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Position: Transportation Coordinator/Groundskeeper

Groundskeeper
· Operate vehicles and powered equipment, such as mowers, tractors, twin-axle vehicles, snow blowers, chain saws, electric clippers, sod cutters, and pruning saws.
· Mow or edge lawns, using power mowers or edgers.
· Shovel snow from walks, driveways, or parking lots and spread salt in those areas.
· Care for established lawns by mulching, aerating, weeding, grubbing, removing thatch, or trimming or edging around flower beds, walks, or walls.
· Use hand tools, such as shovels, rakes, pruning saws, saws, hedge or brush trimmers, or axes.
· Prune or trim trees, shrubs, or hedges, using shears, pruners, or chain saws.
· Gather and remove litter.
· Maintain or repair tools, equipment, or structures, such as buildings, greenhouses, fences, or benches, using hand or power tools.
· Mix and spray or spread fertilizers, herbicides, or insecticides onto grass, shrubs, or trees, using hand or automatic sprayers or spreaders.
· Provide proper upkeep of sidewalks, driveways, parking lots, fountains, planters, or other grounds features.
· Prepare football field for athletic competitions
· Cooperate with custodial staff to make needed repairs and preparations of the building and grounds as directed by the superintendent
· Cooperate with custodial staff to prepare building and grounds for extra curricular activities hosted at the school
· All other duties and tasks assigned by the superintendent of schools
· Regular, dependable, in person attendance at work.




Transportation Coordinator
· Ensure all buses and vans in the school’s fleet are in operational order at all times
· Coordinate complete mechanical inspections of all fleet vehicles in accordance with NDE rules and regulations
· Coordinate servicing of all maintenance and repairs for the school’s vehicles
· Be a licensed bus driver and maintain that licensure at all times
· Coordinate with the superintendent of schools for the recruitment and retention of drivers for regular bus routes and activity routes
· Coordinate with the superintendent of schools for the recruitment and retention of substitute drivers for regular bus routes
· Develop “contingency” plans for transporting students when vehicle or driver concerns necessitate such plans being needed
· Assist in scheduling regular pupil transportation and activity trips for students
· Substitute drive on regular an activity routes as necessary
· Coordinate with drivers and the administration to address student misconduct on vehicles
· Communicate decisions made regarding the transportation program to drivers
· Listen to concerns brought forth by drivers, students, parents and develop solutions
· Hold quarterly driver meetings with the drivers and the administration for the purposes of education, review, training, and problem solving
· Regular, dependable, in person attendance at work.









POSITION:    Transportation Coordinator				DATE:

Physical Requirements:  Sedentary    Light     Medium   Heavy    Very Heavy  
					Never  		Occasional  	Frequent  	Constant
					0%      		1-32%        	33-66%     	67%+

A.  Standing						X					
B.  Walking						X	
C.  Sitting										X		
D.  Bending/Stooping			X	
E.  Reaching/Pushing					X	
F.  Climbing				X		
G.  Stooping/Kneeling/Crouching/	X
      Crawling	
H.  Reaching/Handling					X						
I.  Speaking/Hearing									X
J.  Seeing/Depth Perception/Color							X
K.  Classroom Maintenance (materials)	X	
L.  Driving										X		
M.  Lifting	(30 lbs. max.)				X		
		(30 lbs. or more)			X		
N.  Carrying	(30 lbs. max.)				X	
		(30 lbs. or more 	X
                             x 25 feet)		
O.  Manual Dexterity Tasks								X	

OTHER REQUIREMENTS

Proficient in the use of:  

Further requirements:

· May be required to assist special needs students on and off bus
· CDL required
· Must be able to complete bus evacuation
· Must be able to read and write English proficiently to keep logbooks and the like

WORKING CONDITIONS

A.	Inside		Outside		Both
B.	Climatic environment:  Inside facilities are climate controlled.

I have carefully reviewed this job description and affirm the following (please initial):






































POSITION:    Groundskeeper					DATE:

Physical Requirements:  Sedentary    Light     Medium   Heavy    Very Heavy  

					Never  		Occasional  	Frequent  	Constant
					0%      		1-32%        	33-66%     	67%+

A.  Standing										X		
B.  Walking								X	
C.  Sitting						X		
D.  Bending/Stooping							X	
E.  Reaching/Pushing							X	
F.  Climbing						X		
G.  Stooping/Kneeling/Crouching/			X
      Crawling	
H.  Reaching/Handling							X	
I.  Speaking/Hearing					X
J.  Seeing/Depth Perception/Color			X
K.  Classroom Maintenance (materials)	X	
L.  Driving						X			
M.  Lifting	(30 lbs. max.)						X		
		(30 lbs. or more)			X		
N.  Carrying	(30 lbs. max.)				X	
		(30 lbs. or more 			X
                             x 25 feet)		
O.  Manual Dexterity Tasks								X	

OTHER REQUIREMENTS

Proficient in the use of:  

1. Basic hand tools
1. Light machinery/Lawn equipment
1. Power tools

Further requirements:

1. Ability to read and write in English level sufficient to understand and follow product instructions 

WORKING CONDITIONS

A.	Inside		Outside		Both
B.	Climatic environment:  Inside facilities are climate controlled.



___	To the best of my knowledge, I CAN fulfill all the requirements, responsibilities, 
	and training aspects set out in this document.

___	To the best of my knowledge, I CANNOT fulfill all the requirements, 
	responsibilities, and training aspects set out in this document.

Use this space for any comments:









__________________________	________________________________
Employee (Print)				Employee Signature


