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Job Advertisement: School Transport Manager

Institution: Joyful Kids School, Embu County, Kenya
Reporting to: The Board of Management
Employment Type: Full-Time

Application Deadline: 31 December 2025

We are seeking a highly responsible, organized, and safety-conscious School Transport
Manager to oversee and manage our entire fleet of school buses. This critical role ensures the
safe, efficient, and reliable daily transportation of our students to and from school. The ideal
candidate will be a proactive leader with impeccable integrity and a deep commitment to child
safety.

Key Responsibilities:
1. Fleet Management & Safety:

Oversee the daily operation, maintenance, and scheduling of the school'’s transport fleet.
Ensure all vehicles are properly licensed, insured, and meet all regulatory and safety standards
set by NTSA (National Transport and Safety Authority) and school policy.

Schedule and monitor regular vehicle maintenance, servicing, and repairs to minimize
downtime.

Conduct daily pre-trip inspections and ensure each bus has a valid inspection certificate and
necessary safety equipment (first-aid kits, fire extinguishers, etc.).

2. Driver & Attendant Management:

Recruit, train, supervise, and evaluate bus drivers and attendants.

Ensure all drivers possess valid PSV licenses, necessary certifications (NTSA Good Conduct), and
undergo regular defensive driving and child safety training.

Maintain accurate records of driver licenses, certifications, and work schedules.

Foster a culture of professionalism, punctuality, and courtesy among the transport team.

3. Route Planning & Logistics:

Plan and optimize bus routes for efficiency, timeliness, and fuel economy.
Manage student manifests, bus allocations, and pick-up/drop-off points.
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Communicate effectively with parents regarding transport schedules, delays, or changes.
Handle and resolve any transport-related queries or complaints from parents promptly.

4. Compliance & Administration:

Maintain comprehensive and up-to-date records for the transport department (vehicle logs,
fuel consumption, maintenance records, incident reports).

Ensure strict compliance with all county and national transportation laws and school policies.
Prepare and manage the transport department’s budget, control costs, and process invoices.
Investigate and report any accidents or incidents, implementing corrective measures.

5. Emergency Preparedness:

Develop and implement emergency procedures and protocols for the transport system.
Conduct regular safety drills with drivers and students.

Qualifications & Experience:

Diploma in Logistics, Fleet Management, Business Administration, or a related field.

A valid driver's license (Class BCE minimum) with a clean driving record.

Minimum of 3 years of proven experience in fleet management, preferably in a school or
passenger service environment.

In-depth knowledge of NTSA regulations and Kenyan traffic laws is mandatory.

Key Competencies & Personal Attributes:

Unquestionable integrity and a strong sense of responsibility.

Excellent organizational, planning, and problem-solving skills.

Strong leadership and people management abilities.

Effective communication and interpersonal skills for dealing with staff, parents, and students.
Proficient in computer applications (MS Office, spreadsheets, route planning software).

Calm under pressure and able to handle emergencies effectively.

A genuine passion for child welfare and safety.
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How to Apply

Interested and qualified candidates are invited to submit their applications, including:

A detailed Curriculum Vitae.

A cover letter explaining your suitability for the role.
Copies of relevant academic and professional certificates.
Copies of your National ID and Driver’s License.

Please submit your hard copy application in a sealed envelope marked “APPLICATION FOR
SCHOOL TRANSPORT MANAGER" to:

The Human Resource Manager,
Joyful Kids School,
Embu.




