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Job Description 
 
Position:  Transportation Director  
 
Classification:  Professional 
 
Reports to:  Superintendent 
 
Evaluation:  Evaluations conducted as defined in West Virginia Board of Education Policy 5310.  
 
FLSA Status:  Exempt 

Supervises:  Transportation staff, Bus Operators, mechanics, administrative and clerical staff 

Qualifications: 

1. Master’s Degree or higher from an accredited college or  
2. Administrative/managerial work, to include three (3) to four (4) years’ experience within a 

senior management position; or an equivalent combination of education, training, and 
experience. 

3. Broad knowledge of school transportation law and policy 
4. CDL’s with school bus endorsement preferred 
5. Criminal background check per WV Code §18A-5-15c and/or §18A-3-10, as appropriate 

 

The employee shall remain free of any alcohol or non-prescribed drugs while in the workplace. 
Alcohol and controlled substance which affects employee productivity, safety or judgement in 
the workplace will not be tolerated. 
 
Staff members serve as a role model for students in how to conduct themselves as citizens and as 
responsible, intelligent human beings. 
 
Staff members have a legal responsibility to help instill in students the belief in the practice of 
ethical principles and democratic values. 
JOB SUMMARY:  
 
Provide leadership and guidance to the Transportation Department to ensure the safe and efficient operation of the 
transportation function in Nicholas County Schools in Accordance with federal, state, and county regulations.  
 
PERFORMANCE RESPONSIBILITIES:  
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• Supervise bus operators, mechanics, and other employees assigned to transportation.  
• Provide leadership and support in developing, implementing, and maintaining high quality and safe 

transportation services.  
• Coordinates with the Superintendent and the Treasurer to manage budgets effectively.  
• Oversees and directs prospective bus operators under guidelines as prescribed by the WVDE and Jefferson 

County policies.  
• Arranges for certification of school bus operators, school bus trainers, and equipment.  
• Manages the use of substitute school bus operators, mechanics, and transportation aides.  
• Verifies information such as attendance and payroll submitted by school bus operators, mechanics, and 

transportation aides, and all other personnel assigned to the transportation department.  
• Manages the transportation needs of fieldtrips, athletic events, and other activities.  
• Conducts route and bus operator observations for compliance with state and local regulations.  
• Investigates and responds to requests for bus stops and route changes.  
• Coordinates training and staff development opportunities for all bus operators and mechanics.  
• Makes route changes in the event of adverse road conditions or emergencies.  
• Investigates hazardous road and route conditions and reports to the Superintendent.  
• Maintains accurate records of student bus stops and routing information.  
• Oversees radio dispatch communication.  
• Establishes and maintains professional working relationships with appropriate school personnel.  
• Establishes good public and employee relations.  
• Maintains and upgrades professional skills in order to improve the transportation program.  
• Plans, coordinates, and arranges for appropriate training of staff including staff development opportunities 

and safety programs.  
• Develops on-going and long-range vehicle (school buses, county vehicles) replacement schedules.  
• Communicates with other administrators, personnel, and outside organizations to coordinate 

transportation needs.  
• Prepares all required reports and maintains all appropriate records.  
• Ascertains that all buses are inspected as required.  
• Oversees that all buses are kept in safe running condition with repairs being made at the School Bus Garage 

and/or vendors. 
• Mediates and works to resolve parent and employee concerns.  
• Authorizes purchases in the transportation department within budgetary limitations and according to 

county guidelines. 
• Investigates any accidents, take appropriate corrective action, and files all required reports.  
• Monitors, when enrollment levels dictate, in order to realign school boundaries for school bus routes.  
• Assist with Comprehensive Educational Facilities Plan.  
• Oversees the use of all GPS, cameras, and electronic devises on school buses.  
• Remains on call for emergency situations.  
• Monitors all staff in a fiscally sound manner, up to and including approving and signing off on all overtime. 
• Performs other duties as assigned by the Superintendent or his/her designee.  

 
PHYSICAL DEMANDS: 
 
 The physical demands described are representative of those that must be met by an employee to successfully 
perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions.  
 
While performing the duties of this job, the employee is frequently required to reach, stand, walk, lift, grasp, write, 
talk, hear, see, use technology such as computers and multimedia equipment, and use repetitive motions. While 
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performing the duties of this job, the employee may frequently lift and/or move at least 10 pounds of materials. 
Specific vision abilities required by this job include close vision such as to read handwritten or typed material, the 
ability to adjust focus. The position requires the individual to meet multiple demands from several people and 
interact with the public and other staff members. 
 
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 
disabilities to perform the essential functions.  
 
The work setting is indoors as well as outdoors. The work environment temperature can range from below freezing 
to in excess of 90 degrees Fahrenheit, while conducting job and/or accident site inspections. The noise level in the 
work environment is quiet to moderately loud (20-90dB).  
 
The information contained in the job description is for compliance with the Americans with Disabilities Act (ADA) and 
is not an exhaustive list of duties performed by this position. Additional duties are performed by the individuals 
currently holding this position and additional duties may be assigned by the Superintendent or his/her designee. 
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