
 
Community Service Programs of West Alabama 

 
Job Description 

 
 

Job Title: Bus Driver 
 
Division/Department: Head Start 
 
Reporting Relationship: Center Director 
 
Exemption Status: Regular Part-Time, Non-Exempt, Safety-Sensitive 
 
Work Schedule:  4 hours per day (2 hours in the morning & 2 hours in the afternoon) 
 
Grade/Salary:  Head Start Pay Grade 9:   
 
 

Summary of Duties and Responsibilities 
 

The Bus Driver is responsible to the Transportation Manager for the safe transportation 
of Head Start children, parents and staff to and from the Head Start Center and/or other 
authorized destinations in accordance with state standards and agency policies.  Recruits 
eligible Head Start and Early Head Start children. 
 

Essential Duties:  other duties may be assigned by supervisor. 
♦ Maintain required transportation records. 
♦ Conduct daily pre-trip inspections of bus and complete Daily Vehicle 

Inspection Report. 
♦ Conduct post-trip inspections for children or other items left on board, or 

vehicle problems, at the conclusion of every trip. 
♦ Ensure that children are released only to authorized individual. 
♦ Drive defensively at all times; prevent accidents by compensating the unsafe 

actions of other drivers, challenging road and environmental conditions, etc. 
♦ Run fixed routes as written; do not make unauthorized changes to routes or 

stops. 
♦ Coordinate with Bus Monitor to maintain a clean and hygienic environment 

inside the vehicle; cleans outside as necessary. 
♦ When transporting children using wheelchairs or other adaptive equipment, 

exercise a high degree of caution, in accordance with training, when using the 
wheelchair lift and securing wheelchairs in vehicle, and as much as possible 
avoid sharp turns and bumps. 

♦ Actively participate in all required training sessions. 
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♦ Comply with all safety requirements in the Final Rule, all state school bus 
laws and regulations, and all program procedures as stipulated in the 
transportation policy and procedures. 

♦ Immediately report, verbally and in writing, any incident, accident, or unusual 
situation that could or did place a child at risk of injury. 

♦ Follow orally communicated directions and instructions regarding work 
assignments and procedures. 

♦ Follow safety guidelines and maintain a safe working environment. 
♦ Comply with all Head Start, DHR and Agency guidelines, policies and 

procedures. 
Actively contribute to a positive teamwork environment. 
 
Qualifications:  To perform this job successfully, an individual must be able to perform 
each essential duty satisfactorily.  The requirements listed below are representative of the 
knowledge, skill, and/or ability required.  Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions. 
 

Education and Experience: 
 High School Diploma or GED required. 
 Valid CDL Drivers License with Passenger/School Bus Endorsement is required. 
 Experience in working with pre-school age children is desired. 

 
Certificates, Licenses, Registrations: 
 Valid Alabama CDL driver’s license with Passenger/School Bus Endorsement. 
 Serviceable automobile. 

 
Language Skills: 
 Ability to communicate to diverse populations. 
 Ability to follow written and oral instructions. 
 Ability to effectively present information to children and families. 
 Ability to communicate in large and small group settings. 

 
Mathematical Skills: 
 Ability to compute simple math such as addition, subtraction, multiplication and 

division. 
 

Reasoning Ability: 
 Ability to analyze problems confronted by program participants. 
 Ability to define problems and draw valid conclusions. 

 
Other Skills and Abilities: 
 Ability to work in a constant state of alertness. 
 Excellent driving record. 
 Reliable, punctual and trustworthy. 
 Familiar with state and local transportation regulations. 
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 Ability to develop effective working relationships with staff members and 
program participants. 

 Ability to communicate effectively with the target population. 
 Knowledge of CSP programs and services. 
 Sensitivity to multi-racial and multi-cultural issues. 
 Ability to develop working rapport quickly and easily. 

 
Physical Demands:  The physical demands listed are representative of those that must 
be met by an employee to successfully perform the essential functions of this job.  
Reasonable accommodations may be made to enable individuals with disabilities to 
perform the essential duties and responsibilities previously mentioned. 
 
While performing the duties of this job, the employee is regularly required to sit, talk, and 
hear.  The employee is routinely required to stand and walk.  Specific vision abilities 
required by this job include vision required to operate a motor vehicle.  Multiple demands 
from the children and other individuals are frequently required of the employee.  The 
ability to write, read, listen, and speak is required of this employee.  In accordance with 
the Americans with Disabilities Act and Section 504 of the Rehabilitation Act, an initial 
health examination (that includes screening for tuberculosis) and a re-examination every 
four years will be required of this position. 
 
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 to perform 
the essential functions. 
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