
12/02..5/18..6/18 
 
TITLE DEPARTMENT SECRETARY (10 month position) 
 
QUALIFICATIONS: 1.   Preferred to have experience and/or education in the 

secretarial field or related field. 
 2. Preferred to have successful experience working in a  
  transportation-type environment 

 3.   Preferred candidates shall be willing to participate in 
the District training program and obtain a Commercial 
Driver’s License.  

 4. Must be able to multi-task while staying professional, 
calm and organized. 

 5.   Strong positive public relations skills. 
 6.   Must have Intermediate computer skills with a working  
  knowledge of Excel and Word 
REPORTS TO: Director of Transportation 
JOB GOAL:  
The principal function of an employee in this class is to perform a wide variety of administrative 
support, secretarial and clerical duties at the Transportation Department.   Duties include positive 
public contact, accurate data entry, preparing documentation using various software applications.  
The work is performed under the supervision of the Transportation Director.  The principal duties of 
this class are performed in an office environment. This employee must be able to multi task while 
remaining calm and positive.   
 
PERFORMANCE RESPONSIBILITIES: 
 
Duties include the following: 

 Perform general office routines to include:  filing, record keeping, correspondence, mail, answer 
phones, faxes, email, and assist staff, visitors, and patrons in a positive and professional manner. 

 Input data and develop reports as needed. 
 Work cooperatively as a team player with all District and Building staff, patrons, students, and 

administration using a positive approach with a can-do attitude. 
 Generate requisitions and purchase orders, monitor and submit receipts with invoices for payment 

in a timely manner. 
 Work cooperatively with the Director in the maintenance and organization of transportation 

routes, trips, and activities as needed. 
 Assist in maintaining the transportation software for route, trips and activities in a timely manner 

allowing for successful and timely communication out to staff and parents. 
 Work positively and timely with building staff on student enrollments and withdrawals keeping 

records accurate. 
 Assist with the inventory and maintain office related supplies. 
 Assist with the inventory all equipment and submit updates to district office as they occur. 
 Perform such other tasks and assume such other responsibilities that are legal, moral and ethical 

as the Director of Transportation may assign. 
 

PHYSICAL REQUIREMENTS (with or without a reasonable accommodation): 
 Sufficient clarity of speech and hearing or other communication capabilities which permits the 

employee to understand verbal instructions and to communicate effectively on the telephone and 
in person;  



 Sufficient visual acuity which permits the employee to comprehend written work instructions, 
prepare and review documents and process them in a prescribed order, and organize documents 
and materials;  

 Sufficient manual dexterity which permits the employee to operate a personal computer and 
standard office equipment;  

 Sufficient personal mobility, flexibility, and balance which permits the employee to work in an 
office environment, occasion lifting or moving objects that weigh up to 20-30 lbs.  

 Jobs in this class require talking and hearing to relate and monitor activities of young children 
and performing repetitive motions in typing, filing and paperwork;  

 Job tasks may require rare climbing, stooping, kneeling and crouching with frequent reaching, 
pushing, pulling, lifting, fingering, and grasping.  

 
EVALUATION: Performance of this job will be evaluated in accordance with provisions of 

the Board's Policy on Evaluation of Classified Personnel. 
TERMS OF 
EMPLOYMENT: Position is hourly and non-exempt.  Salary and work year to be established 

by the Board. 
 


