
 

 
 

POSITION DESCRIPTION 
 

TRANSPORTATION SUPERVISOR 
 

    
 
 
TITLE:    TRANSPORTATION SUPERVISOR 
 
REPORTS TO:   Assistant Superintendent for Business & Operations 
 
PRIMARY FUNCTION: The Transportation Supervisor will manage and supervise the 

safe, efficient and effective operation of the Transportation 
Department while maintaining and promoting excellent 
community relations.  Major duties include the routing and 
scheduling of school bus routes, scheduling of special trips, and 
supervision of drivers, monitors, technicians, and office staff.    

 
QUALIFICATIONS  -  EDUCATION & EXPERIENCE 
 

1. CPA and Masters Degree preferred in accounting, finance or related field. 
2. Minimum of seven years of progressively responsible work experience in 

accounting management, including five years of school district experience with 
understanding of school finance and laws. 

3. Experience with millage, bond issues, campaigns, school facilities, and 
construction.   

4. Demonstrated abilities in the organization and supervision of operations 
programs; 

5. Demonstrated skills in administration, policy, program development, and fiscal 
management; 

6. Knowledge of the areas of transportation, maintenance, and food service as 
they relate to the educational program; 

7. Excellent communication and organizational skills required; 
8. Such alternatives to the above qualifications as the Board may find appropriate 

and acceptable. 
 
ESSENTIAL DUTIES & RESPONSIBILITIES 
 

1. Attend all regular Board of Education meetings and others when specifically 
requested to do so. 

2. Participate as a member of the Central Office Administrative Team, and serve as 
an administrative team member in contract negotiations. 

3. Recommend policies relating to the operation of business affairs in the District, and 
initiate programs to improve system, methods, and procedures for the operations of 
school business affairs. 

4. Direct the management of the financial and operational affairs of the District. 
5. Assume responsibility for budget development, long-range financial planning and 

budget control systems. 
6. Administers and allocates all state and federal funds received.  Assist with state and 

federal program application and control. 



7. Work with other governmental units in meeting legal requirements for all financial 
transactions of the district. 

8. Prepare and oversee the preparation of District financial reports.  Ensure that report 
formats meet all state, local and in-district reporting requirements. 

9. Make provisions for the orderly collection and dissemination of school business 
information that will assist the Board of Education, the community, and other school 
administrators to make sound educational decisions. 

10. Provide advisory services to all district schools regarding business operations and 
fundraising. 

11. Responsible for all aspects of the building and site programs, to include law, 
contracts, construction, and the purchasing and selling of property, including 
updates for cabinet and construction managers. Visit job sites as necessary. 

12. Facilitate non-instructional functions of the educational program, such as 
a. Oversee the district budget planning and preparation, based upon 

projected state aid and grants.  Prepare a budget for submission to the 
school board projecting expenditure and revenues for all fund.  Monitor the 
approved budget monthly, providing budget reports to school 
management.  Facilitate budget transfers between accounts according to 
policy.  Prepare financial statements to include the Michigan Bond Loan 
program. 

b. Project the cash needs of the district and invest all available funds to 
maximize investment earnings within Board policy and according to the 
State laws affecting school district finances.  Work with state agencies 
regarding state aid payments and reports.  Prepare investment reports for 
the Board and the Superintendent. 

c. Ensure adequate accounting procedures and controls for accounts 
receivable and payable.  Oversee the payroll function ensuring the timely 
processing of payroll, payroll taxes, deductions and recordkeeping. 

d. Meet with external and internal auditors as necessary. 
e. Responsible for purchasing functions.  Ensure appropriate scheduling, 

bidding, quoting, specifying, and economizing in the purchasing area.  
Maintain the relationship between district personnel, vendors and suppliers 
and district policy related to purchasing. 

f. Prepare tax resolutions for the Board and submit to taxing authorities.  Ensure 
the timely transfer of funds from taxing authorities to the District. 

g. Administer the District’s worker’s compensation, and risk insurance programs, 
such as liability, property title, vehicle, student injury.  Review the value of 
property and amount of risk.  Work closely with said companies to process 
claims, when necessary. 

h. Schedule use of facilities. 
i. Responsible to serve in all aspects of District elections, sale of bonds, and 

school millages. 
13. Evaluate and establish goals with the business staff. 
14. Perform other duties as required. 

 
WORKING ENVIRONMENT/CONDITIONS 
 

While performing the duties of this job, the employee is regularly required to walk, 
stand, sit, speak and hear.  Specific vision abilities required by this job include close 
vision, color vision, and depth perception.  The position will require computer work, 
involving repetitive hand movement and close vision.  The work environment(s) for this 
position will consist of several different settings, including an office and school buildings.  



Work is performed primarily indoors. 

 

(The work environment characteristics described here are representative of those an 
employee encounters while performing the essential functions of this job.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 
essential functions.  The information contained in this job description is for compliance 
with the Americans with Disabilities Act (ADA) and is not an exhaustive list of the duties 
performed for this position.  Additional duties are performed by the individuals currently 
holding this position and additional duties may be assigned). 

          
Employee shall remain free of any alcohol or non-prescribed controlled substance abuse in the workplace 
throughout his/her employment in the district. 
 

The Board of Education does not discriminate on the basis of race, color, religion, national origin, sex, 
disability, age, height, weight, marital status, or any other legally protected characteristic in its programs 
and activities, including employment opportunities. 
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