GATEWAY UNIFIED SCHOOL DISTRICT

JOB DESCRIPTION: DIRECTOR OF TRANSPORTATION

DEFINITION:

Under the direction of the Director of Business Services, plans, directs, manages and oversees
the activities and operations of the Gateway Unified School District Transportation Department
including the student transportation and transportation maintenance and repair; coordinates
assigned activities with other District departments and outside agencies; and provides highly
responsible and complex administrative support to the Director of Business Services. Supervise
and evaluate the performance of assigned staff; other related assignments as required.

EXAMPLES OF IMPORTANT RESPONSIBILITIES AND DUTIES:

1.

2.

3.

10.

11.

12.

Executive level position with full operational responsibility for the transportation
department.

Responsible for planning, evaluating and initiating programs to meet current and future
District needs for student transportation.

Ensures the efficiency and cost effectiveness of the transportation department and that the
department complies with State and Federal regulations and laws to include: purchasing,
budget preparation, hiring, termination and discipline of staff and overseeing supervision
of transportation positions. Has full budgetary responsibility. Maintains cooperation,
understanding, trust and credibility.

Plan, organize, control and direct the Transportation services/operations and the vehicle
maintenance activities of the District.

Manage the development and implementation of Transportation Department goals,
objectives, policies, and priorities for each assigned service area; establish District policy
regarding appropriate service and staffing levels; allocate resources accordingly.
Participate on a variety of boards and committees; attend and participate in professional
group meetings; stay abreast of new trends and innovations in the field of student
transportation and vehicle/equipment maintenance.

Respond to and resolve difficult and sensitive parent and citizen inquiries and complaints;
confer with school authorities and parents on disciplinary problems of student passengers.
Supervise the scheduling and assignment of driver personnel for all school bus operations
within the School District; supervise the bus driver training program for transportation
personnel; direct Department personnel in the development and review of all home-to-
school bus routes.

Supervise the operation of the vehicle/equipment repair facility for buses, vehicles and
other equipment of the District; direct a preventive maintenance program to keep vehicles
in compliance with safety requirements; coordinate the purchase of supplies, materials,
parts, and equipment.

Supervise the scheduling and routing of buses for co-curricular events; directs the
revision of bus schedules and routes according to District and Community needs.

Direct the District's transportation maintenance activities including preventive
maintenance schedules, on-going repairs and maintenance staff.

Supervise and evaluate the performance of assigned staff; interview and select employees
and recommend transfers; reassignment, termination and disciplinary actions; plan,
coordinate and arrange for appropriate training of subordinates.
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13. Develop and prepare the annual preliminary budget for the Transportation Department;
analyze and review budgetary and financial data; control and authorize expenditures in
accordance with established limitations.

14. Direct the preparation and maintenance of a variety of narrative and statistical reports,
records and files related to assigned services, activities and operations

15. Attend a variety of meetings to maintain current knowledge of legislation, legal codes
and requirements; conduct and facilitate meetings.

16. Perform related duties and responsibilities as required.

17. Diagnose engine problems utilizing training, experience and computerized diagnostic
tests.

18. Install and maintain all two way radios and other communication equipment of bus fleet.

19. Coordinates District wide preventive maintenance program for all District vehicles and
equipment assigned to other departments.

Knowledge Of:

1. Modern and complex principles and practices of program development and
administration.

2. Advanced principles and practices of budget preparation and administration; principles of
supervision, training and performance evaluation.

3. Practices and problems in operating a school transportation system and the methods, tools
and equipment employed in the repair of school buses.

4, Knowledge of the Provisions of the California Motor Vehicle Code, State Education
Code, and the California School Accounting Manual applicable to the operation of
vehicles in transporting students. Must know pertinent Federal, State, and local laws,
codes and regulations.

5. Engine repairs, maintenance and inspections on a wide variety of vehicles and systems.

6. Purchasing, recordkeeping and budgeting

7. Vehicle maintenance and repair.

8. Evaluation and supervision of employees

9. Administering transportation operations with increasing levels of management
responsibility

Ability To:

1. Plan, organize, direct and coordinate the work of supervisory and technical personnel;
delegate authority and responsibility.

2. Select, supervise, train and evaluate staff.

3. Provide administrative and professional leadership and direction for the Transportation
Department.

4. Identify and respond to community and Board issues, concerns and needs.

5. Interpret and apply Federal, State and local policies, procedures, laws and regulations.

6. Communicate clearly and concisely, both orally and in writing, coordinate schedules and
assignments, and evaluate the routing and scheduling of school buses.

7. Establish and maintain effective working relationships with those contacted in the course

of work.
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8. Develop and maintain program procedures, department systems and efficient work
standards.

9. Communicate with other administrators, District personnel and outside organizations to
coordinate activities and programs, resolve issues and conflicts and exchange information

10. Provide technical expertise, information and assistance to the CBO regarding assigned
functions; assist as needed in the formulation and development of fiscal policies,
procedures and programs.

EXPERIENCE AND EDUCATION:
Minimum of five (5) years of recent, successful experience in student transportation, including
three years of experience in a supervisory capacity.

LICENSE AND CERTIFICATED

Possession of a valid California Class B-P driver’s license.

Possession of a valid California Special Driver Certificate.

Possession of a valid, unrestricted California School Bus Driver Instructor Certificate.
Possession of a Red Cross First Aid Card, and Red Cross or American Heart CPR card.

PHYSICAL DEMANDS

While performing the duties of this job, the employee is regularly required to use hands to finger,
handle or feel objects, tools or controls and to talk or hear. The employee frequently is required
to sit. The employee is occasionally required to stand; walk; reach with hands and arms; climb or
balance; and stoop, kneel, crouch or crawl.

The employee must occasionally lift and/or move up to 25 pounds individually or with
assistance. Specific vision abilities required by this job include close vision, distance vision,
color vision, peripheral vision, depth perception and the ability to adjust focus.

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 disability to perform the essential
functions. The noise level in the work environment is usually moderate.
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