GATEWAY UNIFIED SCHOOL DISTRICT

JOB DESCRIPTION: SUPERVISOR OF TRANSPORTATION

DEFINITION
Under the supervision of the Director of Transportation, assists in the planning, directing and
supervising of the District Transportation Program. Principle responsibilities include supervising of
departmental staff with a specific focus towards bus driving staff. This position is responsible for
routing and scheduling staff; provides training for bus drivers; evaluates transportation staff; coordinates
student behavior problem resolution; may drive bus in emergencies; maintains necessary records as
required; assumes responsibility of the Transportation Department in the absence of the Director;
supports the mission and philosophy of the district.

ESSENTIAL FUNCTIONS

*Provides classroom instruction and behind-the-wheel training required for original and/or renewing
School Bus Driving Certificate.

*Provides in-service training programs and presentations on new or changed procedures, laws and
regulations.

*Teaches defensive driving, pupil behavior management techniques, bus evacuation, safety and similar
subjects.

*Provides training for special conditions and equipment such as mountain driving, metropolitan traffic,
snow conditions, use of snow chains, wheelchair lifts and wheelchair tie-downs, wheelchair operation
and other specialized equipment.

*Plans and coordinates special training such as cardiopulmonary resuscitation, first aid, and specialized
health care procedures.

*Assists in accident investigation and provides necessary follow-up of accident reporting requirements.

*Acts as liaison among drivers, administrators and parents to resolve student-bus behavior related
problems.

*Regularly observes driver performance by riding with driver and preparing observation reports.

*Prepares and submits employee evaluations according to District policy and procedures.

*Oversees the planning and organizing of routes and schedules.

*Oversees driver assignment to buses and routes and assignments to field trips.

*Submits reports and maintains driver records on training, driver license, school bus certificate and
medical card status. Notifies drivers of expiration and status of licenses and certificates.

*Prepares and monitors transportation budget.

*Assists in the selection and termination of department personnel.

*Monitors and approves department payroll time cards.

*Performs other related duties as assigned.

QUALIFICATIONS

Knowledge of:

*System of record keeping, inventory control and budget development/control.

*Laws and regulations governing the transportation of school children, including the California «Motor
Vehicle Code; California Code of Regulations, Title 13, and the California Highway Patrol School Bus
Drivers Handbook (82.7).

*Principles and techniques of conducting classroom and behind-the-wheel training.
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QUALIFICATIONS - (cont.)

Ability to:

*Read and interpret maps, Education and Vehicle Codes, etc. and perform basic mathematical skills.

*Communicate effectively, verbally and in writing, when dealing and working with teachers,
administrators, students, parents and the public.

*Plan and lay out bus routes and schedules.

*Maintain accurate records.

*Plan and implement the maximum utilization of transportation department equipment and personnel.

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.

While performing the duties of this job, the employee is regularly required to walk; sit; use hands
to finger, handle, or feel and reach with hands and arms. The employee frequently is required to
stand. The employee is occasionally required to stoop, kneel, crouch, or crawl. The employee
must frequently lift and/or move up to 10 pounds and occasionally lift and/or move up to 25
pounds. Specific vision abilities required by this job include close vision, distance vision and
peripheral vision.

Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential functions of the job.

EXPERIENCE AND EDUCATION

*High School Diploma or the equivalent.

*College level training in supervision and related fields.

*Experience supervising or directing the work of other staff.

*Operate computer for scheduling, routing and other record keeping uses.
*Minimum of five years experience driving a school bus.

LICENSE AND CERTIFICATE REQUIREMENTS

*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.
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