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JOB DESCRIPTION

TRANSPORTATION COORDINATOR
Title: Transportation Coordinator 

Purpose: To coordinate a safe transportation program for all students at Elbert School 

Principal Responsibilities: 

1. Recruit, train, evaluate, supervise and recommend for hire all bus drivers in the district. 

2. Ensure the high quality of drivers for the district by riding with each bus driver at least twice a year, conduct bus evaluations and train all new drivers. 

3. Conduct a six-hour pre-service training class annually. Insure bus drivers trained in first aid. 

4. Schedule all bus routes, field trips, activity trips and assign new students to bus routes. 
5. Meet with the Athletic Director at least once a month for scheduling. 

6. Contact the County concerning road conditions and inform the Superintendent when roads are too hazardous to travel. 

7. Maintain district transportation records and mileage logs for all buses. 

8. Keep up-to-date concerning transportation regulations and laws, attending transportation seminars. 

9. Report drivers' driving time to the Business Manager for payroll. 

10. Is responsible for keeping all buses and other district vehicles and equipment well maintained and serviced. This includes regular washing and cleaning of these vehicles. Perform minor maintenance on school vehicles including: Check anti-freeze, brake fluid, power steering fluid, tightening all bolts in body, maintain electric lights, flashing lights, horns and heaters. 

11. Keep all drivers supplied with necessary forms and supplies. 

12. Responsible for storage of buses. 

13. Remove snow from around buses. During inclement weather and/or winter conditions, be on call for any problems or emergency needs as they arise. This may include extensive snow shoveling on bus lots and purchasing of fuel/equipment for snow removal. Time and/or purchases will be considered extra duty and additional pay to the coordinator will be at a rate of $20.00 per hour and/or the cost of the purchase. 

14. Be on call when buses are out on field and activity trips. 

15. Check buses in at night and after completion of trips and routes. 

16. In the event of a breakdown, insure that buses are brought in, pick up and deliver buses for breakdowns and maintenance. 

17. Drive routes on a daily basis, unless other arrangements are made. 

18. Perform any other duties as assigned by the Superintendent. 

Reports To: Superintendent 

Supervises: All bus drivers hired by the district 

Factors To Be Considered When Evaluating Performance 

1. Assists Business Manager with appropriate record keeping, purchasing and budget development. 

2. Securing maximum benefit from resources of money, materials and personnel. 

3. Completes tasks on time, within budget. 

4. Keeps Superintendent informed of problems, personnel issues and needs of the district. 

5. Works well with others, including staff and outside tradesmen. 

6. Follows directives in a timely fashion. 

7. Performs all duties on job description. 

Minimum Qualifications: 

1. Qualified bus driver. 

2. Experience/training in transportation scheduling and personnel supervision. Attend Colorado Department of Education Transportation Program. 

3. Red Cross First Aid certified. 

4. Mechanical knowledge. 

5. Ability/experience in recruiting and training bus drivers. 

Evaluation: Will be performed on an annual basis by the Superintendent or his/her designee. 

Adoption Date: April 18, 1998  

Re-Adoption Date:  September 26, 2006
Contract pay will be derived from the two salary schedules: Bus Driver and Transportation Coordinator. 

The contract will be July 1 through June 30 of each year.

