
 

 
 

GUILFORD COUNTY SCHOOLS JOB DESCRIPTION 
 

JOB TITLE: PROGRAM ADMINISTRATOR III – ROUTING OPERATIONS  
TRANSPORTATION DEPARTMENT 

 
GENERAL STATEMENT OF JOB 

 
Under limited supervision, performs technical and administrative work in the use of TIMS/Bus 
Planner for routing operations of the School System Transportation Department. Work involves 
coordinating use of the TIMS/Bus Planner computer routing systems; providing technical and 
administrative support in the use of the system by training and supervising users; and providing 
student data for school planning and redistricting to school officials. Employee oversees the school 
bus video program to assure effective implementation and on-going operation. Employee is also 
responsible for ensuring maintenance of accurate road and student data files; coordinating bus stops 
and routes; and preparing various transportation maps and reports, as needed. Reports to the 
Executive Director of Transportation. 
 

SPECIFIC DUTIES AND RESPONSIBILITIES 
 
ESSENTIAL JOB FUNCTIONS 
 
Coordinates effective use of all software modules to carry out the functions of the TIMS routing 
system. 
 
Provides technical and administrative support for transportation planning to TIMS users, department 
senior staff, central administration, and the School Board. 
 
Trains, observes, evaluates, and supervises TIMS users in updating TIMS data, generating reports 
and making effective use of TIMS; users include Zone Routing Specialists, Zone Transportation 
Supervisors, and Transportation Office Staff. 
 
Interviews and recommends for employment the Zone Routing Specialists. 
 
Provides student assignment and demographic data as needed to the department senior staff, central 
administration and the School Board for school planning/redistricting. 
 
Coordinates the creation of routes and student assignments for inter-zone transportation services. 
 
Provides technical support for department users of computers and software applications. 
 
Supervises the Zone Routing Specialists. 
 
Obtains and maintains GEOCODE certifications. Oversees and creates GEOCODE to ensure 
accuracy. Maintains railroad GEOCODE. 
 
Coordinates creation of bus stops, bus runs and bus routes. 
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Coordinates creation of routes and student assignments for inter-zone transportation services. 
 
Coordinates verification of bus run directions for optimal safety and efficiency. 
 
Provides technical assistance/computer support for the TIMS Boundary Optimization Module for 
use in boundary planning for school attendance areas. 
 
Coordinates the assignment of students to the closest bus stop. 
 
Ensures maintenance of accurate student database. 
 
Coordinates plotting of maps for use by schools administration and the School Board. 
 
Coordinates preparation of school bus route information for dissemination to the public. 
 
Coordinates the verification of student addresses and assignment of transportation addresses. 
 
Uses TIMS to manage/audit bus driver agreements. 
 
Generates transportation-related reports as required for state and local use. 
 
Conducts analysis and prepares reports on such issues as magnet and satellite zone bus 
transportation costs; driver hour usage; “what if” costs associated with school attendance zones. 
 
Collects and distributes transportation requests for all GCS programs. 
 
Analyzes and audits data submitted for state and local reports, researching methods to improve 
safety and efficiency of bus routing.  
 
Create and maintain hazardous segment and railroad crossing warning database in routing system. 
 
Creates programs and databases using Microsoft Access and Excel for transportation related data. 
 
Documents an annual performance evaluation for each Zone Routing Specialist and Database 
Coordinator in accordance with GCS policy and procedure.  Prepares files and forwards 
documentation on employee counseling problems and achievements. 
 
Plans and prioritizes work for routing staff: hold bi-weekly accountability meetings. 
 
Ensures that all required ZRS personnel forms are filed promptly with Director of Operations of 
resignations, retirement, or dismissal. 
 
Performs the transfer and loading of student data from the PowerSchool Data System to facilitate 
the functions of the routing system. 
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Performs the transfer of bus route data for Synovia and Bus Stop Locator. 
 
Performs the nightly processing of TIMS maintenance programs to ensure accuracy of the student 
database. 
 
Liaison to all GCS departments for special programs and routing needs. 
 
Coordinate transportation assignments for all McKinney-Vento students in the GCS system.  Also, 
responsible for billing for state reimbursement and liaison with surrounding counties in providing 
transportation for these students. 
 
Submit annual reports to NCDPI for student ridership, bus driver salary and route report and 
contract transportation. 
 
Submit annual reports for Early College contingency, homeless funding and any special funding 
from  
 
 
ADDITIONAL JOB FUNCTIONS 
 
Works with local planning departments to obtain regular updates to the street network. 
 
Updates changes to school boundaries due to construction, as needed. 
 
Coordinates with the technology department the installation of hardware and software updates for 
the department.  
 
Performs other related work as required. 
 

MINIMUM TRAINING AND EXPERIENCE 
 
Graduation from high school supplemented by college-level courses in computer science or a 
related field, with a Bachelor’s degree preferred, and 3 to 5 years of training or experience working 
with computers and TIMS, preferably with supervisory experience and experience in Microsoft 
based servers; or any equivalent combination of training and experience which provides the required 
skills, knowledge and abilities. 
 

MINIMUM QUALIFICATIONS OR STANDARDS REQUIRED 
TO PERFORM ESSENTIAL JOB FUNCTIONS 

 
Physical Requirements:  Must be physically able to operate a variety of computers and their 
peripheral equipment; hand tools, such as screwdrivers and pliers; and common office machines 
such as typewriters, copiers, calculators, etc. Must be able to exert up to 20 pounds of force 
occasionally, and/or up to 10 pounds of force frequently, and/or a negligible amount of force 
frequently or constantly to lift, carry, push, pull or otherwise move objects. Physical demand 
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requirements are in excess of those for Sedentary Work. Light Work usually requires walking or 
standing to a significant degree. However, if the use of arm and/or leg controls requires exertion of 
forces greater than that for Sedentary Work and the worker sits most of the time, the job is rated for 
Light Work. 
 
Data Conception:  Requires the ability to compare and/or judge the readily observable, functional, 
structural, or composite characteristics (whether similar to or divergent from obvious standards) of 
data, people or things. 
 
Interpersonal Communication:  Requires the ability to speak and/or signal people to convey or 
exchange information. Includes giving instructions, assignments and/or directions to subordinates or 
assistants.  
 
Language Ability:  Requires the ability to read a variety of reports, correspondence, technical 
manuals, budgets, ledgers, invoices, proposals, forms, logs, charts, etc.  Requires the ability to 
prepare a variety of correspondence, reports, forms, instructions, charts, personnel records, budgets, 
etc., using prescribed formats and conforming to all rules of punctuation, grammar, diction, and 
style. Requires the ability to speak to people with poise, voice control and confidence. 
 
Intelligence:  Requires the ability to apply principles of logical or scientific thinking to define 
problems, collect data, establish facts and draw valid conclusions; to interpret an extensive variety 
of technical instructions in mathematical or diagrammatical form; and to deal with several abstract 
and concrete variables. 
 
Verbal Aptitude:  Requires the ability to record and deliver information, to explain procedures, to 
follow oral and written instructions. Must be able to communicate effectively and efficiently in a 
variety of professional or technical languages, including governmental accounting and computer 
terminology.  
 
Numerical Aptitude:  Requires the ability to utilize mathematical formulas; to add and subtract 
totals; to multiply and divide; and to determine percentages and decimals; and apply the theories of 
algebra and statistics. 
 
Form/Spatial Aptitude:  Requires the ability to inspect items for proper length, width and shape.  
 
Motor Coordination:  Requires the ability to coordinate hands and eyes rapidly and accurately in 
using computer equipment and other automated office equipment. 
 
Manual Dexterity:  Requires the ability to handle a variety of items, office equipment, control 
knobs, switches, etc.  Must have minimal levels of eye/hand/foot coordination. 
 
Color Discrimination: Requires the ability to differentiate between colors and shades of color. 
 
Interpersonal Temperament:  Requires the ability to deal with people beyond giving and 
receiving instructions. Must be adaptable to performing under minimal levels of stress when 
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confronted with persons acting under stress. 
 
Physical Communication:  Requires the ability to talk and/or hear: (talking: expressing or 
exchanging ideas by means of spoken words; hearing - perceiving nature of sounds by ear). 
 
 

KNOWLEDGE, SKILLS AND ABILITIES 
 
Thorough knowledge of TIMS routing system and computer program. 
 
Thorough knowledge of TIMS programming techniques, computers, and peripheral equipment used 
by the Transportation Department, or planned for use by the Transportation Department.  
 
Thorough knowledge of the standard accepted principles and practices of verifying student 
addresses and assigning transportation addresses. 
 
Considerable knowledge of modern office procedures, methods and practices.  
 
Considerable knowledge of data processing equipment, systems and methods.  
 
Skilled in transferring data from SIMS to TIMS. 
 
Ability to exercise considerable independent judgment and initiative in independently performing 
assigned projects.  
 
Ability to plan, direct, and coordinate the work of a TIMS staff.  
 
Ability to follow complex oral and written instructions.  
 
Ability to explain TIMS program functions, operating procedures and results.  
 
Ability to prepare clear and concise instructions and convey them orally and in writing.  
 
Ability to establish and maintain effective working relationships as necessitated by work 
assignments. 
 

DISCLAIMER 
 
The preceding job description has been designed to indicate the general nature and level of work 
performed by employees within this classification. It is not designed to contain or be interpreted as a 
comprehensive inventory of all duties, responsibilities, and qualifications required of employees to 
this job. 
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