
 
 

 

 
 

 
 
 

 
 

 
 

 
 

 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

SAN MATEO COUNTY OFFICE OF EDUCATION 

CLASS TITLE: TRANSPORTATION SCHEDULER 

BASIC FUNCTION: 

Under the direction of the Manager, Transportation, schedule transportation for special education and other 
assigned students between home, school and various community locations; develop and arrange bus routes 
and stops to meet student needs. 

REPRESENTATIVE DUTIES: 

ESSENTIAL DUTIES: 
Schedule transportation for special education and other assigned students between home, school and 
various community locations; prepare monthly calendars; adjust routes and schedules to enhance timeliness 
and efficiency of transportation activities; resolve related issues and conflicts. 

Develop and arrange bus routes and stops to meet student needs; review, verify and adjust schedules in 
response to school district calendars, address changes, student transfers, school schedule changes, student 
needs, new students and service requests; review, process and prepare route consolidations. 

Serve as a liaison between the County Office, bus contractor, parents, staff, faculty, students and others 
concerning transportation functions; research, investigate and resolve parent, teacher, contractor and student 
transportation issues, complaints and conflicts in a proper and timely manner. 

Utilize a computerized bus routing and scheduling system; input and extract a variety of student, routing and 
scheduling data; initiate queries, manipulate data and generate computerized routes, consolidations and 
schedules. 

Compile information and prepare and maintain various records, reports and files related to pick-ups, drop-
offs, students, attendance, accidents, calendars, contractors, late buses, staff planning, consolidations, 
cancellations and assigned activities; prepare and process various forms. 

Prepare, verify and generate monthly billings for transportation charges as assigned; calculate and determine 
appropriate contractor payments. 

Communicate with parents, personnel, school districts and various outside agencies to exchange information 
and resolve issues or concerns related to student transportation, scheduling and routing; initiate and receive 
telephone calls. 

Coordinate scheduling and routing changes with contractors; contact contractors concerning student pick-
ups and late buses. 

Modify schedules and generate re-cap sheets in response to staff planning days as assigned; conduct field 
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