Desc. 1400-0467

PLYMOUTH COMMUNI TY SCHOOL CORPORATI ON
JOB DESCRI PTI ON

JOBTITLE: Pre-school BusDriver / Transportation Secretary
EXEMPT: No

SALARY LEVEL: Per Classified Policy - Clerical

LOCATION: Service Center

REPORTSTO: Director of Transportation

LENGTH OF WORK: From 7.5to 8 hours/ day, depending on busroute

JOB GOALS: Drivesschool bussesand other school vehiclesto transport students, faculty, and administrative
staff by performing thefollowing dutiesand performs secretarial dutiesasassigned by the
transportation director.

ESSENTIAL FUNCTIONS ncludethefollowing. Other dutiesmay be assigned.

1. Becertified torun abusrouteor extracurricular trip.

2. Assist thetransportation department in safely transporting students.

3. Assist thetransportation department to solve problemsinvolving the safe transportation of students.
4. Assist theother school staff to solve problemsof the shop area.

5. Possessageneral knowledge regarding operation of a bus.

6. Performrequired businspection on adaily basis. Participatein a continuoustraining program to
update skills.

7. Document behaviaral concernsregarding studentswhileunder driver's supervision.

8. Maintain other mechanical recordsasrequested by transportation director.

9. Assistin compiling and assignment of extracurricular routes.

10. Keep computer data baseinformation up-to-date.

11. Complete special State and Federal reportsasassigned.

12. Takecareof Transportation Director =s correspondence and student confidential records, etc.

13. Prepareand typelettersto parentsaswell asany other messagesthat need to be sent home.
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14. Additional Duties:

Secretarial dutiesasassigned by Transportation Director.
Assist with copy machine maintenance.

Assigt with photocopying from time-to-time.

Order supplies (completerequisitions).

Fill out attendancerecord for staff for payroll.

Assist in cleaning busses and shop area.

Clean officearea.

@rpoooye

QUALIFICATION REQUIREMENTS,
Toperform thisjob successfully, an individual must be ableto perform each essential function
satisfactorily. Therequirementslisted below arerepresentative of the knowledge, skill, and/or ability
required. Reasonable accommodations may be madeto enableindividualswith disabilitiesto perform
the essential functions.

EDUCATION and/or EXPERIENCE:
High school diploma or general education degree (GED); or oneto three monthsrelated
experienceand/or training; or equivalent combination of education and experience.

LANGUAGE XILLS
Ability toread and inter pret documents such as safety rules, operating and maintenance
instructions, and procedure manuals. Ability towriteroutinereportsand correspondence.
Ability to effectively present information in one-on-one and small group situationsto supervisor
and other employees of the organization.

MATHEMATICAL XKILLS:
Ability to add, subtract, multiply, and dividein all units of measure, using whole numbers,
common fractions, and decimals. Ability to computerate, ratio, and percent and to draw and
interpret bar graphs.

REASONING ABILITY:
Ability to solve practical problemsand deal with avariety of concrete variablesin situations
whereonly limited standar dization exists. Ability tointerpret avariety of instructions
furnished in written, oral, diagram, or scheduleform.

CERTIFICATES, LICENSES, REGISTRATIONS:
Valid statedriver'slicense— CDL ClassB and hold an Indiana State School Bus Committee
Standard Certificate.

OTHER SKILLSand ABILITIES:
Must be proficient in the use of computersfor various office applications. Ability totype accurately.
Employee should also be able to use the machines, tools, equipment, and work aidswhich may be
representative, but not all inclusive, of those commonly associated with thistype of work, i.e., adding
machine, copy machine, calculator, sorting machines, tools, charts, forms, ledgers, schedules, text books.
Must possess a wor king knowledge of bus operations and safety functions used in school busses.
Employee must maintain a positive relationship with other staff, parents, and students.
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PHYSICAL DEMANDS:
The physical demands described here arerepresentative of those that must be met by an employeeto
successfully perform the essential functions of thisjob. Reasonable accommodations may be madeto
enableindividualswith disabilitiesto perform the essential functions.

While performing the duties of thisjob, the employeeisfrequently required to sit, talk and
hear. Theemployeefrequently isrequired to stand; walk; use handsto finger, handle, or fed
objects, toals, or controls; reach with handsand arms; and climb or balance. Theemployeeis
occasionally required to sit; stoop, knedl, crouch, or crawl; and taste or smell.

The employee must be abletolift 50 pounds of force occasionally, and/or up to 25 pounds of
forcefrequently, and/or up to 10 pounds of for ce constantly to move objects. Specific vision
abilitiesrequired by thisjob include close vision, distancevision, color vision, peripheral vision,
depth perception, and the ability to adjust focus. Specifically, theimportant aspect of vision

are

a  Acuity, far - Clarity of vision at 20 feet or more.

b. Acuity, near - Clarity of vision at 20 inchesor less.

c. Depth Perception - Three-dimensional vision. Ability tojudge distance and space
relationships so asto see objectswhere and asthey actually are.

d. Field of Vision - Areathat can be seen up and down or toright or left while eyesarefixed
on agiven point.

e. Accommodation - Adjustment of lens of eyeto bring an object into sharp focus. Thisitemis
especially important when doing near -point work at varying distances from eye.

f.  Color Vision - Ability toidentify and distinguish colors.

Driver must passa D.O.T. physical every two (2) years.

WORK ENVIRONMENT:
Thework environment characteristics described here arerepresentative of those an employee
encounter s while performingthe essential functions of thisjob. Reasonable accommodations may be
madeto enableindividualswith disabilitiesto perform the essential functions.

While performing the duties of thisjob, the employeeisfrequently exposed to vibration. The
employee occasionally works near moving mechanical partsand in outside weather conditions
and isoccasionally exposed to fumes or airbor ne particles.

Thenoiselevel in thework environment isusually loud and is sufficient to cause marked
distractions.

Thereareno environmental hazardsindicated for thisposition.

TERMSOF EMPLOYMENT:
185 daysper year. Salary and benefitsasper Classified Policy.

EVALUATION:
An evaluation will be done on the employee's per formance after thefirst 30 daysand then on an annual

basis.

Revised 1/19/01
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