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Imepence

Hoehool District #31

Position Job Description

Dat e
Date

spovitation ¢
Coordinator of
Saervices

Position Title: I'rarn:
Imnediate Supervisor:

.st;p & Uis }T. et

yetary
Transportat ion

Rand/Grads

Job Summary:
Savve as

{Basic Purpese of Position)
gacratary to the Coordinator of

Tranaportation Services

ROUTINE DUTIES
List of Things to accomplish
in Majdor Job Funotion

Harncls
Gy ade

o Asalst in the
of routes or
to makes routes morve
af ficient and meet ©ime
reolirenents .

sohedul ing
corrections

oy

2. Schedule and make arrange-—
mants for special trips
and activities by deter-
mining Lhe numhey of
trivers needed for the
aevent and the numbher of
buses requived.

F. Ansign dvivers For extbra
curricular and other bhetween
schools transportation.

4. Coordinate use and dispatoh
other aschool vehicles as
veolired,

S Assist in dispatching of
aspare buses andsor sub
drivers,

% of
¥ ime
LM,
i,

13
13

£

NECESSARY SKILLS, KNOWLE

ABILITIES: What You Have to
Know To fccomplish the Duty
oy Function

uﬁé%MWWWWMWHMW

PERFORMANCE STANDARDS
How Whil You Knoow the
Job is Done

Knowledage of:

L. Roads and highways

Y. Maps and plata

3. Bus routes and stops

4. fdvallable extra vehicles

5. Avallable substitute
drivers

& Two-way rvadio
communications

. Transportation laws,
regulations and policies

3. State gstatutes and
agiiidel ines

. Urganize

4. Communicate effectively
. Mediate oi Fferences

&L Instruct

1. Bus routes angd stops are
on File, and bus routes
time and mile efficient.

Y

2. all trips left on time.

3. Drivers for extra trips
were qualified for the
Jubty performed,

4. School vehicles were
dispatched with
consideration given to neo.
of students or people in

need of vehiclies,

o

D.oBpars bhuses wers

dispatched and subs
woere called.,



HEGUL AR ROUTINEG DUTYES
Adst o of Things to accomplish
in Major Job Funcotion

tiun Job Description

&, Prepave for vregistrations

ard achool opening.

Z.oassian oredit carvds and
give instructions on

Filling out mileage form.

2. Communicate messages and

information on fhe two-
way vadio syastem.

% of
T3 me
(2% S o
£, 03

[

b
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SERY SKILLS, KROWLFDGE,
ARTLITIFES:
Know to Accomplish Lhe Duty
Function

PERFORMANCE STaNDARDS
How Will You Know the

1s Dore

Aall information and
valated materials were
ready Tor school opening.

Credit cards and gate
keys were issued o
individuals using school
vahicles.

Information was
communicated quickly.,



i . Date Lash. . eviewsed:
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Positi e Transportation Secretary e

Immediatss Supervisor: Coordinator of Transportation Hand/Gr ade
Soryvices

Job Summary:  (RBasic Purpose of Position)
Berve as secretary o the Coordinator of
Transpovtation Services

§§gé;;iwtmmmmmmwﬂmmm
MAJOR JOB FUNGTIOMN:

Employee

ool nSaRY SKITLLS, KNOWLEDEE
REGUL AR ROUTINE DUTIES time ARTLITIES: What You Have o PERFORMANCE STaNDARDS
l.ist of Things to Accomplish Bano/ LWM, Know to Accomplish Lhe Duby How Will You Know the
in Major Job Function frada N, oy Function Job ig Done

1. Maintain reporting systen Knowledas of: 1. Aall departments received
for extra curricular and s 1. Computers monthiy reports of Lrans-—
other special transporl-— i 2 URT Terminal portation expenditures.
ation. Maintain reporting 3. Programs availabhle
systen and submit monthly fFor new systems
repnvyts Lo accounting 4. Development of business
office regarding extra proceduraes and theory
curricular Lyips, field 5. Telephone technioqes
tyips or any other vehicle &H. Typing
chavges to transportation . 0ffice procedures
from schools. 8. Form usage

2. Transportation statutes

2. Prepare data for state and and reaulations 2. Data was sorted to provide
local reports. assish in 10, Policies and procedures information for state
preparvation and maintenance 1 vyeports and budgets.
of department budoets. Skills and abilities

1. Instruct

3. Submit timeshests for 10 2. bDeaign 3. Timesheets were completed,
transportation employvess to b 3. ; checked for acouracy and
mayroll departmant . 4. Develop turned in on time.

5. Plan

4. Maintain knowledae of & Organize 4. A& cost efficient method
development in curvent @ /. Communicate effectively was used to maintain the
business procedures and i 8. Understand program theory reparting asystem using the
theary . 7. Mediate differences latest techniques avallabl

LTRY
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Posit

iJdob Rescoription

REGULAR ROUTINE DUTIES

List of Things to dccomplish
in Mador Job Function

Fands
Grade

Fime
DM,
FAN

&

10.

Maintsin, prepare and
submit reports requestad
by the Persormel Dept .

Typing completed or
clzlegated as assic
neasdad in the

0y

PLL out and proceas

sauest for travel vouchers,
sunts pavable vouchers
and petty cash vouchers

for all tvansportation
versormmeal as needed.

Aanswer department
telephones and direct
caller to proper
individual .

fAssist in recording
mileags and numbery of
census shaets turned in
reimbursement from each
census enumerator .,

for

Compile mailing list,
Fill envelopes with
reauired Forms and
sorh envelopes .,

ARY SKILLS,
AR TLITIES: Whalt You Have tn
Know to Accomplish the Duty
or Function

KNOWLEDGE ,

PERE

ORMANCE STANDARDS

How Will you Know the

Job

g,

10.

is Done

Monthly reporis were
submitted to Personnel .

Aall postings and personnel
records are done in oa
timely manner .

Travel vouchers, acoounts
payvable vouchers, petty
cash vouchers ard purchase
orders are done.

Messages were taken and
delivered in a polite and
Limely manner.

Census material was turned
in and accounts payable
vouchers werve submitted
For work completed,

Corraespondence was Lyped
and mailed in a8 neat
aorderly manner .



