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TRANSPORTATION SCHEDULER/ROUTER BUSDFinal

Operate a two-way radio to communicate with drivers as needed; communicate with drivers regarding
schedule or route changes, vehicle breakdowns, accidents, emergencies, road conditions, road hazards
and other concerns; notify drivers or authorities as appropriate; review routes for drivers as needed

Prepare and maintain a variety of logs, records and files related to transportation; maintain student
assignment software and District vehicle inventory

Operate a variety of office equipment including a copier, fax machine, computer and applicable
software applications

Attend conferences and user group meetings regarding updates to technology in the transportation
field

OTHER DUTIES:

Substitutes for the dispatcher when they are absent for the purpose of ensuring the dispatcher job is covered
and buses are flowing smoothly

May drive a school bus as needed

Perform related duties as assigned

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

Provisions of the California Motor Vehicle Code, California Highway Patrol Regulations, and Education Code
sections applicable to the operation of vehicles in the transportation of students California Vehicle Code and
local traffic ordinances

Laws rules and regulations related to pupil transportation

Applicable laws, codes, rules and regulations related to pupil transportation
Modern office practices, procedures and equipment

District policy and industry standards related to routine and student assignment
Student Assignment Plan, District boundaries and eligibility criteria

Health and safety regulations

Operation of a computer, automated transportation systems and a two-way radio
Telephone techniques and etiquette

Record-keeping and filing systems and techniques

Health and safety regulations

Interpersonal skills using tact, patience and courtesy

Oral and written communication skills

ABILITY TO:
Plan, coordinate and develop bus routes and schedules

Review routes and schedules to accommodate changes
Read maps and utilizing mapping programs
Maintain a variety of logs, records and files



TRANSPORTATION SCHEDULER/ROUTER BUSDFinal

Answer telephones and greet the public courteously

Understand and resolve issues, complaints or problems
Meet schedules and time lines



