
 
 
 
 
 

CENTRAL DAUPHIN SCHOOL DISTRICT               POSITION DESCRIPTION 
 
 
Position:   Transportation Specialist 
 
Department: Transportation                  FLSA: Non-Exempt 
 
Reports To: Director of Transportation    
 
 
SUMMARY 
 
The purpose of this job is to perform as Transportation Specialist and is responsible for responding to calls 
from schools, parents and the transportation vendor.  Duties and responsibilities include acting as a liaison 
between drivers, parents, and students.  Act as first point of contact for incoming calls, troubleshoot customer 
service problems and route to appropriate person when appropriate.   
 
PRIMARY DUTIES AND RESPONSIBILITIES 
 

• Manage large amounts of inbound calls in a timely and professional manner. 
• Answers telephone and returns calls to provide information and/or direct calls as needed.  

Operates as a liaison between parents, students, drivers, school administrators, and the general 
public to resolve complaints. 

• Ask questions to interpret, analyze and anticipate the caller’s situation to resolve problems, 
provide information and/or refer to the appropriate department. 

• Is courteous, respectful and professional in all interactions with others. 
• Assists Route Specialist in all correspondence to parents and schools when changes are made 

with bus stops, route times or adding or deleting a stop. 
• Creates and files correspondence, memos, etc. to provide instruction and information.   
• Performs other job duties as assigned. 
 

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 
essential functions. 
 
QUALIFICATIONS 
 
Knowledge and Skills:  Knowledge of practices, procedures, and legal requirements related to the operation 
of a school transportation system.  The ability to develop and maintain cooperative and professional 
relationships with parents, employees, representatives from other departments and vendors. Ability to use 
logic and reasoning to reach conclusions and approaches to problems. Ability to use judgement and decision 
making skills to evaluate situations, establish priorities, and resolve matters.  Ability to think quickly and 
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work under stressful situations.  Ability to actively listen and communicate effectively.   Ability to multi-
task, set priorities and manage time effectively. 
 
Abilities:  Ability to manage complex bus routing to meet the varied requirements of the schools within the 
district.  Exercise good judgment in prioritizing tasks and directing others.  Plan, organize and work with 
others.  Utilize computer software programs and hardware pertinent to plan maximum utilization of 
transportation department equipment and personnel.  Communicate effectively, both orally and in writing 
while maintaining courtesy, respectfulness and professionalism in all interactions. 
 
Education and Experience: High school diploma required.  Must have previous customer service or call 
center experience.  Experience in a high volume call center or 911-dispatch center preferred.   
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WORK ENVIRONMENT & PHYSICAL DEMANDS CHART – POSITION:  TRANSPORTATION SPECIALIST 

PERCENTAGE OF WORK 
TIME 

1-
33% 

34-
66% 

67-
100% 
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TIME 

1-
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34-
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67-
100% 

PERCENTAGE OF WORK 
TIME 

1-
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34-
66% 

67-
100% 

1. Standing/Walking X   16. 51 Pounds or more X    

2. Sitting  X  DOES THIS JOB REQUIRE? EXCHANGE OF IDEAS: 

3. Twisting X   17. Working in hot, cold, wet surrounds X   31. Ability to express or exchange ideas.   X 

4. Lifting/Carrying X   18. Working outdoors X   32. Ability to understand 
communication of others with or 
without adaptive devises. 

  X 

5. Pushing/Pulling X   19. Working with or near chemicals X    

6. Climbing (Ascending 
descending) 

X   20. Potential exposure to communicable 
diseases 

X   Obtaining impressions through the eyes of the shape, size, distance, 
motion, color or other characteristics of objects with or without adaptive 
devices. 

7. Bending/Stooping X   21. Working near radiation sources X   THE MAJOR VISUAL FUNCTIONS ARE: 

8. Using arm muscles frequently or for 
extended periods. 

 X  22. Working with hazardous waste 
materials 

X   33. Acuity, far - clarity of vision at 20 
feet or more. 

 X  

9. Using leg muscles frequently or for 
extended periods. 

X   23. Utilizing essential upgraded or 
adaptive equipment as industry 
standards require  

X   34. Acuity, near - clarity of vision at 20 
inches or less. 

  X 

10. Using back muscles frequently or for 
extended periods. 

X   24. Using hand tools X   35. Depth perception - three-
dimensional vision.  The ability to judge 
distance and space relationships so as to 
see objects here and as they actually are. 

 X  

LIFTING REQUIREMENTS 25. Operating vehicle X       

11. 2 - 10 Pounds  X  26. Potential for cuts and bruises X   36. Field of vision - the area than can be 
seen up and down or the right or left 
while the eyes are fixed on a given point. 

 X  

12. 11 - 20 Pounds X   27. Using a calculator X       

13. 21 - 30 Pounds X   28. Using a personal computer   X 37. Accommodation - adjustment of the 
lens of the eye to bring an object into 
sharp focus.  This item is especially 
important when doing near-point work 
at varying distance from the eye. 

  X 

14. 31 - 40 Pounds X   29. Regular Attendance/ 

     Punctuality 

  X 38. Color vision - the ability to identify 
and distinguish colors. 

X   

15. 41 - 50 Pounds X   30. Ability to do Mathematics  

     

  X     
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