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GODDARD USD 265 

CLASSIFIED JOB DESCRIPTION 

 

POSITION: Assistant to the Transportation Director 

 

RESPONSIBLE TO:   Transportation Director 

 

EVALUATED BY: Transportation Director or designee 

 

TERMS OF EMPLOYMENT: Classified Position 

      Hourly rate of pay 

 

PURPOSE OF POSITION: Provide support to the Transportation 

Director and the Transportation Supervisor. 

 

ESSENTIAL DUTIES: 

 
1. Answering phone calls for Transportation Director. 

2. Reads, files, records, and routes incoming mail and / or messages. Locates and attaches 

appropriate file to correspondence to be answered by supervisor. 

3. Operates office equipment and machines including, but not limited to computers, 

typewriter, adding machine, calculators, and copy machines. 

4. Prepares outgoing mail, notices and daily bulletins, composes and types routine 

correspondence. 

5. Schedules vans and district vehicles; providing packets with necessary equipment for 

trips, i.e., credit cards, K cards etc/ 

6. Schedules appointments for Transportation Director and Supervisor 

7. Greets visitors, ascertains nature of business, and directs or conducts visitors to 

appropriate locations 

8. Works with Transportation Director to edit electronic time keeping for transportation 

staff. 

9. Code transportation bills weekly. 

10. Make yearly certificates for transportation. 

11. Develop and record forms for yearly bus inspections. 

12. Update route changes into the system and make sure Bus Drivers have needed student 

information. 

13. Maintain radio call letters and vehicle assignments on a daily basis for departmental 

reference needs. 

14. Type all requested activity trips for department and assign drivers and buses. 

15. Send all assigned activity trips and pertinent information to schools, teachers and drivers 

when they are returned. 

16. Maintain and assign keys for Gasbay system. 

17. Maintain state fuel reports. 

18. Maintain and assign GPS keys. 

19. Operate Radio Dispatch to all drivers and necessary personnel. 

20. Operate telephone system; take messages and route calls appropriately. 
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21. Securing substitute drivers (routes and shuttles). 

22. Attend and assist with monthly safety meetings. 

23. Assist Transportation Director in developing new routes and updating existing routes. 

24. Substitute driver as needed. 

25. Maintain a working knowledge of total transportation system. 

26. Assist with route and shuttle changes throughout the year. 

 
OTHER JOB DUTIES (Others may be assigned): 

 

1. Provides information to the public. 

2. Participates in in-service training. 

3. Be available as substitute Driver or Para. 

4. Maintain statistics for yearly reports 18E, SO66 and Special Education. 

5. Monitor bus and radios for emergencies. 

6. A classified employee may be transferred at any time to any job which he/she is qualified 

to perform and when the transfer is deemed to be in the best interest of the district. 

 

REQUIRED QUALIFICATIONS: 

 

1. A high school diploma or its equivalent.  

2. Needs to have appropriate previous work experience.  

3. Must demonstrate skills including, but not limited to typing, word processing, computer 

expertise, manual filing and organizational abilities as well as skills in working with 

people.   

4. Maintain Class B CDL-with air brake, school bus and passenger endorsement.   

5. Maintain Medic First-Aid/Defensive Driving and DOT Physical. 

6. Must fit the criteria for every school bus driver (see school bus driver job description). 

7. Must be familiar with and able to operate all types of school buses and their equipment, 

owned by the districts. 

 

ATTENDANCE REQUIREMENTS: 

 

 A forty (40) hour workweek will be required. Sick and vacation allowances are 

 included in the district policy. 

 

PHYSICAL REQUIREMENTS / ENVIRONMENTAL CONDITIONS: 

 

1. Manages all job duties with the mobility, agility, and focused observation it takes to meet 

standards of performance. 

2. Moderate environmental conditions and noise levels. 

3. Prolonged periods of sitting. 

4. Must demonstrate ability to work in an environment with many distractions and job 

interruptions. 
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PERFORMANCE STANDARDS / EVALUATION: 

 

1. Must support district mission, goals and objectives. 

2. Must meet standards in a time sensitive manner as determined by supervisors. 

3. Must demonstrate strict confidentiality pertaining to students, parents, teachers, 

administrators or employees of USD 265. 

4. Must demonstrate language arts and communications skills; sentence structure, spelling, 

punctuation, speaking and the ability to handle routine and sensitive correspondence and 

communications. 

5. Must meet all safety requirements as directed by the district. 

6. A performance evaluation will be conducted according to district policy by the 

employee’s supervisor or their designee. 

 

I understand the job description that I have just read and can comply fully with all 

requirements with or without reasonable accommodations. 

 

 

____________________________________________ _______/_______/_______ 
  Employees Signature                                Date 
 

 

____________________________________________ _______/_______/_______ 
            Transportation Supervisor Signature                                                 Date 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


