
 

Job Title:    Bus Shop Foreman      Wage/Hour Status:  Non Exempt/261 days  

Reports To:    Fleet Manager        Pay Grade:                       MN 6    

Dept. /School:   Transportation       Date Revised:        08/07/2022  

  

Position Function/Purpose:   

  

Support and promote the primary mission of transporting students safely and efficiently. 

Supervise and assist a staff of mechanics in maintaining fleet readiness by demonstrating 

leadership abilities to coordinate the maintenance of a large fleet operation. 

Qualifications:   

  Education/Certification:  

 

High School diploma or equivalent.  

Possess and maintain all eligibility requirements to operate a school bus for MISD. Must obtain 

CDL within first 6 month of employment. 

Ability to obtain Texas vehicle safety inspector certification. 
ASE Master Mechanic certification or TASBT Master Technician Certification preferred. 

  

Special Knowledge/Skills:  

 

Ability to use personal computer to develop spreadsheets, databases and word processing along 

with specialized vehicle maintenance repair software. 

Possess advanced knowledge of automotive and diesel maintenance.  

Ability to operate equipment, diagnostics and tools involved in vehicle repair.  

Ability to direct, train, and supervise personnel and to coordinate shop operations.  

Ability to operate all vehicles.  

Ability to follow written and verbal instructions.  

Ability to adapt to rapidly changing department needs.  

Ability to communicate and interact with others effectively.  

Ability to problem solve, think critically and display initiative. 

Ability to maintain self-control over emotions and actions. 

 

  

Experience:   

Four years of progressively responsible bus/vehicle maintenance.  

 

  

 

 



 

Major Responsibilities:  

  

1. Assist and support technicians in completing repairs /diagnosing, and perform repairs to support 

the shop mission.  

2. Prioritize and assign tasks to be completed according to work orders, project request, and 

emergency calls, to be the most effective in maximizing repairs and limiting vehicle down time. 

3. Monitor the inspection, preventative maintenance, and repairs of district vehicles and equipment 

for fleet readiness and monitor mechanic productivity and use of time. 

4. View work schedules and monitor staffing assignments to ensure proper staffing of facility shifts. 

5. Support work standards and department operating procedures.  

6. Manage effectively shop related documents. 

7. Input and maintain required data and files with the ability to create reports and summarize data. 

8. Ensure the Quick Repair lane is supporting drivers. 

9. Be responsive to driver, mechanic and staff needs and concerns. 

10. Demonstrate effective communication with all district staff and vendors.  

11. Inform supervisors in a timely manner regarding issues of concern or rapidly changing conditions. 

12. Timely address and respond to breakdown calls, and accompany service calls as needed.  

13. Coordinate and oversee the towing of vehicles.  

14. Accurately follow environmental processes, disposal and incident response requirements. 

15. Report observed maintenance or facility problems.  

16. Work irregular hours and respond to after-hours emergency calls as needed. 

17. Operate a vehicle or bus, or ride on a bus as needed. 

18. Performs all other task and duties as assigned.  

 

Qualification Requirements:  

  

Demonstrate ability to perform responsibilities under general supervision and be able to self-start.  

Demonstrate technical knowledge and the ability to perform repairs on diesel, CNG and gasoline 

powered vehicles.  

 

Supervisory Responsibilities:  

Assist Fleet Manager in supervising and evaluating shop employees. 
Engage, actively interact and promote a productive and positive work environment. 
Promote safety procedures and techniques used to perform job duties of mechanics. 

 
Equipment Used:  

Hand tools, drills, drill press, grinder, air-powered tools, torch, jack, lift equipment, diagnostic test 

devices, video monitoring equipment, radio, telephone, and computerized maintenance software.  
 

Physical Demands:  

  

While performing the duties of this job, the employee is regularly required to sit; stand; climb, 

move and walk throughout the facility and/or property; communicate verbally and electronically; 

use hands to finger, handle, or feel objects, tools, or controls; reach with hands and arms; stoop, 

kneel, crouch, and/or crawl; and drive. While performing the duties of this job, the employee is 

regularly required to lift, carry, or exert force of up to 50 pounds. Specific vision abilities required 

by this job include close vision, distance vision, color vision, and the ability to adjust focus.  

  

Work Environment:  



  

The environmental characteristics described here are representative of those an 

employee encounters while performing the essential functions of this job:  

  

The noise level in the work environment is usually moderate to high. Regularly exposed to such 

environmental conditions as moving mechanical parts, fumes, fuels, chemicals, airborne 

particles, outdoor weather conditions, rain, humidity and heat and cold. Regularly required to 

travel to facilities within the district  

  

  

NOTE: The foregoing statements describe the general purpose and responsibilities assigned to this job 

and are not an exhaustive list of all responsibilities, duties, or skills that may be required.  

  


