
MARSHALL COMMUNITY UNIT SCHOOL DISTRICT # C-2 JOB DESCRIPTION  

Position Title: Director of Transportation and Maintenance  

Department: Transportation/Maintenance  

Reports to: Superintendent 

FLSA Class: Exempt  

Revised Date: June 13, 2022  

SUMMARY  

To enable each student, through safe and efficient transportation, to take full advantage of the 
complete range of curricular and extracurricular activities offered by the district’s schools and provide 
an atmosphere that is conducive to the learning situation, maintain high standards of cleanliness, and do 
preventive maintenance on items of equipment.  

DUTIES  

1. Conforms with all state laws and regulations regarding school transportation.  

2. Maintains safety standards in conformance with state and insurance regulations and develops a 
program of preventive safety.  

3. Recruits, trains, and supervises all transportation and maintenance personnel, and make 
recommendations on their employment, promotion, and release.  

4. Advises Superintendent on road hazards for decision on school closing during inclement weather.  

5. Acts as a liaison with road commissioner for consultation on road hazards for decision on school 
closing during inclement weather.  

6. Cooperates with school principals and others responsible for planning special school trips.  

7. Develops and administers a transportation program to meet all the requirements of the daily 
instructional program and extracurricular activities.  

8. Formulates specifications to be incorporated into contractual agreements.  

9. Prepares bus routes for all public and non-public schools in the district.  

10. Prepares and updates bus routes for all public and non-public schools in the district.  

11. Attends appropriate committee and staff meetings.  

12. Helps prepare and administer the transportation budget.  

13. Authorizes purchases in accordance with the budgetary limitations and district rules.  

14. Approves and forwards transportation service invoices to accounting department.  

15. Maintains all district-owned equipment and develops plans for preventive maintenance.  



16. Prepares transportation payroll on a weekly basis.  

17. Completes and dispatches insurance reports.  

18. Submits all reports required by state authorities.  

19. Takes an active role in solving discipline problems occurring on school busses.  

20. Acts as liaison with parents for complaints and special requests.  

21. Provides the purchasing department with contractor performance qualification data.  

22. Reviews annually the advisability of a district-owned transportation system.  

23. Develops recommendations for future equipment and personnel needs based on a survey of 
resident students, distances, and grade levels.  

24. Develops recommendations for future transportation needs based on an annual survey of residents.  

25. Assigns drivers to designated busses.  

26. Assists and oversees custodians and their required duties and responsibilities.  

27. Maintains building and premises, including sidewalks, driveways, and play areas neat and clean at all 
times.  

28. Regulates heat, ventilation, and air conditioning systems to provide temperatures appropriate to the 
season and to insure economical usage of fuel, water and electricity.  

29. Helps to remove snow where appropriate.  

30. Checks daily to insure that all exit doors are open and all panic bolts are working properly  

31. Surveys classrooms daily to ensure cleanliness of all furniture, files, bookcases, and windowsills.  

32. Helps keep grounds free of rubbish.  

33. Maintains any major repairs needed.  

34. Ensures at least twice a year cafeteria chairs, tables, and benches will be given a thorough cleaning.  

35. Complies with local laws and procedures for the storage and disposal of trash, rubbish, and waste.  

36. Performs emergency repairs and/or cleaning services as needed.  

37. Keeps storage rooms neat and orderly. Dispose of all cardboard.  

38. Orders and receives supplies when necessary for all buildings.  

39. Prepares work schedules for custodians on a regular basis.  

40. Performs other duties as may be assigned by administration.  

 

 



QUALIFICATIONS  

1. High school diploma or equivalent required.  

2. Must possess a valid driver license, a good driving record, and a current bus driving permit.  

3. Ability to maintain good working relationships with fellow employees and students.  

4. Ability to communicate to students, parents and staff in an acceptable/courteous manner.  

5. Ability to understand and follow basic oral and written instructions.  

6. General knowledge of school busses and related equipment required.  

7. Experience working with daily logs, inspection reports, and accident reports.  

8. Abilities in interviewing, employing, and evaluating transportation and maintenance personnel  

SCHEDULING  

This position is a salary position.  The normal working hours are 6:30 a.m. to 4:30 p.m., Monday through 
Friday. This schedule is subject to change with district demands. 


