Antelope Valley Schools Transportation Agency

VACANCY ANNOUNCEMENT

TITLE:   Scheduling Supervisor
PRIMARY PURPOSE:

Under supervision of the Operations Manager, will assist in the planning, coordination, and direction of activities pertaining to the administration and management of routing and drivers and do related work as required.

DESIRABLE QUALIFICATIONS:
1. Basic experience in dealing with public and general clerical work. 

2. Three years experience in driving a school bus.
3. California Commercial School Bus Driver’s License with appropriate endorsements.

4. High School Education or equivalent.

5. Knowledge of state and local traffic laws and regulations regarding school bus routing and field trips.

6. Knowledge of districts’ busing policies, area school boundaries and non-busing areas, topography, traffic flow patterns and bus route structure.

7. Knowledge of the Agency’s collective bargaining agreement.

8. Must be able to work and communicate with employees, students, faculty and parents, maintaining the best possible working relationships.
9.  Ability to plan, organize, and assign work to utilize the skills and capabilities of available employees and resources to the best advantage of the Agency.
1. Ability to remain calm and composed during crisis situation.

2. Ability to make rational decision under difficult conditions.
3. Knowledge of pertinent statutes that are applicable to school bus operation.

4. Knowledge of Agency policy and procedures on school bus operation.

5. Mechanical aptitude in mechanical operation involved in the operation of a school bus.

6. Ability to accurately type 30 words per minute. 

7. Must demonstrate necessary skills working with Microsoft Word and Excel. Skills include but are not limited to the following: 

a. opening, editing, and saving changes to existing documents

b. creating new documents

c. creating and working with tables to include sorting features

8. Demonstrate ability to e-mail documents.

9. The ability to learn and be proficient on database software.

SPECIAL WORKING CONDITIONS:

Maintain emotional control under stress. Prolonged use of computers. Occasional prolonged and irregular hours may be required. Repetitive hand and arm motions.
REPORTS TO:

Operations Manager
SUPERVISES:

Drivers
TERMS OF 
EMPLOYMENT:
12 Month
WAGE/HOUR 

STATUS:

S-3 Management ($5,719.01-$6,951.49)
MAJOR DUTIES AND RESPONSIBILITIES:
1. Develops, distributes, and maintains bus routes, school schedules, time sheets, time clock data, and contracts to efficiently utilize available buses and render the best possible, safe service. 
2. Make recommendations and suggestions to facilitate districts’ financial efficiency through the management of school boundaries, non-busing areas, or bell times. .
3. Notifies parents of time changes. 

4. Sign bus driver contracts and enters contract information into payroll database. 
5. Enter, assign, maintain, and distribute overtime records for all overtime and out-of-town field trips as necessary. 
6. Assist Parent Pay in determining students' correct bus stops and eligibility for school bus passes as necessary. 
7. Duties related to Special Needs as necessary.

8. In the absence of Field Trip Account clerk, assist in the booking and scheduling of field trips.
9. Assist in the management of situations involving bus operations such as equipment failure, route deviations parental questions, emergencies, or other unusual problems.
10. Maintain records related to vehicles, personnel, and field trips.
11. Assist in the evaluation of drivers.
12. Prepares job-related correspondence.

The above statements are intended to describe major job functions of this position and are not intended to represent an exhaustive list of all responsibilities, duties, and skills required. The Chief Executive Officer may assign additional duties when deemed appropriate.

EVALUATION: Performance will be evaluated annually in accordance with provision of the Board’s policy on evaluation of professional personnel.

Any employee interested in being considered for this position shall notify the Agency in writing and must be submitted to Josie Delgado, Human Resources Administrator, no later than Wednesday, January 22, 2025, by 4:00 pm. Testing will be on Friday, January 24, 2025. Interviews are tentatively scheduled for Monday, January 27, 2025 -Time TBD. 

“AN EQUAL OPPORTUNITY AND AFFIRMATIVE ACTION EMPLOYER”
