“NELSON COUNTY SCHOOLS 
Job Description 
TITLE: Fleet Operations/Transportation Supervisor 
QUALIFICATIONS: Demonstrated aptitude or competence for assigned responsibilities 
(Certificated or Classified Position) 

REPORTS TO: Director of Physical Support Services
JOB GOALS: To enable each student through safe and efficient transportation, to take full advantage of the complete range of curricular and extra-curricular activities offered by the district’s schools. 

PERFORMANCE RESPONSIBILITIES: 
Assists the Director of Support Services in the following performance responsibilities: 

Develops and administers a transportation program to meet all the requirements of the daily 

instructional program and extracurricular activities. 

Prepares bus routes for all schools in the district. 

Prepares and updates bus schedules for all schools in the district. 

Recruits and supervises all transportation personnel, and makes recommendations on employment, transfer, promotion and release. 

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

Submits transportation employee payroll time sheets on monthly basis. 

Authorizes purchases in accordance with budgetary limitations and district rules, after discussion with the Director. 

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

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

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

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

Acts as liaison with parents for complaints and special requests. 

Conforms to all state laws and regulations regarding school transportation. 
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Completes and forwards insurance reports to the Director, who will dispatch them 

as required. 

Submits all reports to the Director, who will forward them as required by state 

authorities. 
Supervises bus mechanics.

Advises on repairs and coordinates leave time for mechanics.

Coordinates operations of the bus garage by scheduling inspections, generating work orders, coordinating bus and board vehicle maintenance, maintaining relationships with parts vendors and ordering parts, and ordering diesel fuel and gasoline, as needed.
Administers the use of routing and planning software.

Downloads bus video.

Completes and retains applicable transportation forms/reports.

Generates reports regarding vehicle maintenance costs, fuel costs, and other bus related reports.
Answers phone calls regarding routing, bus discipline and driver complaints.

Works with bus drivers to ensure route descriptions and bus rosters are up to date.

Handles bus driver misconduct and safety concerns.

Advises Superintendent and the Director on road hazards supporting his/her decision on school closing during inclement weather. 

Attends appropriate committee and staff meetings. 

Demonstrates regular attendance and punctuality. 

Adheres to professional Codes of Ethics adopted by the Kentucky Education Professional 

Standards Board. 

Performs other duties consistent with the position assigned as may be requested by the 

Superintendent.
ABILITY TO: Perform as a leader such that student achievement is maximized.

KNOWLEDGE AND ABILITES: To perform the responsibilities as previously outlined. 
