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Human Resources 

“Inspiring and Preparing for Success” 

Job Type/Classification: Transportation Scheduler / Dispatcher  

Compensation: As per Collective Bargaining Agreement 

Reports to: Transportation Scheduler / Dispatcher  

 

Position Summary: 

Under general supervision, assign drivers to cover required work; schedule and coordinate efficient 

and effective school bus transportation for students requiring service; assist in the training and 

supervision of drivers; keep necessary records; handle complaints on routing and scheduling; assist and 

provide support to Transportation staff; supervises and directs the work of drivers and other staff; 

perform other related duties as assigned. 

 

Essential Duties and Responsibilities: 

Schedule, dispatch and assign bus drivers to appropriate routes and extra work in accordance with 

students needs, District schedules and established laws, regulations, policies and procedures. Monitor 

and ensure applicable regulation, policy and procedure is followed by Transportation staff. 

Develop, review, maintain and arrange stops and runs of special and regular education routes, 

including minimum days and special schedules according to class times, number of pupils, student 

requirements and bus capacities, ensuring it is accurate and complete, using available resources as 

efficiently as possible. Adjust routes as required in response to student needs, requests, and other issues 

and concerns. Maintain lists of eligible students, providing information to students and schools, 

arranging and/or providing means for students to get to and from school. 

Provide technical assistance and guidance to bus drivers regarding routes, schedules, directions, bus 

stops and related activities. Serve as a technical resource to parents, schools, staff, drivers and others 

for transportation activities, schedules, routes, trips, assignments, laws, rules, regulations, policies and 

procedures. Use experience and resources, in addition to regulation, policy and procedure, to determine 

consistent courses of action and implementation. 

Maintain contact with drivers and contractors by two-way radio, telephone and other means of 

communication, and advise on situations in the field that arise.  

Analyze routes for efficiency, recommending and implementing changes as needed. Review school 

bell times, traffic patterns and bus stop locations, recommending and facilitating changes necessary to 

improve operations and efficiency. 

Ensure parents, students, schools, drivers, others have accurate information and are adequately 

informed of all changes and procedures that may affect them. Maintain various transportation boards. 

Communicate under a variety of conditions with District personnel, drivers, parents, contractors, 

vendors, various outside agencies and others as required, ensuring that a cooperative and high quality 

working relationship exists in all communications. 

Receive, investigate and take steps to resolve conflicts and complaints from all sources regarding 

Transportation operations. Provide assistance to, respond and confer with drivers, students, parents, 

schools, departmental and District personnel. Confer with principals, drivers, and parents regarding 

pupil behavior. 



 

 

 

 

Job Description 

Transportation Scheduler / Dispatcher 
 

855 Lenzen Ave ● San Jose, California 95126-2736 ● (408) 535-6139 ● Fax (408) 535-2310 --- Page 2 of 3  ---  

San Jose Unified 

School District 

 

 

Human Resources 

“Inspiring and Preparing for Success” 

Compute mileage, hours, and costs of field trips for billing; compute mileage, hours and costs of other 

work performed, or generate estimates of the potential cost of work. Provide constructive input 

concerning the development and implementation of departmental policies and procedures. 

Drive as relief or substitute driver as required and assist in driver training and instruction. Provide 

and/or obtain training consistent with the duties in this job description. 

Operate computers and other office machines as required. Work with, maintain, and assist in 

maintaining, various computers and data files, including student, geographic, boundary, field trip, 

employee and other data, used in the department and elsewhere in the district. Initiate queries, develop 

documents, and generate written and verbal reports as needed and/or required. Utilize provided 

software to maintain records of daily operations. Attend and participate in a variety of meetings as 

assigned. 

Maintain accurate and current records, current information on laws as they pertain to school pupil 

transportation, district policies and contracts. Generate detailed reports and make presentations as 

required. Monitor inventory levels of supplies and equipment. Create and maintain documentation of 

tasks and procedures performed, evaluating for efficiency and modifying procedures as needed. 

Assist transportation workers regarding work methods, procedures and problem solving. Review and 

ensure all work is accurate and in compliance with established guidelines, requirements and 

procedures. Provide input concerning employee evaluations as requested. 

Perform related duties as assigned. 

 

Distinguishing Characteristics 

Must demonstrate an ability to be a positive, open role model, and be focused on providing the best 

service possible to all customers of the department. Employees in this classification supervise, direct 

and approve the work of driving staff and other Transportation personnel. 

 

Qualifications: 

 Knowledge of: Transportation routing and scheduling including computers systems application, 

laws and regulations governing the transportation of pupils in the State of California, materials, 

equipment and standard practices of transporting all types of students. 

 Ability to: Effectively dispatch and route buses; analyze situations and recommend an effective 

course of action; deal with high stress situations, under continuous interruption, in a calm and 

tactful manner; satisfactorily complete tasks and assignments in a timely and accurate manner and 

meet established deadlines; read, write and speak at a level for successful job performance; work 

with limited supervision within a framework of standard policies and procedures; follow oral and 

written instructions and provide clear, logical oral and written instruction and guidance to others. 

 Education/Training/Experience: Completion of 12th grade, or any combination of education, 

experience, and training which meets or exceeds the standards of knowledge, skills, and abilities 

listed above; At least three years experience in school pupil transportation; Experience and/or 

education related to home-to-school and special education routing for school pupil transportation. 

 Licenses/Certificates: Valid Class B California Drivers License with appropriate endorsements. 

Valid California School Bus Driver and Medical certificates. 
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Terms of Employment: 

 As outlined in the Collective Bargaining Agreement 

 

Physical Demands and Working Conditions: 

 

The physical demands described here are representative of those that must be met by an employee to 

successfully perform the essential functions of this job.  Reasonable accommodations may be made to 

enable individuals with disabilities to perform the essential functions.  While performing the duties of 

this job, the employee is continuously required to speak and listen for extended periods.  The employee 

is also required to sit or stand for long periods, and to regularly to walk; use hands or fingers to handle, 

or feel objects, tools, or controls; reach with hands and arms; and stoop, kneel, crouch or crawl.  The 

employee must regularly lift and move up to 20 pounds, and occasionally lift and move up to 30 

pounds.  Specific vision abilities required for this job include close vision, peripheral vision, depth 

perception, and the ability to adjust focus. The employee is further required to have the physical, 

mental, and emotional stamina to fully perform the duties and responsibilities of the position, and the 

mental acuity to collect, evaluate, and interpret data; to reason; to define problems; to establish facts; to 

draw valid conclusions; and to make effective judgments and decisions. 

 

The information contained in this job description is for compliance with the Americans with 

Disabilities Acts Amendment Acts of 2008 (or ADA Amendments Act of 2008) and is not exhaustive 

of the duties performed or that may be performed by this position.  

 

San Jose Unified School District is an Equal Opportunity Employer and does not discriminate on the 

basis of actual or perceived race, religion, color, national origin, ancestry, ethnicity, age, marital status, 

pregnancy, physical or mental disability, medical condition, genetic information, veteran status, 

parental status, gender, gender identity, gender expression, sex, or sexual orientation in its employment 

practices. 

 

 

Job Class:  5491 

Range 31 

Board Approved:  November 19, 2015 

 


