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DIRECTOR OF OPERATIONS

POSITION:
Director of the Transportation System


Director of Property, Buildings and Maintenance
REPORTS TO: 
Chief Executive Officer

SUPERVISES: 
All transportation, custodial and maintenance staff

JOB DESCRIPTION:
The Director shall be responsible for the organization and operation of the Division's school bus transportation, caretaking, and maintenance services ensuring that these departments operate in a safe and efficient manner in conjunction with the philosophy of the School board. The Director attends all Board meetings and all the Committee meetings of the Operations committee of the Board of Trustees. The Director shall be in charge of personnel and fiscal responsibility of these departments.

RESPONSIBILITIES:

1. Supervises the budgets in the fields of Property/Maintenance and Transportation

2. Supervision of all personnel in the Operations Department.

3. Supervises daily operation of transportation, keeping a log of happenings, accidents, complaints, etc. Investigates all school bus accidents and road breakdowns, studies operational procedures for the purpose of preventing breakdowns and accidents. Observes the operation of the system by monitoring all procedures.

4. Responsible for all Transportation, Buildings and Maintenance personnel including hiring, training, and dismissals in conjunction with board policy. Initiates professional development programs for all staff.

5. Plans the safe and efficient routing of buses, determines when adjustments are necessary and coordinates the implementation of these adjustments. Keeps the transportation map up to date. Determines bus time schedules, students picked up by each bus, and hazardous stopping or walking areas. Distributes schedules to drivers.

6. Completes all Public Schools Finance Board and Department of Education reports as required, including bus retirements, new bus requisitions, etc.

7. Responsible for all communications (both written and verbal) with Manitoba Education and Training in the fields of transportation and physical facilities.

8. Purchasing agent for products in the area of transportation and property maintenance, or products are purchased under the Direction of the Director.

9. Supervises all insurance programs.

10. Is responsible for the execution of a maintenance and repair program for all equipment, furniture, and machinery. Disposes of items no longer needed by the district.

11. Identifies, in consultation with school principals, projects for capital expenditures and recommends priorities.

12. Inspects all buildings and equipment on a regular basis to ensure that all fire and safety regulations are adhered to; as loss prevention officer, conducts seminars ensuring all operations personnel are familiar with fire and safety regulations.
13. Ensures that all state and federal environmental waste, P.C.B., etc., regulations are adhered to.
14. Attends seminars, courses, etc. as related to personnel development.
15. Acts as Recording Secretary at Board meetings.
16. Is in charge of district office personnel under the direction of the C.E.O. 

