
FESSENDEN-BOWDON SCHOOL 
SUPPORT STAFF POSITION 

Job Description:  Transportation Supervisor 
 
Job Goal:  To map proposed bus routes and provide school transportation vehicles that are mechanically 
safe, reliable, and meet safety annual inspection requirements. 
 
Reports to:  Superintendent 
 
Qualifications:  

1. Must be familiar with the Fessenden and Bowdon communities and district boundaries. 
2. Must possess mechanical ability. 
3. Must be able to read basic operating instructions and complete basic reports. 
4. Must possess a valid and appropriate driver’s license. 
5. Must maintain confidentiality. 

 
Required Knowledge, Skills, and Abilities 

1. Physical dexterity, coordination, mobility, and visual acuity to properly maintain buses. 
2. Ability to plan and assist with student transportation routing. 
3. Ability to operate a vehicle in compliance with all traffic and safety laws and regulations. 

 
Essential Functions: 

1. Makes good use of time. 
2. Performs pre- and post-trip inspections according to mandated guidelines. 
3. Diagnoses and repairs all district-owned vehicles/lawn maintenance equipment. 
4. Maintains a current inventory of supplies/equipment. 
5. Establishes a routine maintenance schedule for district-owned vehicles. 
6. Maintains records of maintenance of vehicles. 
7. Cleans and washes vehicles throughout the year. 
8. Has knowledge of all vehicular rules and regulations. 
9. Apprises Superintendent of purchasing supplies, parts, tools necessary for vehicular repair. 
10. Arranges proper storage for vehicles. 
11. Schedules appropriate transportation for school activities. 
12. Assists in establishing bus routes. 
13. Supervises bus drivers. 
14. Responsible for annual safety inspection of district-owned vehicles. 
15. Evaluates weather conditions and makes recommendations to the Superintendent. 
16. Listens to drivers and their perspectives. 
17. Communicates effectively. 
18. Provides complete and accurate information on all vehicles. 
19. Maintains orderly bus garage. 

 
Only minimum duties are listed.  Other functions may be required as given or assigned. 
 
 
DESIRED MINIMUM QUALIFICATIONS: 
Equivalent of a high school diploma, additional courses or training and/or experience that provides the 
desired knowledge and abilities to manage a fleet of buses and vehicles. Experience in maintenance and 
repair of large and small engines. Well organized and strong communication skills. 
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EQUIPMENT USED: 
● Computer; Google Docs and general use of online programs required to do the job 
● Calculator 
● Copier 
● Telephone/voice mail 
● Mechanical tools required to do the job. (i.e. change oil, change tires etc.) 

 
WORK ENVIRONMENT: 
While performing the duties of this job, the employee regularly works inside. The employee 
must be able to meet deadlines with severe time constraints.  The employee must be able to multi-task 
and focus in spite of numerous interruptions.  The noise level in the work environment is usually 
moderate. 
 
PHYSICAL DEMANDS: 
While performing the duties of this job, the employee is required to sit, walk and stand; twist at neck and 
waist; heavy lifting and dexterity to use small and large tools and equipment.  Specific vision abilities 
required by this job include close vision, distance vision, depth perception, and the ability to adjust focus. 
The employee is required to be able to hear conversations in loud and quiet environments. 
 
TERMS OF EMPLOYMENT:  Full time or as determined by administration.  Salary determined by 
administration. 
 
EVALUATION:   Performance of this job will be evaluated by the Superintendent. 
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