
 
 

R.S.U. No. 67 

Chester, Lincoln, Mattawamkeag 

Job Description 

 

Title:  Transportation Scheduler 

 

Qualifications: 

 Significant successful experience as a bus driver and with supervisory responsibilities 

 Knowledge of all laws and regulations regarding school transportation 

 Demonstrated aptitudes or other competence required to fulfill the job requirements 

 Possess and maintain an appropriate driver’s license (Class B with PS endorsements).  

 Such alternatives to the above qualifications as the Board may find appropriate and 

acceptable 

 Working knowledge of computer-based transportation program Transfinder 

 

Reports to:  Director of Facilities  

 

Job Goals:  To ensure a safe transportation service for the students of R.S.U. No. 67; develop 

efficient bus routes on a yearly basis; ensure equity for bus drivers; complete appropriate 

recordkeeping; and communicate effectively with stakeholders in a timely manner. 

 

Responsibilities: 

 Make recommendations for employment of drivers to the director of transportation  

 Provide for training of new employees and ensure employees are kept abreast of and put 

into effect best transportation practices and procedures 

 Develop all bus routes using Transfinder, and post them in the Lincoln News 

 Prepare a list, using Transfinder, of all students in a.m. and p.m. runs 

 Assign drivers and buses to each route 

 Assign drivers to the late bus runs for the year, according to the collective bargaining 

agreement 

 List all athletic, after school, and field trips for the year 

 Assign drivers to trips each week 

 Secure substitutes to replace drivers that are on trips or are otherwise unavailable 

 Keep track of driver rotation for weekly trips 

 Communicate with the athletic director and principal about trips that have been added, 

deleted, or made up because of postponements 

 Send a list of the weekly trips and drivers to the central office and all schools 

 Call drivers when school is cancelled 

 Consult with the director of transportation on road hazards during inclement weather 

 Plan and help facilitate all safety meetings 

 Review tapes from bus runs 

Empowering Learners for Today and Tomorrow 



 Receive phone calls from parents or talk to principals about problems on the buses 

 Review and file each bus misconduct slip report 

 Record the totals and break down hours of each driver on their respective time cards 

 Work with school administrators to resolve discipline and scheduling issues 

 Determine when seasonal roads are safe to travel on 

 Periodically inspect buses for cleanliness and proper inspection documentation 

 Deliver fuel slips to central office 

 Report monthly mileage to central office 

 Prepare for bus evacuations 

 Conduct evaluations of bus drivers, including licensing reviews 

 Contact drivers when they have to take a drug test 

 Drive bus, when needed 

 Work at the direction of the director of transportation 

 Assist in developing the budget 

 Submit purchase orders to the director of transportation for approval 

 Review requests for leave days and ensure there is adequate coverage 

 Work in conjunction with head transportation mechanic to ensure areas around school 

buses and the bus garage are safe (plowed, sanded, and/or salted) 

 Provide school bus scheduling for M.S.A.D. #30 and M.S.A.D. #31 

 Perform other duties within the areas of expertise, as directed by the Superintendent or 

his/her designee 

 

Work Schedule:  200 days  

 

Evaluation:  Evaluation will be completed on an annual basis by the Director of Facilities. 

 

Adopted:  November 7, 2007 

Revised:  January 26, 2011, May 4, 2016 

 

 

 

 

 
 
 
 


