ASPIRE EDUCATIONAL SERVICES PVT LTD
Job Description

	Job Title
	Transport In charge

	Department
	Transport

	Location
	Mamath campus

	Job Purpose 
	The Transport In charge will be responsible for the day to day running of the Transportation Department, ensuring a safe and reliable bus service to transport students and staff to and from school. This responsibility will extend to developing strategies to ensure the efficient and cost-effective functioning of the service.

	Key Skills 
	• Prior experience working in a Transport office and managing a fleet of buses 

• Experience in scheduling bus routes, vehicle maintenance, and employee management 

• Strategic planning background in relation to the transport industry 

• Strong budgeting skills 

• Prior experience driving a bus, preferably a school bus 
• Previous experience in working with a variety of GPS tracking, incident monitoring.
• Strong computer skills, preferably with prior experience using “EXCEL” data base.

	Key Deliverables 


	• Day to day management of the transportation department 

• Management of School related vehicles 

• Optimization of routes.
• Manage, supervise and coordinate Drivers and helpers duties, activities and responsibilities including discipline.

• Assign and removal of school transport for the students.

• Develop and be conversant with bus routes, and schedule vehicles and drivers 

• Allocate and schedule new students on the applicable bus route for mamath campus

 • Develop after school activity bus lists and routes 

• Develop weekend duty bus lists and routes 

• Prepare the pick-up and drop-off schedules for the students 

• Meet the busses as they arrive on campus each morning, and leave each afternoon 

• Issue security gate passes for busses leaving the campus 

• Maintain daily attendance and leave records for Transport department personnel

• Serve as a member of the Operations Management Team and attend weekly meetings 
• Identify training needs and continued driver development, such as advanced driver training and safety 

• Maintain accurate current year and historical transport department files 

• Other duties as may be assigned by the Senior admin manager of the School .

• Identify the departmental Transportation needs.


	Behavioral  Competencies 
	· A positive attitude, and strong interpersonal skills
· Strong organizational and time management abilities.

· A committed team player with the ability to take initiative 

· Less talkative person. 

	Qualification
	· Masters in Commerce.

· Transport Management Diploma.

· Diploma in computers.

	Experience 
	· 4 years experience in this relevant field.
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