DIRECTOR OF RELATED SERVICESPRIVATE 

QUALIFICATIONS:

1.
Valid Oklahoma Teaching Certificate.

2. Administrative Certification preferred, or would pursue administrative certificate if requested by Superintendent and the Board.

3. Such alternatives to the above qualifications as the Superintendent and Board may find acceptable.

REPORTS TO:

Superintendent

JOB GOAL:


To initiate within the department of related services a team building effort to help all support staff to see themselves as members of a team, to realize the importance of their respective contributions to the mission of the school system as a whole, and to realize that each is seen by members of the community as an expert with regard to what goes on in the school system; to provide efficient operations of the District’s related services.

PERFORMANCES RESPONSIBILITIES:

MAINTENANCE/CUSTODIAL:

1. Devise and maintain a system to receive maintenance requests, make decisions, and communicate with the person making the request.

2. Develop a maintenance budget annually and make recommendations tot he Superintendent once the budget is approved.

3. Follow bid laws on purchasing supplies and construction projects.

4. Contract for electrical, plumbing, carpentry, heating and air conditioning, etc. as needed.

5. Meet with custodian/maintenance staff on a regular basis.

6. Determine when contract labor should become hired or staffed and make recommendations to the Superintendent.

7. Conduct or cause to be conducted workshops for maintenance/custodial staff.

8. Be available at all hours if needed by police or for some other reason as problems might arise in a building.

9. Provide input on the capital improvement plan for the District.

10. Be responsible for staff who work on school grounds, yards, trees, shrubbery, etc.

11. Make reports to the Superintendent and board as required.

12. Administer the rental of school facilities.

13. Any other maintenance and custodial duties assigned by the Superintendent.

TRANSPORTATION:

1. Devise bus routes as required.

2. Recommend bus drivers to the Superintendent.

3. Conduct safety workshops for drivers as needed.

4. Set up a system for maintenance of vehicles.

5. Follow bid laws on all purchasing of transportation equipment, supplies, etc.

6. Recommend improvements in transportation and ways to decrease costs.

7. Recommend contractors to maintain busses versus hiring a mechanic, and/or other staff.

8. Be responsible for activity transportation and for setting up a system of scheduling.

9. Provide input on a transportation budget and follow.

10. Oversee safety inspections for all buses.

11. Be responsible for student safety on buses and for establishing evacuation procedures and drills.

12. Work with principals and bus drivers on student discipline on buses.

13. Devise a system for activity transportation that allows drivers to call if assistance is needed when buses are out of town at night and offices are closed.

14. Post times of pickup and deliveries on regular bus routes and provide them to the news media before school opens in the fall.

15. Provide a completed transportation schedule to S.D.E. as well as other reports as required.

16. See that all drivers meet state requirements, complete state records for medical and yearly reports.

17. Provide printed materials for drivers-daily check of buses, evacuation procedures, discipline reports, etc.

18. Provide substitute drivers as needed.

19. Other transportation duties as required by the Superintendent or designee.

TERMS OF EMPLOYMENT:
Minimum 261-day contract.  Salary and work year to be established by the Board.
EVALUATION:
Performance of this job will be evaluated annually.

Approved by: _____________________________________ Date: ____________
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