
MAIL CLERKPRIVATE 


AND


TRANSPORTATION ASSISTANT
QUALIFICATIONS:

1.
High school diploma or equivalent.





2.
Maintenance skills and clerical skills.





3.
Knowledge of purchase order codes, driving trucks, bus driver license, and posses some mechanical skills. 

REPORTS TO:

Director of Related Services

JOB GOAL:


Be ready to assist transportation mechanic; delivery and handle all school mail; be able to be flexible in jobs assigned.

PERFORMANCE RESPONSIBILITIES:

 1.
Receive all incoming freight and route to schools, also post office.

 2.
Make deliveries as needed.

 3.
Develop skill in using school equipment.

 4.
Work where needed, above regular time when busses are out of town.

 5.
Develop skills to assist the transportation personnel.

 6.
Care for transportation equipment assigned to their care.

 7.
Where required, keep written records of work.  Help with USDA donated foods.

 8.
Obey school policies.

 9.
Practice safety and report any unsafe conditions around the school.

10.
Be ready to drive a school bus when needed.

11.
Turn in reports as directed.

12.
Other concerns or duties deemed necessary by the Superintendent or designee.
TERMS OF EMPLOYMENT:
Minimum 261-day contract.  Work week and hourly rate to be established by Board.  Holidays and on-call days will vary year by year.

EVALUATION:
Performance of this job will be evaluated in accordance with provisions of the Board's policy on evaluation of Support Service Personnel.

Approved by: _________________________________ Date: ________________

07/13/09


