
Supervisor of Transportation
Job Description

Qualifications:
     

 1. Successful completion of the Competency Test for Supervisor of Transportation.
 2. High School Diploma or GED Certificate.
 3. Possess or eligible to obtain a valid State of West Virginia commercial drivers

license with “S” endorsement.
 4. Five years of experience working in the transportation department of a county

board, serving as a bus operator, bus aide, assistant mechanic, mechanic, chief
mechanic or in a clerical position within the transportation department.

 5. Possess broad knowledge of safety rules, traffic regulations, laws and
ordinances governing use and operation of motor vehicles in West Virginia and
specifically school buses.

 6. Possess broad knowledge of West Virginia School Law relevant to public school
transportation and student discipline.

 7. Possess broad knowledge and understanding of preventive maintenance
routines and mechanical operation of equipment.

 8. Possess knowledge and understanding of administrative practices to include, but
not limited to, budgeting, scheduling, purchasing, bidding, resolving problem
issues, supervision of personnel, etc.

 9. Possess a broad knowledge of the county road system.
 10. Successful experience in providing in-service training in areas of bus safety,

defensive driving, vehicle inspections, pre and post trips, positive
student/parent/bus operator relations, etc.

 11. Proficient in the use of computers.
 12. Willing and able to work a flexible schedule.
 13. Demonstrate good oral and written communication skills including conflict

resolution.
 14. Additional training and experience which would lead to successful

implementation of duties and responsibilities as listed on the job description.
 15. Ability to communicate effectively with the public.

Immediate Supervisor: Assistant Superintendent of Non-Instructional Programs 

Supervises and Evaluates: All Transportation Department Personnel

Duties and Responsibilities:

1. Display leadership and support in all areas of responsibility.
2. Establish and implement an improvement process for all areas of responsibility.
3. Establish good public and employee relations in all areas of responsibilities.
4. Maintain professional work habits.
5. Maintain and upgrade his/her professional skills.



6. Evaluate personnel under his/her supervision in accordance with current
evaluation policy.

7. Promote safety in all areas of pupil transportation.
8. Recruit, recommend, coordinate training and testing, and assign drivers and

mechanics.
9. Develop bus schedules and route procedures in accordance with board policies:

a. Starting time.
b. Turn around point.
c. Number of students.
d. Schools to be served.
e. Road conditions.

10. Work with State Highways Department in areas of road and bridge conditions,
signs.

11. Work with the Department of Public Safety in areas of certification of drivers and
road and traffic hazards.

12. Monitor and evaluate road conditions for the purpose of determining school
cancellations during inclement weather.

13. Handle discipline cases on school bus in accordance with board policies.
14. Provide in-service training for school transportation employees’ staff

development.
15. Oversee garage and garage equipment repairs.
16. Advise and assist in the purchase of new automotive equipment.
17. Be responsible for all forms and paperwork related to transportation.
18. Supervise and administer pupil transportation.
19. Coordinate drug and alcohol testing program for bus drivers.
20. Monitor performance records on vehicles used for student transportation.
21. File necessary reports at the end of each calendar month and other reports as

needed.
22. Monitor and report all hazardous or unsanitary conditions.
23. Conduct field supervision of drivers.
24. Work closely with drivers, school officials, parents and children to maintain

discipline.
25. Work with school principals and/or athletic directors to arrange transportation for

co-curricular and extracurricular trips.
26. If circumstances dictate, transport students to/from school and/or school related

activities.
27. Perform other job related duties as assigned by the superintendent and/or

assistant superintendent of Non-Instructional Programs.
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