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FREMONT COUNTY SCHOOL DISTRICT #14 

DISTRICT TRANSPORTATION/SCHOOL SECRETARY 

JOB DESCRIPTION 

TITLE:  District Transportation/School Secretary 

QUALIFICATIONS: 

1. High School Diploma or equivalent or proof of secretarial training. 

2. Previous secretarial experience is preferred. 

3. Experience and moderate skill in word processing and using word 

processing and using word processing programs. 

4. Working knowledge of basic office procedures and operations of common 

office equipment. 

5. Any alternatives to the above qualifications as the Board may find 

appropriate or acceptable. 

REPORTS TO:  Building Principal & Transportation Director 

GOALS:  To ensure the smooth and efficient operation of district transportation services 

by ensuring the tracking and report accountability system are implemented properly.  

Additionally, the position will provide secretarial duties for the school office to ensure 

the office provides maximum positive impact on the education of students. 

PERFORMANCE RESPONSIBILITIES: 

1. Adheres to district policies. 

2. Arrives to work on time and attends work on a regular basis with amount of 

days missed not significantly impeding the performance of duties. 

3. Demonstrates effective interpersonal relationship skills by greeting all visitors 

courteously and attempts to meet their needs to the best of his/her ability. 

4. Uses discretion and maintains the same level of ethical behavior in handling 

situations requiring confidentiality as that which is expected of fully licensed 

professionals. 

5. Maintains an appropriate and flexible schedule. 

6. Selects appropriate channels for resolving concerns/problems. 

7. Demonstrates effective communication skills by speaking clearly and 

expressing ideas logically and giving clear, explicit explanations. 
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8. Uses written communication appropriately and professionally. 

9. Demonstrates fairness and consistency in dealing with students, parents, 

community members and other school staff acknowledging their rights to hold 

differing views or values. 

10. Promotes the belief that all students can and will learn. 

11. Exercises reasonable responsibility for student management throughout the 

entire building by promoting student self-discipline, control, and positive self-

image. 

12. Demonstrates fairness and consistency in handling student problems. 

13. Promotes community involvement with the school. 

14. Cooperates with parents in the best interests of the students. 

15. Works effectively with all levels of school personnel by interacting positively 

with teachers, teaching assistants, administrators, and other support personnel. 

16. Interacts positively with students individually and in groups. 

17. Places and answers call appropriately, records messages, maintains a log of 

calls and returns phone calls promptly. 

18. Maintains and submits accurate data and reports for the school and to the 

district in a timely manner. 

19. Logs and tracks activity trip miles for each school year. 

20. Logs and tracks filed trip miles for each school year. 

21. Logs and track mileage and student numbers for all state transportation 

reports. 

22. Processes incoming and outgoing mail. 

23. Assists in processing student enrollment and withdrawal. 

24. Assists in contacting and securing substitute teachers when they are needed. 

25. Assists in maintaining computerized student management system, regular 

filing system, as well as a set of locked confidential student files, and 

processes incoming correspondence as directed. 

26. Uses in-house computer system to disseminate school information. 

27. Utilizes public address system appropriately and in an effective manner. 

28. Attends appropriate meetings. 
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29. Serves on committees. 

30. Performs other duties as many, from time to time be assigned by the 

supervisor. 

TERMS OF EMPLOYMENT:  At-Will – 210 days. 

EVALUATION:  Performance will be evaluated in accordance with the provisions of 

the Board’s policy on evaluation of support staff. 

 
 
_______________________________________ _____________________ 
Name Date 
 
_______________________________________ _____________________ 
Supervisor Date 
 
 


