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SUMMARY: 

Drives bus to transport students over specified routes according to time schedule.  Complies with traffic 

regulations.  Performs dispatcher duties.  Assists transportation secretary and director in the area of 

dispatching bus drivers to ensure safe, timely transportation of District students to school and related school 

events.  Assists in the development and maintenance of bus routes.  Assists with emergencies and 

breakdowns or school schedules. 

 

This is a TIPPA position with hourly rate and benefits as per the contract between TIPPA and the TISD 

Board of Education.  This person works up to 8 hours a day (hours are staggered depending on seasonal 

requirements); up to 226 days a year.  Classification:  Bus Driver. 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES:  Other duties may be assigned. 

BUS DRIVER 

- Drives a school bus safely and professionally 

- Is directly responsible for the safety and well-being of others on the school bus 

- Performs and properly completes pre-trip inspections 

- Complies with all traffic ordinances 

- Complies with policies set forth in the School Code of Conduct for Transportation and TISD Board 

of Education 

- Participates in on-site training 

- Shows proficiency in handling and maneuvering school bus 

 

DISPATCHER 

- Daily dispatching of bus drivers for all routes and field trips based on seniority 

- Answers telephones, responds to inquiries or transfers call to appropriate person 

- Maintains constant communication with bus driver via two-way radio 

- Provides timely and appropriate responses to parental inquiries and concerns 

- Maintains files and records as assigned 

- Operates office machines 

- Duplicates and distributes materials as requested 

- Assigns bus drivers and substitutes in absence of director 

- Assigns field trips and special assignments 

- Assists in developing, monitoring, and modifying, if necessary, bus routes to maintain the most 

efficient and effective transportation department 

- Drives routes when necessary 

- Dispatches mechanics to disabled buses 

- Be on call for scheduled weekends and emergencies 

- Checks vans daily for cleanliness and maintenance 

- Maintains a log on vehicle upkeep 

- Promotes safety practices for all transportation employees 

 

SUPERVISORY RESPONSIBILITIES: 

None. 

 

QUALIFICATION REQUIREMENTS:  To perform this job successfully, an individual must be able to 

perform each essential duty satisfactorily.  The requirements listed below are representative of the 

knowledge, skill, and/or ability required.  Reasonable accommodations may be made to enable individuals 

with disabilities to perform the essential functions. 



 

EDUCATION and/or EXPERIENCE: 

High school diploma or general education degree (GED).  Must meet current State guidelines regarding 

their driving record and be able to pass physical, including drug test.  Must be at least 18 years of age and 

have no suspension or revocation of driver's license.  No citations for drugs or alcohol violations.  

Experience in general transportation operations. 

 

CERTIFICATES, LICENSES, REGISTRATIONS: 

Must be able to obtain a Commercial Driver's License with required endorsements.  Must pass State Skill 

Test and State Written Test. 

 

LANGUAGE SKILLS: 

Ability to read and interpret documents such as safety rules, operating and maintenance instructions, and 

procedure manuals.  Ability to write routine reports and correspondence.  Ability to speak effectively and 

present information in one-on-one and small group situations to parents, other employees, and/or students. 

 

MATHEMATICAL SKILLS: 

Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common 

fractions, and decimals.  Ability to compute rate, ratio, and percent and to draw and interpret bar graphs.  

Ability to calculate figures and amounts such as discounts, interests, and percentages. 

 

REASONING ABILITY: 

Ability to apply common sense understanding to carry out instructions furnished in written, oral, or diagram 

form.  Ability to deal with problems involving a few concrete variables in standardized situations. 

 

OTHER SKILLS and ABILITIES: 

Ability to work in a friendly manner with all constituents of the Tuscola ISD, including but not limited to 

co-workers, and students and their families.  Ability to read and understand maps.  Ability to perform duties 

with awareness of all district requirements and Board of Education policies. 

 

BUS DRIVER:   Ability to pass Department of Transportation physical and MDE Basic Training Program. 

 

DISPATCHER:  Upon initial placement in this position, the employee must complete a typing test with a 

minimum speed of 20 wpm.  Must be able to operate a personal computer and related software.  Ability to 

interact positively with school and community.  Ability to communicate clearly and concisely, both orally 

and in writing.  Ability to develop effective working relationships with students, staff, and the school 

community. 

 

PHYSICAL DEMANDS:  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 sit and walk or stand.  The 

employee will frequently bend or twist at the neck or trunk while performing the duties of this job.  The 

employee frequently repeats the same hand, arm or finger motion many times.  The employee must 

occasionally lift items up to 75 pounds such as assisting with the lifting/carrying of students.  The employee 

must occasionally push/pull items over 90 pounds such as students in wheelchairs.  Occasionally, yet 

essential to this position, the individual must meet deadlines with severe time constraints.  Occasionally, the 

position requires the employee to work irregular or extended hours and meet multiple demands from several 

people.  Specific vision abilities required by this job include close vision, color vision, depth perception and 

peripheral vision.  Some driving is necessary. 

 

WORK ENVIRONMENT:  The work environment characteristics described here are representative of those 

an employee encounters while performing the essential functions of this job.  Reasonable accommodations 

may be made to enable individuals with disabilities to perform the essential functions. 

 

BUS DRIVERS:  While performing the duties of this job, the employee occasionally works in temperatures 

above 100 degrees and below 32 degrees, and occasionally will walk on slippery surfaces.  The employee 



must be able to meet deadlines with severe time constraints and interact with public and other workers.  The 

noise level in the work environment is occasionally loud. 

 

DISPATCHER:  The noise level in the work environment is usually moderate.  Work is performed indoors. 

 

The employee shall remain free of any alcohol or nonprescribed controlled substance in the workplace 

throughout his/her employment in the District. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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

Act (ADA) and is not an exhaustive list of the duties performed for this position.  The individuals currently 

holding this position perform additional duties and additional duties may be assigned. 


