
 

   

Job Title: Assistant Director of Fleet Operations  Exemption Status/Test:  Exempt 
           
Reports to: Director of Transportation   Date Revised:   February 2021 
 
Dept. /School:  Transportation   
  

Primary Purpose: 

Direct and manage district’s transportation fleet operations.  Ensure safe and effective operations of the 
transportation department.  Oversee maintenance of all district-owned vehicles. 

 
Qualifications: 

Education/Certification: 
Bachelors’ degree or ten years’ experience in school bus or commercial bus vehicle maintenance 
Clear and valid driver’s license with CDL certification and P and S endorsements 
TAPT Professional Certified Pupil Transportation Official (CTPTO) preferred 

 
Experience: 
Minimum three (3) years; supervisory experience 
Five (5) years supervisory experience in transportation vehicle maintenance, preferred 

 
Special Knowledge/Skills: 
Ability to direct and manage operations of a large fleet of vehicles 
Knowledge of energy management, vehicle repair, and maintenance 
Ability to conduct on-site inspections of all vehicle repair and maintenance operations 
Ability to manage budget and personnel 
Ability to use technology to plan, operate, monitor and evaluate transportation operations 
Strong organizational, communication, and interpersonal skills 

 
 
Major Responsibilities and Duties 

1. Assist with the hiring of vehicles maintenance employees. 
2. Assign duties to mechanics and other personnel. 
3. Maintain time and leave records for vehicle maintenance personnel. 
4. Ensure that transportation operations are supportive of the instructional goals of the district. 
5. Observe and implement all safety rules according to DOT regulations. 
6. Develop an annual forecast and plan for the replacement of the school bus fleet and the white fleet. 
7. Manage the overall acquisition and delivery process for the school bus and white fleets. Coordinate the 

fleet process with the suppliers and purchasing department. 
8. Prepare various reports as required by the state, district, or department. 
9. Establish and oversee fleet maintenance programs to include annual state inspections and vehicle 

registrations. 
10. Conduct new employee orientation, including shop methods and operational procedures of the work 

site. 
11. Oversee the timely and cost effective repair of all district-owned vehicles and preventative maintenance. 
12. Ensure that vehicle repair requests and work orders are prioritized and processed in a timely manner. 



13. Manage effective departmental use of the RTA maintenance system and other technology support 
systems. 

14. Initiate and manage RFP processes to contract for outside services that are not performed in the shop. 
15. Coordinate with the purchasing department of RFP related activities. 
16. Determine maintenance department equipment and service’s needs, evaluate equipment and services 

based on documented specifications, and provide recommendations for procurement decisions. 
17. Monitor performance of personnel to assure on time and quality completion of tasks. 
18. Attend professional growth activities to keep abreast of innovative techniques and technology in 

transportation fleet operations and maintenance. 
19. Respond to after-hours emergency calls as needed. 
20. Promote a positive image that supports the mission of the school district. 
21. Develop and administer budget based on operational needs.  Ensure that operations are cost effective 

and funds are managed according to district policies and procedures. 
22. Manage the acquisition, scheduling, and cost of fuel consumption and usage. 
23. Assure compliance with departmental procedures, district policies, federal and state regulations and 

other laws, rules and regulations related to transportation of students. 
24. Prepare specifications for equipment and supplies, review bids, and recommend appropriate purchases. 
25. Manage the inventory control and procurement of replacement parts. 
26. Manage the annual redistribution of buses to parking locations. 
27. Perform other duties as assigned. 

 

Supervisory Responsibilities: 

Evaluate all fleet operations/vehicle maintenance staff to include, Mechanics, Vehicle Maintenance 
Supervisors, Vehicle Maintenance Inventory, Services Writer, Data Entry Clerk, General Vehicle 
Maintenance, Video Electronics Technician and other staff as assigned by Director. 
 

Mental Demands/Physical Demands/Environmental Factors 

Tools/Equipment Used:  Standard office equipment such as personal computers and peripherals; school 
bus operation; safety equipment; fire extinguisher, radio communication equipment 
Posture: Prolonged sitting, occasional bending/stooping, pushing, pulling, and twisting 
Motion:  Frequent repetitive hand motions, frequent keyboarding and use of mouse; occasional reaching 
Lifting:  Occasional light lifting and carrying (30 pounds or less) 
Environment:  Work inside and outside with moderate exposure to extreme temperatures; work around 
vehicles  
Mental Demands:   Work with frequent interruptions; maintain emotional control under stress; occasional 
prolonged and irregular hours; must be available to take care for nights and weekends as needed 
  

 

This document describes the general purpose and responsibilities assigned to this job and is not an exhaustive list 
of all responsible and duties that may be assigned or skills that may be required. 


