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ALEXANDER CITY SCHOOLS
JOB DESCRIPTION

JOB TITLE:  Transportation Supervisor
REPORTS TO:  Director of Auxiliary Services
SUPERVISES:
All transportation staff
QUALIFICATIONS:

1. Two (2) years public school experience
2. Alabama bus driver certification

3. High School Diploma or GED

KNOWLEDGE, SKILLS AND ABILITIES:

1. Knowledge of laws, regulations and policies governing education.
2. Knowledge of budgetary process..

3. Basic computer skills.
4. Skill in reading, interpreting and applying information in technical manuals and other documents. 
5. Ability to delegate and monitor assignments. 
6. Ability to work cooperatively with others. 
7. Ability to troubleshoot problems and implement corrective actions. 
8. Leadership skills necessary to direct the work of the transportation staff.

JOB GOAL:

To assure that all students are safely transported.

PERFORMANCE RESPONSIBILITIES:

1. Assist the Director of Auxiliary Services in recommendations for policies and procedures to improve the economy, efficiency, and quality of operations and services for all buses. 

2. Develop, update, and modify, as needed, the maps of bus routes, eligible rider lists, list of stops, and approximate times for each route, while keeping the driver informed of any changes.
3. Assist with the recruiting, screening, interviewing, selecting, training, instructing, and supervising drivers and other transportation department personnel.
4. Coordinate/conduct training for drivers in order to meet CDL and state mandatory bus driver requirements.
5. Work with drivers to establish school bus stops, routes, and turnaround points.
6. Assist regular drivers in obtaining substitute drivers when needed.

7. In emergency situations, drive as a substitute, if a substitute driver is not secured.

8. Organize and conduct safety education programs for drivers, students, and parents.
9. Work with school administrators in planning transportation procedures and safety measures for each school.

10. Inspect road conditions in bad weather and make recommendations regarding safety of operating buses.
11. Investigate accidents, road failures, and other problems associated with student transportation.

12. Prepare and update bus schedules biannually.
13. Implement Board policy in conformance with state safety regulations.

14. Serve as liaison and complete necessary paperwork on matters concerning bus accidents.
15. Serve as liaison in resolving disciplinary problems, recommending denial of service and maintaining discipline file for each school.
16. Maintain all drug testing forms and results in accordance with DOT and Board regulations.
17. Maintain an up-to-date inventory of department parts, supplies, equipment, and vehicles.
18. Develop and implement a plan for maintenance of transportation equipment.
19. Initiate purchase orders and place order for all supplies, parts, equipment, etc., as needed for the proper maintenance of the school bus fleet.
20. Prepare bid specifications for buses and other transportation equipment.
21. Work with administrators and parents to resolve discipline problems as they relate to transportation.
22. Schedule all extracurricular trips, maintain records of such trips, and provide related trip records to the business office.
23. Review videotapes of bus routes to study new ways for improving bus routes and to obtain information related to discipline issues.
24. Maintain and submit accurate transportation records and reports.
25. Perform other duties as requested by the Superintendent.

PHYSICAL REQUIREMENTS:
Frequent lifting of 50 lbs. or more
TERMS OF EMPLOYMENT:
Salary and benefits shall be paid consistent with the system's approved compensation plan. Length of the work year and hours of employment shall be those established by the system.

EVALUATION:
Performance of this job will be evaluated in accordance with provisions of the Board's policy on evaluation of classified personnel.

It  is the policy of the Alexander City Board of Education that no person shall, on the grounds of race, color, disability, sex, religion, creed, nationality, origin, or age be excluded from participation in, be denied the benefits of, or be subjected to discrimination under program, activity, or employment.  
Signature: ______________________________________________ Date: _________________

Approved by Human Resources: ____________________________ Date: _________________
Last Revised: May 2015

