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Transportation Department Clerk 
 

QUALIFICATIONS 

 

1. High school diploma or GED required. 

2. Two years of office experience required. 

 

FLSA STATUS 

 

Non-exempt 

 

SUPERVISOR 

 

Director of Transportation 

 

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES 

 

1. Skills in administrative details. 

2. Knowledge of the organization and operation of a school transportation system. 

3. Ability to type documents and maintain records 

4. Ability to keep business matters confidential. 

5. Ability to communicate verbally, in writing, and using e-mail. 

6. Ability to deal in person and on the phone with a pleasant courteous manner 

7. Ability to use various computer programs including Word, Excel and the 

computerized field trip program.  

8. Knowledge, skills and ability to assist in using the computer routing system. 

9. Ability to communicate to employees and the public in an effective manner. 

10. Ability to lift and move moderately heavy weights. 

11. Physical and emotional ability and dexterity to perform the essential functions of 

the position and move about as needed in a fast-paced, high intensive work 

environment. 

 

ESSENTIAL FUNCTIONS 

 

1. Performs duties relating to receiving information for field trip requests, assigning 

permit numbers, and coordinating with the Director of Transportation on the 

assignment of bus drivers. 

2. Assists the Transportation Secretary/Bookkeeper with their duties and 

responsibilities as assigned by the Director of Transportation 

3. Serves as the receptionist for the Transportation Department and is the first 

response to telephone calls. 

4. Responsible for coordinating the distribution of gate keys and radios to drivers 

transporting out of town field trips. 

5. Assists in filing documents including student referrals, personnel records, field 

trip records, and other documents as needed. 

6. Maintains confidentiality of student and personnel records. 
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7. Responsible for maintaining office supplies including ordering and distribution.  

8. Faxes, ponies, mails and copies as directed by the Director of Transportation. 

9. Maintains and ensures delivery of records related to recertification of drivers. 

10. Monitors the radio and answer calls as required. 

11. Assumes other reasonable and equitable job-related duties assigned by 

Supervisor. 

 

TERMS OF EMPLOYMENT 

 

The terms of employment shall be in accordance with provisions of the Board's Policy 

Manual, Fair Dismissal Act of Alabama and the Board's Salary Schedule - 

Transportation - Clerk - Grade II. 

 

EVALUATION 

 

Performance evaluation shall be in accordance with provisions of the Board's policy on 

Evaluation of Support Personnel - GCRK and GCRK-R. 
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