
 
TRACY UNIFIED SCHOOL DISTRICT JOB DESCRIPTION 

 
POSITION: Director of Maintenance, Operations, and Transportation (MOT) 
 
DEPARTMENT: Maintenance, Operations, and Transportation (MOT) 
 
POSITION SUMMARY: 
Under general direction of the Associate Superintendent for Business Services, or his/her 
designee, the Director of Maintenance, Operations, and Transportation is responsible for 
organizing, evaluating, coordinating, and supervising the routine operations of the Maintenance, 
Operations, and Transportation Department, and to communicate the organization’s goals, 
procedures, and objectives. This a twelve months position.  
 
ESSENTIAL FUNCTIONS: 
1. Directs, supervises, coordinates training, and evaluates all MOT staff, including 

maintenance, custodial, grounds, transportation, clerical, and substitute employees.  
2. Plans, organizes, directs and coordinates district maintenance and deferred maintenance 

programs and associated projects. 
3. Develops MOT policies and procedures. 
4. Assists in the selection or recommendations for employment or assignment of all MOT 

personnel. 
5. Conducts staff meetings to facilitate communication, establish routines, report issues, and 

solve problems. 
6. Supervises and coordinates rental of school facilities, buses, and vans. 
7. Directs the scheduling, assigning, and routing of buses. Maintains schedule of bus routes 

and pick up points. 
8. Investigates bus accidents and special problems reported by drivers. 
9. Confers with school authorities to establish and adjust transportation schedules, and 

address student disciplinary problems associated with school busing. 
10. Works with site principals to plan work schedules for maintenance personnel and to assign 

priorities to work orders. Requisitions materials and equipment for maintenance, grounds, 
custodial, and transportation repairs, and operations. 

11. Conducts routine inspections of all district facilities and vehicles for safety and cleanliness, 
and coordinates and supervises the repairs of equipment and facilities.  

12. Prepares and monitors reports associated with removal of hazardous waste. 
13. Ensures MOT employees comply with all district, local, county, state, and federal safety 

requirements, including the use of personal protective equipment. 
14. Prepares oral or written reports, both of a routine or of a confidential nature.  
15. Operates standard office equipment and software, and maintains records required by local, 

County, State, and Federal Agencies. Assists in maintaining various records, files, and 
filing systems, including, but not limited to, work order status, scheduling, evaluation, 
mileage, safety, and training records. 

16. Maintains regular and prompt attendance in the workplace. 
17. Performs other related duties as assigned. 
 



EDUCATION AND EXPERIENCE: 
AA in Business Administration, Accounting or other related leadership discipline or two (2) 
years’ experience in maintenance, operations, custodial operations, facilities management, 
project engineering, utilities management, process improvement, or transportation. 
 
SKILLS AND QUALIFICATIONS: 

1. Ability to plan and administer a District-wide maintenance, operations, and transportation 
program. 

2. Ability to prepare a departmental program and supporting budgets. 
3. Knowledge of and the ability to read and interpret laws and regulations governing the 

transportation of students and fleet maintenance. 
4. Knowledge of safe driving practices, and ability to develop and monitor defensive 

driving practices and techniques. 
5. Ability to coordinate training for employees to obtain all licensing required to legally 

drive a school bus, and to supervise and discipline students on a school bus. 
6. Ability to prepare estimates and maintain records of times, resources, and costs of 

projects, routes, trips, and repairs. 
7. Ability to make mathematical calculations with accuracy and generate computer 

spreadsheets as a management tool. 
8. Ability to read and develop a variety of routes, schedules, and maps, manage routing 

software. 
9. Ability to anticipate, recognize, evaluate, and control health hazards in the work 

environment. 
10. Maintain safe driving practices and be district-insurable. 
11. Knowledge of first aid and emergency methods, practices, and procedures. 
12. Ability to operate a variety of communication devices and dispatch MOT staff to work 

assignments. 
13. Ability to develop and maintain cooperative working relationships with those contacted 

in the course of work. 
14. Ability to read and interpret plans and specifications. Knowledge of building construction 

methods and materials. 
15. Ability to communicate effectively both orally and in writing. 

 
PHYSICAL REQUIREMENTS: 
Employees in this position must have the ability to: 
1. Sit for extended periods of time. 
2. Enter data into a computer terminal, operate standard office equipment, and use electronic 

communication devices. 
3. See and read a computer screen and printed matter, with or without vision aids. 
4. Hear and understand speech at normal levels and on the telephone with or without hearing 

aids. 
5. Speak so that others may understand at normal levels and on the telephone. 
6. Stand and/or walk on hard and/or uneven surfaces for extended periods of time. 
7. Bend, squat, stoop and/or climb for extended periods of time. 
10.  Lift and carry up to 100 pounds at shoulder heights for short distances. 
11.  Repetitive hand/arm movements (grasp/pinch, etc.) for extended periods of time. 



12. Reach above shoulder height, push/pull
13. Lift and or support up to 50 pounds for short periods of time.
14. Right/left foot movements as in operating foot controls for extended periods of time.

WORK ENVIRONMENT: 
Employees in this position will be required to work indoors and outdoors in various conditions 
during the course of the required schedule.  Exposure to noise, dust, and fume levels will vary 
according to equipment and projects.  As required, must wear protective devices such as hard 
hat, closed toe shoes, earplugs, dust mask, and safety glasses. 

SALARY: Management/Classified Confidential Salary Schedule LME Range 55. 
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