilities Act 
(A.D.A.) and is not an exhaustive list of the duties performed.   

Approved by Personnel Commission: 

Approved by Governing Board: 

Salary Range:  

Revised:  


