
BERKS COUNTY INTERMEDIATE UNIT

POSITION TITLE: Supervisor Transportation

QUALIFICATIONS:
A.
High school diploma required.  Associate Degree preferred.

B.
One to three years of management experience with demonstrated managerial skills.

C.
Possess or obtain within three (3) months, a valid PA Class B with school bus and passenger endorsements and maintain valid credentials.
D.
Obtain and maintain a valid Red Cross First Aid Course and CPR Certificate.
E.
Knowledge of school bus/van rules and regulations as promulgated by local, state and federal authorities.

F.
Geographical knowledge of Berks County and surrounding areas, including locations of approved private schools which Berks County students may attend.

G.
Ability to communicate accurately and effectively. Bilingual skills preferred, (English and Spanish).
H.
Ability to operate any vehicle in BCIU fleet.

I.
Experience with basic clerical/transportation equipment functions.


J.
Ability to work flexible hours.

K.
The holder of this position could be required as part of his or her duties to engage in activities that can be charged to a Medical Assistance (MA) or other state or federal healthcare program. Clearance as a provider by both the Commonwealth of Pennsylvania and the federal government is therefore an essential qualification for this position.

REPORTS TO:
Assistant Program Administrator - Transportation

SUPERVISES:
Assistant Supervisor-Transportation as assigned
Drivers and transportation assistants as assigned

Dispatchers-as assigned

POSITION GOAL:

Maintain efficient communications operation and route assignment among a fleet of vehicles under the Berks County Intermediate Unit Transportation Department.

PERFORMANCE RESPONSIBILITIES:

The essential functions of this position include, but are not limited to, the following fundamental duties:

A.
Dispatch personnel and vehicles 

B.
Assign students to appropriate vehicles and routes.

C.
Monitor vehicle capacity and run times and provide recommendations to ensure the efficient delivery of transportation services and the deployment of staff.

D.
Oversee and/or review any billing system/process relative to transportation services and ensure the accuracy of same. 
E.
Ensure the accuracy of reports submitted to any agency to include but not limited to the Pennsylvania Department of Education.

F.
Supervise and evaluate employees.

G.
Assist with the recruitment and selection of staff.
H.
Maintain and update student information and attendance schedules.

I.
Assist with the preparation and delivery of in-service and training sessions.
J.
Promote and maintain effective communication with the staff, districts, and parents.

K.
Verify and record school closings, early dismissals, school calendars and school time schedules.

L.
Secure substitute personnel for absent drivers and assistants.

M.
Confirm, arrange, and maintain files on field trips as assigned.
N.
Verify driver and assistant time sheets, accident forms, and employee workers compensation forms.

O.
Verify transportation employees' driving credentials.

P.
Monitor GPS and digital video recordings and maintain the applicable equipment and supplies.
Q.
Contribute to administrative team effort by assisting with department and other assignments as directed by Program Administrator, Transportation or designee.

R.
Perform other job-related duties as required or assigned by the Program Administrator, 
      Transportation
TERM OF EMPLOYMENT:

Exempt, Full Time, Twelve months/year.  Salary established by the Intermediate Unit Board of Directors per the Compensation Plan for Middle Management, SRI 16.
EVALUATION:

Performance in this position will be evaluated in accordance with provisions of the Board's policy on evaluation of personnel.

The position holder must be able to perform the essential job functions with or without reasonable accommodation.  It is the responsibility of the employee to inform the BCIU Director of Human Resources of any and all reasonable accommodations that will be required.

BCIU is an equal opportunity employment, educational, and service organization.
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