~ D u I ut h POSITION DESCRIPTION
=

- Transportation Clerical
© Public Schools
SECTION I: GENERAL INFORMATION

Position Title: Departmeqt:

Transportation Clerical Transportation

Immediate Supervisor’s Position Title: FLSA Status

Transportation Manager Non-Exempt

Pay Grade Assignment: Bargaining Unit:
Clerical Unit

General Summary of Purpose Of Job:

Under general supervision, the Transportation Clerical provides comprehensive administrative support to the
district's Transportation Department, facilitating the safe and efficient movement of students. This role involves
managing daily communications with transportation staff, parents, and schools, handling inquiries, and assisting
with dispatch. This position includes maintaining accurate student and vehicle data, processing procurement
requests, and ensuring records comply with state and federal transportation regulations. The Transportation
Clerical contributes to the smooth operation of transportation services and assists staff in maintaining efficient and
reliable student movement.

SECTION II: ESSENTIAL DUTIES AND RESPONSIBILITIES:

Duty | Essential Duties: (These duties are a representative sample; position assignments may vary.)
No.

l. Manages primary communication for the Transportation Department, including answering high-volume phone
calls, providing emergency dispatch support, and disseminating critical information to school staff and via Parent
Square for delays, cancellations or schedule changes.

2. Operates and maintains real-time radio communication with bus drivers and supervisors, providing directions,
updates, and addressing immediate operational needs.

3. Administers financial and procurement processes for the department, including receiving and processing bills,
creating purchase orders, managing gas cards by vehicle, and processing household reimbursements for private
school transportation.

4. Maintains comprehensive driver and vehicle records, including medical cards, driver's licenses, and MVRs,
ensuring all records are current and compliant on a monthly basis. Schedules necessary training as needed.

5. Manages and updates various transportation-related data systems and spreadsheets, including student mileage for
state reporting (FIT), vehicle mileage, driver compensation trip sheets, and preparing gasoline reports.

Supports new transportation employee onboarding, providing training on essential systems.

Compiles information from route surveys, bus safety and evacuations.

Facilitates district field trips and athletic transportation, coordinating logistics, preparing necessary paperwork,
and distributing vehicle keys to coaches.

9. Ensures compliance with training mandates by verifying completion of online training and specialized state
training for bus drivers and bus helpers.

10. | Serves as a primary point of contact for parents and schools regarding bus routes, assignments, and
arrival/departure times, resolving inquiries and coordinating communications.

11. | Prepares and updates annual state transportation reports for various eligible riders (pre-kindergarten,
kindergarten, regular education, special education).




13.
14.

15.

Provides direct support to drivers by presenting forms and assisting with setting up bus information.
Performs general administrative duties such as processing and filing all transportation correspondence,
maintaining records of employee absences, and typing reports.

Performs other related duties as assigned, contributing to the efficient operation of the Transportation
Department.

SECTION III: WORK REQUIREMENTS AND CHARACTERISTICS

EDUCATION/EXPERIENCE REQUIREMENTS: Minimum education and experience required to perform
adequately in position could reasonably be attained only by completing the following:

X High school diploma or GED.
Degree Required:
X Required Work Experience in Addition to Formal Education/Training:

Minimum five (5) years of progressively responsible administrative, operations, or office management
experience, preferably in a transportation, logistics, or school district setting, demonstrating a strong
understanding of complex operational environments, OR a combination of education and experience totaling
six (6) years.

Required Supervisory Experience:

PREFERRED EDUCATION/EXPERIENCE REQUIREMENTS:

None required.

LICENSE/CERTIFICATION: (Identify licenses/certification required upon hiring:

None required.

ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES REQUIRED TO PERFORM THE WORK

Knowledge

Comprehensive knowledge of district transportation operations, dispatch procedures, and relevant state/federal
transportation regulations.

Understanding of financial administrative processes (e.g., procurement, budgeting, invoicing, expense tracking,
payroll coordination).

Proficiency in software systems and various communication platforms.

Meticulous record-keeping and data management principles for compliance, auditing, and reporting.

Expertise in utilizing spreadsheet software for complex data analysis, tracking, and reporting.

Principles of emergency response and safety protocols related to student transportation.

Skills

Exceptional verbal and written communication for critical dispatch and stakeholder interactions.
Superior organizational and project management for diverse, high-volume tasks.

Advanced analytical and problem-solving for complex operational and financial issues.

Highly adept at multitasking and prioritizing in fast-paced, high-pressure environments.
Meticulous attention to detail and accuracy in all administrative tasks.

Strong interpersonal and conflict resolution for sensitive communications.

Proficiency in reading and interpreting maps for route guidance.

Abilities




*  Work independently with minimal supervision, demonstrating initiative and sound judgment.
* Adapt quickly to changing demands, emergencies, and regulatory updates.

* Communicate complex logistical and sensitive information clearly.

* Leverage multiple software systems simultaneously to optimize workflows.

* Maintain absolute confidentiality of sensitive information.

* Provide effective training and guidance to staff on transportation systems.

* Contribute to continuous improvement of departmental operations.

PHYSICAL REQUIREMENTS: Indicate according to the requirements of the essential duties/responsibilities

Employee is required to:

Never

1-33%
Occasionally

34-66%
Frequently

66-100% Continuously

Stand

\/

Walk

\/

Sit

\/

Use hands dexterously (use fingers to handle, N
feel)

Reach with hands and arms N

Climb or balance N

Stoop/kneel/crouch or crawl \

Talk and hear N

Taste and smell N

Lift & Carry: Up to 10 Ibs. \

Up to 25 Ibs. \

Up to 50 Ibs.

Up to 100 Ibs.

More than 100 1bs.

(';s < <=2

Vision Requirements:

No special vision requirements

Close Vision (20 in. of less)

Distance Vision (20 ft. of more)

Color Vision

Depth Perception

< |2 ]2 ]<2]<

Peripheral Vision

General Environmental Conditions:

Work is performed under normal office conditions and there are minimal environmental risks or disagreeable conditions associated
with the work. The typical noise level is considered to be moderate.

General Physical Conditions:

Work can be generally characterized as:

Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to
lift, carry, push, pull or otherwise move objects, including the human body.

RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS:

N/A

SECTION IV: CLASSIFICATION HISTORY AND APPROVAL

This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

Signature — Human Resources Date

Job Classification History:
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