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essential information to employees, staff, senior leadership and the public as warranted. Experience in planning and 
conducting employee training. Familiarity with automated routing systems or large enterprise automated systems.  
Must be comfortable searching the Internet for information. Must possess knowledge of, or the ability to accurately 
and quickly learn, school bus loads, routes, schedules, and Newport News City roads. Must be proficient with 
Microsoft Office especially Word and Excel. Must be able to create PowerPoint briefings that are short and 
informative to be presented to senior management, School Board Members and the general public. Having experience 
in or being able to use basic math and statistical functions in order to summarize data in a useful and meaningful 
format.  Have experience writing concise yet informative reports for senior management. Experience briefing 
executive level management. Must have a valid Virginia driver’s license. 
 
Working Conditions & Physical Requirements 
Must have the ability to sit and stand for extended periods of time; exhibit manual dexterity to dial a telephone, to enter 
data into a computer terminal; to see and read a computer screen and printed material with or without vision aids; hear 
and understand speech at normal classroom levels, outdoors and on the telephone; speak in audible tones so that others 
may understand clearly in normal classrooms, outdoors and on the telephone; physical agility to lift up to 25 pounds; 
and to bend, to stoop, to sit on the floor, to climb stairs, to walk and to reach overhead. Must be able to climb on and 
off school buses 
 
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. Work is conducted in an office, maintenance shop and outdoor 
environment. The noise level in the work environment is usually moderate to loud. 
 
Supervision Exercised: Area Supervisor, Master Scheduler; Safety and Training Specialist; EDULOG Systems 
Analyst. 
 
Supervision Received:  Executive Director, Transportation and Human Resources 
 
 
 
This job description in no way states or implies that these are the only duties to be performed by this employee.  The 
Supervisor II, Transportation Planning & Support will be required to follow any other instructions and to perform 
any other related duties as assigned by an appropriate administrator.  Newport News Public Schools reserves the 
right to update, revise or change this job description and related duties at any time. 
 
Approvals: 
 
 
               
Supervisor            Date 
 
I acknowledge that I have received and read this job description.   
 
 
               
Employee Name (Print)   Signature       Date  
 
Revised 3/13 (LM) 
Revised 4/14/13 (FL)   
 
 
 


