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JOB TITLE:    Route Coordinator   STATUS: Non-Exempt 

 

REPORTS TO:    Director of Transportation   TERMS: 240 Days 

 

DEPARTMENT:     Transportation      PAY GRADE: 307 

 

 

PRIMARY PURPOSE: 

 Maintain and update routes and maps on Transfinder. 

 

QUALIFICATIONS: 

 Education: 

 High School Diploma or GED  

 Valid Texas Commercial Driver’s License with “P” and “S” endorsements 

 TEA School Bus Certification 

 

 Special Knowledge/Skills: 

 Proficient computer skills in Microsoft Applications 

 Ability to establish and adjust bus routes by working with Transfinder computerized routing program 

 Excellent organizational, communication, and interpersonal skills 

 Typing, file maintenance, and copy machine operation 

 

 Experience: 

 One year of public transportation or related field 

 One year of experience working with computer transportation routing programs 

 Experience with Transfinder preferred 

 

MAJOR RESPONSIBILITIES AND DUTIES: 

  

1. Create, maintain and evaluate all bus routes to determine efficiency, and ensure routes are in 

compliance with school policies and state mandated guidelines. 

 

2. Operate and monitor two-way radio in accordance with FCC regulations to gather, pass on or 

compile information ensuring drivers are updated with information to keep busses running 

efficiently. 

 

3. Perform weekly imports from SKYWARD and purge student data in Transfinder keeping online 

information current to the public. 

 

4. Administer Transfinder providing system support; input and maintain student and demographic 

information. 

 

5. Act as information source to the community, administrators and other interested parties regarding 

bus policies, procedures, and scheduling. 

 

6. Compile mileage or student data information in the form of a report for billing and state reporting. 

 

7. Create and maintain past and present files (for state/ audit purpose) that need to meet department, 

state and federal requirements. 

 

8. Create a variety of demographic scenarios and project attendance changes to administrators and 

campuses.  

 

9. Create, edit and maintain PISD school boundaries in Transfinder and school zones for redistricting 

purpose.  
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10. Coordinate all out of district transportation for students meeting McKinney-Veto, JJAEP or any 

specialty schools required.  

 

11. Must be able to maintain strict confidentiality with any and all student and personnel records.  

 

12. Establish and maintain cooperative and effective working relationship with administration, 

principals, teacher drivers and parents.  

 

13. Must exhibit professional and courteous demeanor dealing with parents, transportation department 

employees, and district personnel. 

 

14. Meet with school officials and attend conferences as well as in-district training to improve skill, 

attitude and knowledge of school related transportation and pupil control. 

 

15. Be able to perform all duties as outlined in the job description for a Master Driver, Regular Ed 

Driver, Special Needs Driver and Bus Monitor. 

 

16. Perform other duties as assigned. 

 

 

MENTAL DEMANDS/PHYSICAL DEMANDS/ENVIRONMENTAL FACTORS: 

 

Tools/Equipment Used: Standard office equipment including computer and peripherals; school bus; two-

way radio; safety equipment including but not limited to flares, reflective signs, and fire extinguisher 

Posture: Prolonged sitting; frequent standing and twisting; occasional kneeling/squatting, bending, 

stooping, and pushing/pulling 

Motion: Repetitive hand motions; frequent keyboarding and use of mouse; prolonged driving; moderate 

walking, climbing stairs, grasping/squeezing, wrist flexion/extension, and reaching 

Lifting: Limited light lifting and carrying (less than 15 pounds) on a daily basis 

Environment: Frequent exposure to extreme hot and cold temperatures, noise, and vehicle fumes; regularly 

work irregular hours, and occasionally work prolonged hours 

Mental Demands: Maintain emotional control under stress 

 

 

The foregoing statements describe the general purpose and responsibilities assigned to this job and are not an 

exhaustive list of all responsibilities, duties and skills that may be required. 

 

I have read and understand the responsibilities and duties required for this position as outlined above.  

 

 

____________________________________ 

Printed Name 

 

 

____________________________________ 

Signature 

 

 

____________________________________ 

Date 

 

 


