
Somerset County Public Schools 

Job Description 
 

 

Job Title:    Supervisor of Transportation & Operations 

Department:   Transportation 

Reports To:   Assistant Superintendent of Administration   

FLSA Status:   Exempt 

Prepared By:   Nancy Smoker/Beth Whitelock 

Prepared Date:   January 8, 2014 

Approved By:   Superintendent 

Approved Date:  January 20,2014 

Revised Date:  June 30, 2016 

 

I. Summary 

 

This is a working, supervisory, administrative position.  The individual will be 

responsible for the transportation of students to and from school and school activities.  In 

addition this person in the operations role will be responsible for overseeing the 

operations of all buildings. 

  

 

II. Essential Duties and Responsibilities include the following:  Other duties may be 

assigned by the Assistant Superintendent of Administration or Superintendent.  

 

 Administers and supervises the activities of the Transportation Department. 

 Coordinates emergency school closings in consultation with the Superintendent 

and makes recommendations to the Superintendent as to appropriate safety 

measures to take in inclement weather. 

 Coordinates the activities of the Transportation Department with other 

departments. 

 Is responsible for using the county bus routing software to plan, monitor 

and update bus routes on a regular basis. 

 Plans and conducts workshops and in-service training for bus drivers and 

assistants. 

 Participates in the hiring process of all personnel in areas of responsibility. 

 Prepares required reports, analyzes and presents budget requests, recommends 

allocation of funds, screens requisitions and makes recommendations for 

approval.  Authorizes disbursement of funds in accordance with policies and 

procedures. 

 Supervises and administers the random and/or reasonable cause drug testing 

program in regards to DOT guidelines. 

 Maintains certification as breath alcohol technician and administers breathalyzer 

tests. 

 Is responsible for the Transportation Department’s compliance with State and 

Federal regulations. 

 Assists in the development and administration of policies relative to areas of 

responsibilities. 

 Coordinates use and maintenance of fleet of county vehicles. 



 Investigates and resolves requests and complaints from contractors and parents 

by explaining and applying appropriate transportation policies. 

 Prepares and recommends to the Superintendent attendance areas and changes in 

attendance areas.  Serves on redistricting and consolidation committees.\ 

 Supervises the inspection of all public school buses. 

 Writes and revises specifications for school buses. 

 Coordinates claims for the bus insurance program and investigates accidents to 

determine preventability. 

 Seeks reimbursement from the Maryland State Department of Education for the 

cost of transporting students with disabilities. 

 Prepares newsletters for contractors, substitutes, parents, students and citizens of 

Somerset County. 

 Coordinates transportation activities with the State and County Roads 

Departments and the Department of Emergency Services. 

 Coordinates the activities of two boats serving SCPS with the U.S. Coast Guard, 

which serves as a regulatory agency in matters concerning transporting children 

over the water. 

 Serves as supervisor of employees that report directly to the Transportation 

and Operations Divisions. 

 Serves as representative to the MABE insurance pool. 

 Prepares and monitors all budget documents related to transportation and 

operation of plants. 

 Oversees the supervision and training of the custodial staff and coordinates 

purchase and distribution of supplies, equipment and furniture to schools. 

 Coordinates up-keep of the grounds, as well as supervising the summer 

grounds and paint crews. 

 

 

III. Qualifications  

 

 To perform this job successfully, an individual must be able to perform each essential 

duty satisfactorily.  The requirements listed below are representative of the knowledge, 

skill, and/or ability required.  Reasonable accommodations may be made to enable 

individuals with disabilities to perform the essential functions of the position. 

 

A. Education and/or Experience 

A minimum of a Bachelor’s Degree in an appropriate field and at least 3 years of 

supervisory experience are preferred.  Equivalent combination of education and 

experience may also be considered.  Experience in the field of transportation and 

driving school buses is preferred.   

 

B. Certificates, Licenses, Registrations 

Valid Maryland Commercial Drivers License with air brake and passenger 

endorsements.   

 

C. Language Skills 

Ability to read, analyze, and interpret general business periodicals, professional 

and trade and safety journals, technical procedures, and bus routes. Ability to 

write reports and procedure manuals as directed.  Ability to effectively present 

information and respond to questions from groups of vendors, administrators and 

the general public.   



 

D. Mathematical Skills 

Ability to apply concepts of basic arithmetic.  Must have accounting skills to 

develop and monitor a budget. 

 

E. Reasoning Ability 

Ability to solve practical problems and deal with a variety of concrete variables in 

situations where only limited standardization exists. Ability to interpret a variety 

of instructions furnished in written, oral, diagram, or schedule form.   

 

F. Computer Skills 

To perform this job successfully, an individual must be proficient in all Microsoft 

Office programs, Data Management and GPS software; Experience using bus 

routing software is preferred. 

 

G. Other Skills and Abilities 

Must have strong leadership qualities and be able to work under minimum 

supervision.   Must have effective communication and organizational skills. 

 

 H. Other Qualifications 
Must be able to travel to all schools within the District and out-of-town meetings 

as required.  Must be flexible to work hours beyond the normal work day.  Must 

have working knowledge of federal and state driving safety regulations.  Must 

have working knowledge of all roads within Somerset County.  The employee 

will be required to make and receive calls on a 24 hour basis if necessary as the 

position is deemed essential personnel. 

 

   

 

IV. Physical Demands 
 The physical demands described here 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 without creating hardships for remaining members of staff.  Reports 

potentially unsafe conditions; Uses equipment and materials properly. 

 

 While performing the duties of this job, the employee is regularly required to talk or hear 

and listen to others.  The employee is frequently required to stand; walk and use hands to 

touch, handle, or feel.  The employee is occasionally required to sit and reach with hands 

and arms.  The employee must occasionally lift and /or move up to 75 pounds.  Must be 

physically able to operate a bus and a wheelchair lift and be able to secure handicapped 

passengers.  Specific vision abilities required by this job include close vision, distance 

vision, color vision, peripheral vision, depth perception and ability to adjust focus. 

 

V. 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 without creating hardships for remaining members of staff.   

 

 While performing the duties of this job, the employee is occasionally exposed to moving 

mechanical parts.  The noise level in the work environment is moderate. 



 


