
 

Job Title:  Site Coordinator    Wage/Hour Status: Nonexempt 
                   
Reports To: Assistant Director         Pay Grade:              TR 6/226 days 

                  
Dept. /School: Transportation     Date Revised:  08/01/2022 
 

Primary Purpose: 

Coordinate processes at Transportation 6
th 

Avenue Facility, including preparations, routing, and 

communications with personnel and community to ensure proper customer service in regards to 

Transportation.  
 

Qualifications: 

Education/Certification: 

High School Diploma 
CDL Certification with Bus Driving P & S Endorsements, required 
 
Special Knowledge/Skills: 

Knowledge of routing, departure and pick‐up procedures  
Ability to resolve conflict with drivers/parents/students  
Excellent organizational, communication, and interpersonal skills  
Skyward Knowledge/Use  
 

Experience: 

5 years minimum experience as school bus driver  
 

Major Responsibilities and Duties: 

Program Management:  

1. Responsible for employee relations/actions and approval of schedules and assignments to routes. 
2. Responsible for checking and troubleshooting issues with fuel pump, both diesel and CNG (including 

district’s Quick‐Fill).  
3. Ensure all routes are covered for both a.m. and p.m. routes, and keep in direct contact with Main 

Street facility to inform them of status of buses.  
4. Coordinate vehicle repair reports and dealer repair bus pick-up/drop-offs with Shop Foreman.  

 

Supervision:  

1. Ensure drivers maintain current updated route descriptions and seating charts.  
2. Ensure current student records and aid with student management.  
3. Coordinate driver meetings and training classes during school year and summer.  

 
Communication:  

1. Review and analysis of telephone messages and email related to public/parent/student issues.  
2. Weather Team member regarding of inclement weather.  

 



Administration:  

 
1. Assist in selection of Routing and Placement of Drivers.  
2. Compile, maintain, and file all physical and computerized reports, records, and other   documents 

required.  
3. Maintain a current inventory of all fixed assets within program.  
4. Oversee process of cleaning, repairing, and storing all transportation equipment.  
5. Other duties as assigned by director and assistant director.  

 
Supervisory Responsibilities:  

Supervise assigned routes to drivers.  

Equipment Used: 
 

Personal computer, scanner/printer/copier, calculator, two-way radio, telephone, school bus and safety 
equipment. 

 
Working Conditions:  

Working outside in all forms of weather  

 
Mental Demands/Physical Demands/Environmental Factors:  

Maintain emotional control under stress. Frequent district and state wide travel; frequent prolonged and 

irregular hours; outdoor exposure to sun/heat and cold.  

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.  

 


