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Job Title:  Transportation Manager/Grounds Assistant 

 

Reports to: Operations Manager and Superintendent 

 

Supervises: All Transportation Staff 

 

Job Goal:   To support increased student achievement by providing safe, reliable, 

effective, and efficient transportation services to students and staff members 

of the district. 

 

Employment: Hourly wage to be determined by the Board of Education.  Position is for 260 

days and is non-exempt under FLSA status.  Salary commensurate with skills 

and experience with $16.50 per hour being the rate that may be adjusted up or 

down based on skills and experience.   

 

Requirements: High school diploma with ASE Certification preferred.  Must be able to obtain 

commercial driver’s license with air brake, passenger, school bus 

endorsement, and proper Oklahoma Department of Education Certification.  

Thorough knowledge in all aspects of automotive repair and maintenance, 

ability to work in a fast-paced work environment, and strong organizational 

and time management skills are a must.  Employee will be subject to random 

drug testing.  Must have effective written and oral communication skills and 

good interpersonal skills.  Lifting of 10-50 pounds is frequently required and 

lifting over 50 pounds is occasionally required.  Requires the ability to assist 

special needs students entering and exiting buses.  Requires arm-hand and leg-

foot dexterity to drive a bus, visual acuity including depth perception, and the 

ability to sit for extended periods of time.  Experience in the operation of a 

student transportation system is desirable. 

 

GENERAL RESPONSIBILITIES: These statements are intended to describe the responsibilities, 

duties, and skills associated with this position and are not intended to represent an exhaustive list 

of all the responsibilities, duties, and skills required: 

 

 Plan, prioritize, assign, supervise, and review the work of staff responsible for providing 

student transportation and complete staff evaluations;  

 Participate in the selection of transportation staff;  

 Develop and implement a driver training and safety program and work with employees to 

correct deficiencies;  

 Implement student discipline procedures; 

 Plan and maintain regular school bus schedules and plan and organize emergency 

routing; 

 Coordinate and schedule the use of all district vehicles; 

 Arrange, coordinate, and schedule substitute and relief drivers; 

 Confer with parents, principals, and other school administrators regarding problems 

concerning pupil transportation or discipline;  
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 Receive and respond to inquiries from parents concerning routing and other 

transportation questions in a timely manner with a positive attitude; 

 Prepare various reports regarding transportations operations and activities;  

 Update maps and remain familiar with streets, boundary lines, and housing 

developments;  

 Remain current concerning pending and existing state legislation relative to student 

transportation;  

 Investigate bus accidents and assist with risk management assessments;  

 Obtain a working knowledge of pertinent federal, state, and local laws and regulations 

affecting the transportation of students; 

 Possess considerable knowledge of computer operations and applications such Microsoft 

Word, Excel, and transportation video applications, such as AngelTrac and computer 

based routing systems; 

 Diagnose problems and perform mechanical work and routine maintenance on all district 

owned vehicles and equipment; 

 Solicit quotations and negotiate prices from a variety of vendors for fuel, vehicle parts, 

and repairs; 

 Maintain the district owned fuel facilities in accordance with appropriate rules and 

regulations; 

 Serve as a router and/or dispatcher as needed; 

 Oversee administrative functions such as daily driving logs, fuel logs, and bus driver files 

on all drivers; 

 Perform all duties while maintaining a customer service orientation; 

 Assist in general grounds maintenance such as mowing, weed eating, edging, trimming 

shrubs, and trash and snow removal during summer and non-school/transportation times; 

and  

 Perform any and all other duties as may be assigned.   

 

 

 

 

 

 

 

 

 

 

 

Sperry Public Schools is an equal opportunity employer offering employment without regard to 

race, color, religion, gender, national origin, age, sexual orientation, or disability. This job 

description summary does not imply that these are the only duties to be performed. This job 

description is subject to change in response to funding variables, emerging technologies, 

improved operating procedures, productivity factors, and unforeseen events. 

 


