
 

ALISAL UNION SCHOOL DISTRICT                                   

HUMAN RESOURCES DIVISION 

JOB DESCRIPTION 

           

DISPATCHER/LEAD BUS DRIVER 
 

PRIMARY FUNCTION:  Under general supervision, establish and coordinate the assignment, scheduling and 
routing of all transportation vehicles; maintain a variety of department records; perform a wide variety of 
specialized and analytical duties related to the safe and efficient operation of a comprehensive school bus 
operation.  Operates a school bus over designated routes transporting students. 
 

DIRECTLY RESPONSIBLE TO:  Administrator of the area of assignment and/or designee 
 

DUTIES AND RESPONSIBILITIES: 
Schedule, dispatch, and assign personnel for routes, field trips and special events. 
 
Conduct physical inspection of designated stops as needed. 
 
Schedule and assign Vehicle Riders. 
 
Arrange for substitutes. 
 
Coordinate use of district vehicles; disseminate general information to the public and other concerned parties 
regarding department policies, procedures and applicable federal, state and local laws. 
 
Communicate with appropriate individuals regarding problems concerning transportation. 
 
Assist Director of MOTS/Supervisor of Transportation in resolving concerns. 
 
Process department personnel payroll. 
 
Maintain fuel usage records, generate monthly billing to departments, and assign employees fuel cards. 
 
Maintain keys for all department vehicles. 
 
Assists with coordinating trainings including proficiencies and maintaining training records. 
 
Input data and information to records, cards and files. 
 
Generate and submit required reports according to established timelines. 
 
Assist in operating and monitoring the school bus pass system, including recordkeeping. 
 
Greet, inform and direct parents, visitors, staff and students, in person or over the telephone with courtesy 
and diplomacy; answer incoming phone calls and transfer calls or take messages as appropriate; ascertain 
nature of business and provide standard information related to area of assignment; open and distribute mail. 
 
Maintain student emergency medical protocol information, and make available to appropriate staff. 
 
Process discipline and incident reports. 
 
Attend Individual Education Plan meetings as needed. 
 
Assist with department budget, monitor expenditures, make transfers; maintain accurate site accounts as 
needed. 
 
Process purchase orders, order and stock supplies. 
 
Maintain the master schedule of all meetings and events for transportation personnel; update transportation 
databases. 
 

Comply with all of the duties and responsibilities of a Bus Driver and serve as a back-up driver.  
 
Perform other related duties as assigned. 
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JOB DESCRIPTION 

DISPATCHER/LEAD BUS DRIVER 
 

 

 

MINIMUM QUALIFICATIONS: 
Licenses and Certificates: 
Valid California Driver’s License.  A DMV H-6 printout is required prior to employment.  Possession of a valid 
and appropriate California Class A or B Motor Vehicle License; a California School Bus Driver's Certificate, 
accompanied by a current medical certificate, first aid card; CPR certification within six (6) months of 
employment. 
 
Knowledge of: 
Strong English and Spanish verbal and written communication skills including spelling, grammar and 
punctuation;  Modern office methods and practices including computer program skills in word processing and 
database management, internet and email;  Proper phone etiquette and operation of multi-line phone system 
and use of general office equipment;  School bus transportation procedures and safe bus driving practices; 
State laws, rules and regulations pertaining to school bus operations and pupil transportation and methods of 
scheduling and dispatching a school transportation fleet; First Aid and CPR principles and practices. 
 
Ability to: 
Communicate in English and Spanish effectively in oral and written form and to understand and follow oral 
and written instructions in an independent manner;  Keep clear and accurate records; Use good judgment; 
Understand, interpret and apply rules and written directions;  Work cooperatively with students, staff and 
public and maintain confidentiality;  Learn technical information, terminology and procedures quickly;  Perform 
multiple tasks;  Work independently with limited supervision;  Establish and maintain cooperative working 
relationships with those contacted in the course of work;  Type at a speed of 40 wpm;  Assist in planning safe 
and efficient bus routes and schedules;  Operate a variety of office machines. 
 

Experience: 
School bus transportation experience or satisfactory completion of a formal classroom and behind-the-wheel 
training program by the California Highway Patrol for the operation of a school bus or combination of training 
and experience that could likely provide the desired knowledge and abilities; One year of experience in 
clerical work of a responsible nature, preferably requiring frequent contact with the public. 
 

Education: 
High School Diploma or equivalent. 
 

DESIRABLE QUALIFICATIONS: 

 
Public school district experience. 
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JOB DESCRIPTION 

DISPATCHER II /LEAD BUS DRIVER 
 
 

PHYSICAL EFFORT/WORK ENVIRONMENT:   
Good physical condition; Ability to hear sufficiently to be aware of traffic and road distractions/conditions and 
listen to children; Lift and assist students in an emergency situation; sit for long duration of time; Pass pre-
employment District physical examination which includes drug and alcohol screening.  Random drug and 
alcohol testing is required. 
 

  Number of Hours   Number of Hours  
  0 0-1 1-2 3-4 4-5 5-6 7+   (Driving*) 0 0-1 1-2 3-4 4-5 5-6 7+   
1. Sitting        X 14. Repetitive Use Of          
2. Standing   X      Foot Control         
3. Walking   X     a. Right Only (driving* )       X*   
4. Bending Over   X     b. Left Only (driving* )  X*        
5. Crawling  X      c. Both (driving* )  X*        
6. Climbing  X      15. Repetitive Use Of Hand         
7. Reaching Overhead  X      a. Right Only   X  X*    
8. Crouching  X       b. Left Only   X  X*    
9. Kneeling  X       c. Both   X   X*    
10. Balancing  X      16. Grasping         
11. Pushing or Pulling      X   a. Simple/ Light         
12. Lifting or Carrying        (1) Right Only    X X*    
a. 10 lbs. or less  X       (2) Left Only    X X*    
b. 11 to 25 lbs.  X       (3) Both    X X*    
c. 26 to 50 lbs. X        b. Firm/ Strong         
d. 51 to 75 lbs. X        (1) Right Only  X       
e. 76 to 100 lbs. X        (2) Left Only  X       
f. over 100 lbs. X        (3) Both   X      
13. Squatting  X      17. Fine Dexterity         
         a. Right Only   X      
         b. Left Only   X      
         c. Both   X      
        Yes No Description         
18. Driving cars, trucks, forklifts and other equipment X* X X* When driving school bus 

route as necessary 
       

19. Walking on uneven ground X  Grounds         
20. Exposure to dust, gas, or fumes X           
21. Exposure to marked changes in temperature or humidity X*  X X* When driving school 

bus route as necessary 
        

                   
 
 

THE BOARD OF EDUCATION DESIGNATES THIS POSITION AS CLASSIFIED. 
 
 
 
 
 

 
Formerly Clerk III - Dispatcher 

Adopted: 09/07/05 
Revised:  08/16/06; 08/01/07; 10/11/17 
Salary Range 20 

 


