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[bookmark: director-of-transportation]Director of Transportation
[bookmark: position-summary]Position Summary
The Director of Transportation is responsible for overseeing and coordinating all aspects of transportation services for Holland Christian Schools. This position provides leadership for the school’s transportation program, ensuring that students are transported safely, efficiently, and reliably while maintaining compliance with all applicable federal, state, and local regulations. The Director of Transportation works collaboratively with school administration, drivers, families, students, and other members of the Holland Christian community. 
[bookmark: essential-responsibilities]Essential Responsibilities
[bookmark: transportation-operations]Transportation Operations
· Oversee the daily operation of Holland Christian Schools’ transportation program.
· Responsible for driving one route, shuttle or field trip per day. 
· Coordinate transportation routes, schedules, stops, and special transportation needs.
· Monitor transportation operations to ensure students arrive at school and return home safely and on time.
· Coordinate transportation for athletic events, field trips, extracurricular activities, and other school-related activities.
· Evaluate transportation needs and make recommendations regarding routes, schedules, staffing, and resources.
· Respond to transportation issues, delays, emergencies, and parent or staff concerns in a timely and professional manner.
· Establish and maintain effective procedures for communicating transportation changes and disruptions.
[bookmark: driver-management]Driver Management
· Recruit, interview, train, onboard, and supervise school bus drivers and other transportation personnel.
· Develop driver schedules and ensure appropriate coverage for regular routes and special events.
· Maintain regular communication with drivers regarding expectations, schedules, safety procedures, and operational needs.
· Conduct or coordinate driver evaluations and provide appropriate feedback and coaching.
· Address attendance, performance, conduct, and other employment concerns in collaboration with Human Resources and school administration.
· Foster a positive, professional, and service-oriented culture among transportation staff.
[bookmark: safety-compliance]Safety & Compliance
· Maintain a transportation program that prioritizes the safety and well-being of students and staff.
· Ensure compliance with applicable Michigan Department of State, Michigan Department of Education, Michigan State Police, federal, and local transportation requirements.
· Maintain required driver qualifications, certifications, training, testing, and records.
· Ensure vehicles receive required inspections, maintenance, and repairs.
· Maintain accurate transportation records and documentation.
· Establish and implement transportation safety procedures and emergency protocols.
· Investigate and document transportation-related accidents, incidents, and safety concerns.
· Partner with the Director of Student and Campus Safety and other school leaders as appropriate on transportation safety matters.
[bookmark: fleet-management]Fleet Management
· Oversee the maintenance, inspection, repair, and general condition of school buses and other transportation vehicles.
· Develop and maintain preventative maintenance schedules.
· Monitor vehicle safety and determine when vehicles should be removed from service.
· Coordinate with mechanics, service providers, and vendors as necessary.
· Make recommendations regarding vehicle purchases, replacements, and disposal.
· Monitor transportation-related expenses and assist with development and management of the transportation budget.
[bookmark: communication-customer-service]Communication & Customer Service
· Serve as the primary point of contact for transportation-related questions and concerns.
· Communicate clearly and professionally with parents, students, staff, administrators, and community partners.
· Respond to concerns with patience, professionalism, and a commitment to finding appropriate solutions.
· Provide timely communication regarding route changes, delays, cancellations, weather-related transportation decisions, and other significant transportation matters.
· Build positive relationships with families and staff by providing dependable and responsive service.
[bookmark: administrative-responsibilities]Administrative Responsibilities
· Develop and maintain transportation policies, procedures, and protocols.
· Maintain accurate transportation records and documentation.
· Assist with the annual transportation budget and monitor expenditures.
· Review transportation operations regularly and identify opportunities for improved efficiency and service.
· Maintain appropriate records related to vehicles, drivers, routes, training, inspections, and incidents.
· Participate in meetings and planning activities related to school operations and transportation.
· Provide regular updates and recommendations to school administration regarding transportation needs, challenges, and opportunities.
[bookmark: qualifications]Qualifications
Required:
· High school diploma or equivalent.
· Valid Michigan driver’s license and appropriate qualifications to operate school transportation vehicles.
· Ability to obtain and maintain all required school bus driver certifications and credentials applicable to the position.
· Demonstrated experience in transportation, fleet management, logistics, supervision, or a related field.
· Strong organizational and problem-solving skills.
· Excellent communication and interpersonal skills.
· Ability to remain calm and make sound decisions in emergency or high-pressure situations.
· Ability to work effectively with students, parents, employees, and school leaders.
· Commitment to student safety and exceptional customer service.
[bookmark: physical-working-requirements]Physical & Working Requirements
The position requires the ability to:
· Regularly move throughout school facilities, transportation areas, and bus lots.
· Enter and exit school buses and inspect vehicles.
· Work outdoors in varying weather conditions.
· Occasionally work early mornings, evenings, weekends, or other nontraditional hours based on transportation needs.
· Respond to transportation emergencies and time-sensitive situations.
· Perform other physical tasks reasonably associated with transportation oversight and vehicle operations.
[bookmark: employment-relationship]Employment Relationship
The Director of Transportation reports to the designated school administrator and works closely with Human Resources, school principals, the Director of Student and Campus Safety, and other members of the administrative team.
This job description is intended to describe the general nature and level of work performed by the person assigned to this position. It is not intended to be an exhaustive list of all duties, responsibilities, or qualifications required for the position.
