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SCHOOL DISTRICT OF HAMILTON COUNTY

JOB DESCRIPTION

ADMINISTRATIVE ASSISTANT TO PERSONNEL

QUALIFICATIONS:
1) Two-year Degree from an accredited educational institution; experience may be used in lieu of
degree at the discretion of the Superintendent.
2) Minimum typing speed of forty-five (45) words per minute with high degree of accuracy.

KNOWLEDGE, SKILLS AND ABILITIES:
Ability to perform highly responsible secretarial and administrative duties necessary to support human
resource services of the District. Knowledge of school law, State Board of Education rules and School
Board policies related to personnel procedures. Knowledge of accounting and ability to work with
figures. Ability to exercise independent judgment in assigned duties. Ability to interact effectively with
educators and the public. Ability to handle difficult or sensitive issues appropriately and confidentiality.
Ability to use a computer. Ability to organize and prioritize.

REPORTS TO:
Assistant Superintendent for Administration

JOB GOAL
To provide highly responsible secretarial and supervisory support for accomplishing the
personnel functions of the District in an accurate, timely and confidential manner.

SUPERVISES:
N/A

PERFORMANCE RESPONSIBILITIES:

Service Delivery
* (1) Maintain and keep up-to-date all personnel files.

* (2) Implement the personnel management system, including appointment / reappointment, infield
and out-of-field verification, assignment / reassignment, performance appraisal, employee
contracts, creditable experience verification, advance coursework and degree verification,
vacancy and extra compensation position postings, certification, retirement, and verification of
employment.

(3) Compile and key staff data for transmittal to Department of Education.

(4) Provide clearance for instructional personnel concerning certification.

(5) Analyze, interpret, and evaluate transcripts, occupational experience, documentation, and
inservice records.

(6) Maintain a current listing of substitutes.

(7)  Coordinate the tuberculin skin testing for all employees.

(8)  Assist in the preparation of collective bargaining materials for the District’s contract negotiator.

* ¥ ¥
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ADMINISTRATIVE ASSISTANT TO PERSONNEL (Continued)

* )

Interface with other functions which are related, including the HRMD program and Staff
Development.

Inter / Intra-agency Communication and Delivery

*(10)
*(11)

*(12)

*(13)
*(14)

*(15)
*(16)
*(17)

*(18)
*(19)
*(20)

Serve as employee liaison with divisions in the Department of Education.

Communicate effectively with Florida Department of Education, other school districts,
principals and teachers.

Research and answer inquiries concerning certification, inservice education, retirement and other
matters related to personnel.

Assemble information and prepare materials for projects and programs related to personnel.
Advise and inform employees regarding selection of acceptable college courses and inservice
education.

Provide presentations related to certification and personnel procedures.

Compose letters and answer correspondence for the personnel department.

Assist persons in obtaining desired information, such as salary and employment information as
permitted by Board policy, grade reports, birth verification and old school records.

Keep employees informed of changes in personnel requirements.

Disseminate information for tests and tuition reimbursement grants

Keep the assistant Superintendent informed about potential problems or unusual events.

Employee Qualities / Responsibilities

System Support

*(21)
*(22)
*(23)
*(24)
*(25)
*(26)

Keep abreast of current guidelines for certification.

Maintain confidentiality about personnel and other work related matters.

Exercise diplomacy and tact in difficult situations.

Maintain professional demeanor consistently.

Assist others in understanding and following processes, procedures, and requirements.
Keep informed about current laws, rules, and policies related to personnel matters.

*(27)  Assist with the implementation of the recruitment program as outlined in the District Equity
Plan.
*(28)  Assist the Superintendent in the absence of his / her secretary.
*(29)  Assist with the preparation of Banquet for Employee and Teacher of the Year.
*(30)  Prepare or assist in the preparation of reports accurately, thoroughly, and in a timely manner.
*(31)  Demonstrate support for the District goals and priorities.
*(32) Facilitate problem-solving related to personnel and certification issues.
(33)  Perform other incidental tasks consistent with the goals and objectives of this position.
PHYSICAL REQUIREMENTS:

Light Work: Exerting up to 20 pounds of force occasionally and/or up to 10 pounds of force as
frequently as needed to move objects.

TERMS OF EMPLOYMENT:
Salary and benefits shall be paid consistent with the District’s approved compensation plan.
Length of the work year and hours of employment shall be those established by the District.

EVALUATION:
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ADMINISTRATIVE ASSISTANT TO PERSONNEL (Continued)
Performance of this job will be evaluated in accordance with provisions of the Board’s policy on
evaluation of personnel.

Job Description Supplement No. 05

*Essential Performance Responsibilities
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SCHOOL DISTRICT OF HAMILTON COUNTY

JOB DESCRIPTION

ADMINISTRATIVE ASSISTANT TO THE SUPERINTENDENT

QUALIFICATIONS:
1) Two-year Degree, or responsible experience in complex secretarial work or a combination of
training and experience.
2) Minimum of three (3) years experience at the District level preferred.
3) Type, and take and transcribe dictation accurately at a prescribed rate of speed.
4 Computer and word processing skills.

KNOWLEDGE, SKILLS AND ABILITIES:

Ability to perform highly responsible secretarial and administrative duties necessary to support the
Superintendent. Extensive knowledge of the organization, operation, program and goals of the District.
Knowledge of federal, state and District rules, regulations and policies. Considerable knowledge of
office practices and procedures and operation of office equipment. Good oral and written communication
skills. Effective use of business mathematics. Ability to exercise independent judgment in assigned
duties and deal effectively with District personnel and the general public. Ability to type accurately at a
prescribed rate of speed, take and transcribe dictation and utilize the computer for word processing and
other functions. Ability to schedule time and to handle multiple tasks in stressful situations. Ability to
answer telephone calls in a courteous and professional manner.

REPORTS TO:
Superintendent

JOB GOAL
To perform the secretarial and administrative duties and responsibilities in the position of
secretary to ensure the smooth and efficient operation of the Superintendent’s office.

SUPERVISES:
N/A

PERFORMANCE RESPONSIBILITIES:

Service Delivery
* (1) Serve as secretarial assistant to the Superintendent by planning, initiating and carrying to

completion clerical, secretarial and administrative activities.
(2) Maintain Superintendent’s calendar including appointments, travel, deadlines and commitments.
(3) Prepare and disseminate agendas for School Board meetings.
(4) Attend all School Board meetings and assist the Superintendent as secretary to the Board in
maintaining minutes and other records.
* (5) Develop materials for Superintendent’s use for presentations, conferences and workshops.

* ¥ ¥
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ADMINISTRATIVE ASSISTANT TO THE SUPERINTENDENT (Continued)

* (6)

* (N
*(®)
* )

*(10)
*(11)

Compile background data and information on issues and/or topics as requested by the
Superintendent.

Prepare, advertise, disseminate and keep accurate records of approved Board policies.

Initiate, prepare, and maintain all bonds for Superintendent and Board members.

Receipt, transfer and record all funds received through the Superintendent’s office and prepare
accurate records for audit.

Assist with bid openings and maintain bid and project files.

Perform bookkeeping tasks as needed.

Inter / Intra-agency Communication and Delivery

*(12)

*(13)
*(14)

*(15)
*(16)
*(17)

*(18)

Communicate with Board members and District and school administrators concerning Board
meetings, official functions, meetings and any other pertinent information.

Assist Board members as directed by the Superintendent.

Interface with others concerning items that are needed after Board approval and make required
copies of agenda attachments.

Attend and take minutes of staff meetings and other meetings in order to maintain a proper
record for communication, documentation and audit purposes.

Receive and route telephone calls, answer questions which may involve interpretation of policies
and procedures and operation of the District.

Receive, log and route all mail received by the Superintendent’s office in addition to reviewing
and answering correspondence as directed by the Superintendent.

Keep the Superintendent informed of potential problems or unusual events.

Employee Qualities / Responsibilities

*(19)  Maintain effective working relationships with Board members, District and school personnel,
parents, media representatives and the general public.
*(20)  Assist in training and supervising any District clerical personnel assigned to the Superintendent’s
office.
*(21)  Participate in workshops and training sessions to keep up-to-date and enhance skills and
knowledge.
*(22)  Respond to requests from the staff or public as directed by the Superintendent.
*(23)  Maintain confidentiality.
System Support
*(24)  Develop an extensive knowledge of the organization and programs under the Superintendent’s
jurisdiction.
*(25)  Prepare and submit required payroll.
*(26)  Prepare required reports and maintain all appropriate records.
*(27)  Follow all School Board policies and procedures.
*(28)  Demonstrate support for the School District and its goals and priorities.
(29)  Perform other incidental tasks consistent with the goals and objectives of this position.
PHYSICAL REQUIREMENTS:

Light Work: Exerting up to 20 pounds of force occasionally and/or up to 10 pounds of force as
frequently as needed to move objects.

TERMS OF EMPLOYMENT:
Salary and benefits shall be paid consistent with the District’s approved compensation plan.
Length of the work year and hours of employment shall be those established by the District.

EVALUATION:
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ADMINISTRATIVE ASSISTANT TO THE SUPERINTENDENT (Continued)
Performance of this job will be evaluated in accordance with provisions of the Board’s policy on
evaluation of personnel.

Job Description Supplement No. 05

*Essential Performance Responsibilities
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SCHOOL DISTRICT OF HAMILTON COUNTY

JOB DESCRIPTION

ADMINISTRATIVE SECRETARY, DISTRICT

QUALIFICATIONS:
1) High school Diploma or equivalent.
2) Minimum of five (5) years related progressively responsible experience.
3) Must be able to type at least forty-five (45) correct words per minute.

4) Computer proficiency.

KNOWLEDGE, SKILLS AND ABILITIES:
Skills in computer operations. Working knowledge of basic office procedures and the operation of office
machines and equipment. Knowledge of the operation and programs of the school system. Considerable
knowledge of office practices, grammar, spelling, business correspondence and accounting. Ability to
exercise independent judgment. Ability to deal effectively and courteously with students, parents, school
personnel and the public. Ability to perform required bookkeeping tasks. Ability to efficiently and
effectively manage multiple tasks in stressful situations.

REPORTS TO:
Administrators as assigned

JOB GOAL
To provide a variety of clerical / secretarial support services for the assigned
departments.

SUPERVISES:
N/A

PERFORMANCE RESPONSIBILITIES:

Service Delivery
* (1) Prepare and type a variety of correspondence, forms, documents, records, reports, newsletters,

bulletins and programs.
* (2) Perform office routines and practices associated with a busy, productive and smoothly-run
office.

(3) Keep records of important meetings, dates and appointments.

(4)  Schedule travel and hotel reservations.

(5) Maintain the sick / vacation leave records.

(6) Prepare departmental payroll reports for submission to the District office.

(7)  Type purchase orders and process for payment.

(8) Type and submit forms to District for approval.

(9)  Assist in the accounting of property and maintenance of property records.
(10)  Keep accurate records on department budget.
*(11)  Assist in the preparation of materials and reports.

* K ¥ ¥ X X ¥ *
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ADMINISTRATIVE SECRETARY, DISTRICT (Continued)

Inter / Intra-agency Communication and Delivery
*(12)  Answer the telephone and greet visitors in a courteous and professional manner.
*(13)  Receive and distribute all incoming and outgoing mail.
*(14)  Receive and route incoming calls.
*(15)  Communicate effectively with co-workers, administration, school personnel and the public.
*(16)  Respond to inquiries and concerns in a timely manner.
*(17)  Keep supervisor informed of potential problems or unusual events.
Employee Qualities / Responsibilities
*(18)  Maintain a courteous and professional manner.
*(19)  Maintain confidentiality.
*(20)  Use positive, effective interpersonal communication skills.
*(21)  Adhere to high standards of punctuality, regular attendance and appropriate dress.
*(22) Participate in workshops and training sessions to keep up-to-date and enhance skills and
knowledge.
System Support
*(23)  Coordinate the clerical work of the department as directed by Supervisor.
*(24)  Prepare all required reports and maintain all appropriate records.
*(25)  Follow all School Board policies and procedures.
*(26)  Exhibit the interpersonal skills necessary as an effective team member.
*(27)  Demonstrate support for the School District and its goals and priorities.
(28)  Perform other incidental tasks consistent with the goals and objectives of this position.

PHYSICAL REQUIREMENTS:
Light Work: Exerting up to 20 pounds of force occasionally and/or up to 10 pounds of force as
frequently as needed to move objects.

TERMS OF EMPLOYMENT:
Salary and benefits shall be paid consistent with the District’s approved compensation plan.
Length of the work year and hours of employment shall be those established by the District.

EVALUATION:
Performance of this job will be evaluated in accordance with provisions of the Board’s policy on
evaluation of personnel.

Job Description Supplement No. 05

*Essential Performance Responsibilities
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SCHOOL DISTRICT OF HAMILTON COUNTY

JOB DESCRIPTION

ADMINISTRATIVE SECRETARY, SCHOOL

QUALIFICATIONS:
1) High school Diploma or equivalent.
2) Minimum of five (5) years related progressively responsible experience.
3) Must be able to type at least forty-five (45) correct words per minute.

4) Computer proficiency.

KNOWLEDGE, SKILLS AND ABILITIES:
Skills in computer operations. Working knowledge of basic office procedures and the operation of office
machines and equipment. Knowledge of the operation and programs of the school system. Considerable
knowledge of office practices, grammar, spelling, business correspondence and accounting. Ability to
exercise independent judgment. Ability to deal effectively and courteously with students, parents, school
personnel and the public. Ability to perform required bookkeeping tasks. Ability to efficiently and
effectively manage multiple tasks in stressful situations.

REPORTS TO:
Principal

JOB GOAL
To assure the smooth and efficient operation of the school office so there will be a
maximum positive impact on the students.

SUPERVISES:
N/A

PERFORMANCE RESPONSIBILITIES:

Service Delivery
* (1) Prepare and type a variety of correspondence, records, reports, newsletters, bulletins and

programs.

(2) Input free and reduced lunch information and process the information as required.

(3) Perform office routines and practices associated with a busy, productive and smoothly-run
office.

(4) Maintain the sick / vacation leave records.

(5) Prepare school / departmental payroll reports for submission to the District office.

(6)  Obtain substitute teachers.

(7)  Provide all bookkeeping services for the internal accounts of the school.

(8)  Maintain school records and files as required.

(9) Provide bookkeeping services for the school budget as required.

* %
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ADMINISTRATIVE SECRETARY, SCHOOL (Continued)
Inter / Intra-agency Communication and Delivery
*(10)  Answer the telephone and in a courteous and professional manner.
*(11)  Distribute all incoming and outgoing mail.
*(12)  Receive and route incoming calls.
*(13)  Communicate effectively with students, staff and administration.
*(14)  Respond to inquiries and concerns in a timely manner.
*(15)  Provide copying service for the staff as directed by the Principal.
*(16)  Keep supervisor informed of potential problems or unusual events.
Employee Qualities / Responsibilities
*(17)  Maintain a courteous and professional manner.
*(18)  Maintain confidentiality.
*(19)  Use positive, effective interpersonal communication skills.
*(20)  Adhere to high standards of punctuality, regular attendance and appropriate dress.
*(21)  Participate in workshops and training to update skills.
System Support
*(23)  Coordinate the clerical work of the administrative office of the school as directed by the
Principal.
*(24)  Prepare all required reports and maintain all appropriate records.
*(25)  Follow all School Board policies and school policies and procedures.
*(26)  Exhibit the interpersonal skills necessary as an effective team member.
*(27)  Demonstrate support for the School District and its goals and priorities.
(28)  Perform other incidental tasks consistent with the goals and objectives of this position.

PHYSICAL REQUIREMENTS:
Light Work: Exerting up to 20 pounds of force occasionally and/or up to 10 pounds of force as
frequently as needed to move objects.

TERMS OF EMPLOYMENT:
Salary and benefits shall be paid consistent with the District’s approved compensation plan.
Length of the work year and hours of employment shall be those established by the District.

EVALUATION:
Performance of this job will be evaluated in accordance with provisions of the Board’s policy on
evaluation of personnel.

Job Description Supplement No. 05

*Essential Performance Responsibilities
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SCHOOL DISTRICT OF HAMILTON COUNTY

JOB DESCRIPTION

BOOKKEEPER

QUALIFICATIONS:
1) High School Diploma or equivalent.
2) Minimum of five (5) years experience as a bookkeeper or accounting clerk.

3) Type at a prescribed rate of speed.

KNOWLEDGE, SKILLS AND ABILITIES:
Considerable knowledge of bookkeeping principles and methods and their application to work situations.
Working knowledge of personal computers. Skill in the use of a typewriter, copy machines and other
standard office equipment. Knowledge of rules and regulations controlling budgetary, internal record
keeping activities and contract procedures. Ability to work independently and carry out assignments to
completion. Ability to organize and prioritize. Ability to communicate effectively both orally and in
writing. Ability to maintain effective working relationships with other employees.

REPORTS TO:
Principal

JOB GOAL
To provide responsible, independent bookkeeping procedures in maintaining all
accounting records of the assigned school.

SUPERVISES:
N/A

PERFORMANCE RESPONSIBILITIES:

Service Delivery
* (1) Perform bookkeeping functions of internal accounts, school budget, accounts payable and petty

cash.

(2)  Prepare, process and follow up on all purchase orders as authorized.

(3) Receive and distribute merchandise resulting from purchase orders.

(4) Receive and disburse monies from various accounts within the school’s internal accounts and
maintain appropriate documentation.

(5) Prepare, process and record all bank deposits and withdrawals.

(6) Prepare school payroll as required.

(7) Prepare appropriate materials and items for athletic events and/or other school activities as
required.

* (8) Prepare and submit budget adjustments and amendments as needed.

* (9) Complete other office duties as assigned.

*(10)  Assist other office personnel with tasks as needed.

* ¥ ¥

* ¥ ¥

Inter / Intra-agency Communication and Delivery
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BOOKKEEPER (Continued)

*(11)  Communicate effectively with students, staff and vendors.

*(12)  Keep supervisor informed of potential problems or unusual events.

*(13)  Respond to inquiries and concerns in a timely manner.

*(14)  Work closely with staff to ensure accurate and timely handling of District and internal accounts.
Employee Qualities / Responsibilities

*(15)  Demonstrate initiative in the performance of assigned responsibilities.

*(16)  Provide for a safe and secure workplace.

*(17)  Model and maintain high ethical standards.

*(18)  Follow attendance, punctuality and proper dress rules.

*(19)  Maintain confidentiality regarding school matters.

*(20)  Maintain positive relationships with students, parents, staff and vendors.

*(21)  Participate in workshops and training sessions as required.
System Support

*(22)  Compile data and prepare reports as necessary throughout the fiscal year.

*(23)  Maintain all appropriate records needed for auditing purposes and provide assistance to auditors

as needed.

*(24)  Follow all School Board policies and school policies and procedures.

*(25)  Exhibit interpersonal skills to work as an effective team member.

*(26)  Demonstrate support for the School District and its goals and objectives.

(27)  Perform other incidental tasks consistent with the goals and objectives of this position.

PHYSICAL REQUIREMENTS:
Light Work: Exerting up to 20 pounds of force occasionally and/or up to 10 pounds of force as
frequently as needed to move objects.

TERMS OF EMPLOYMENT:
Salary and benefits shall be paid consistent with the District’s approved compensation plan.

Length of the work year and hours of employment shall be those established by the District.

EVALUATION:
Performance of this job will be evaluated in accordance with provisions of the Board’s policy on
evaluation of personnel.

Job Description Supplement No. 05

*Essential Performance Responsibilities
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SCHOOL DISTRICT OF HAMILTON COUNTY

JOB DESCRIPTION

BUS AIDE

QUALIFICATIONS:
1) High School Diploma or equivalent.
2) Must be able to communicate with children.

3) CPR training preferred.

KNOWLEDGE, SKILLS AND ABILITIES:
Knowledge and understanding of children especially exceptional education students. Knowledge of and
ability to use crisis intervention techniques. Ability to follow directions and work as a team. Knowledge
of CPR and basic First Aid.

REPORTS TO:
Coordinator of General Services

JOB GOAL
To assist the bus driver in providing for the care and safety of students while being
transported to and from school.

SUPERVISES:
N/A

PERFORMANCE RESPONSIBILITIES:

Service Delivery
* (1)  Assist with safe loading and unloading of students.
* (2) Enforce safety rules for students.
* (3) Monitor student behavior.
* (4) Administer to the individual needs of the students as required.
* (5) Escort students to class or office if needed.
* (6)  Assist driver with keeping bus clean and with keeping needed supplies on the bus.
* (7) Be familiar, if assigned to exceptional education students, with each student’s exceptionality.
* (8) Be aware, if assigned to exceptional education students, of each student’s physical needs.
*

(9) Assist, if assigned to exceptional education students, with door-to-door loading and unloading, if
needed.
*(10)  Ensure that students are secured (seatbelts, special seats, wheelchairs, and others), and monitor
structures and/or equipment to assure safety.
*(11)  Learn evacuation procedures and assist students and driver as necessary.
Inter / Intra-agency Communication and Delivery
*(12)  Interact appropriately with students.
*(13)  Communicate well with bus drivers and supervisor.

*(14)  Keep supervisor informed of potential problems or unusual events.

©EMCS
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BUS AIDE (Continued)
Employee Qualities / Responsibilities
*(15)  Follow all policies and laws governing transportation.
*(16)  Attend assigned inservice meetings.
*(17)  Become familiar with location and operation of emergency equipment.
*(18)  Follow all transportation policies and procedures.
*(19)  Maintain familiarity with bus route to which assigned.
*(20)  Work independently or as a team member.
*(21)  Maintain a good relationship with bus driver, students, parents and school personnel.
*(22)  Report to work punctually and regularly.
*(23)  Display an appropriate work ethic.
System Support
*(24)  Represent the School Board in a positive manner.
(25)  Perform other incidental tasks consistent with the goals and objectives of this position.

PHYSICAL REQUIREMENTS:
Medium Work: Exerting up to 50 pounds of force occasionally, and/or up to 20 pounds of force
frequently and/or up to 10 pounds of force as needed to move objects.

For Bus Aides assigned to students with physical impairments.
Heavy Work: Exerting up to 100 pounds of force occasionally, and/or up to 50 pounds of force
frequently and/or up to 20 pounds of force as needed to move objects.

TERMS OF EMPLOYMENT:
Salary and benefits shall be paid consistent with the District’s approved compensation plan.
Length of the work year and hours of employment shall be those established by the District.

EVALUATION:
Performance of this job will be evaluated in accordance with provisions of the Board’s policy on

evaluation of personnel.

Job Description Supplement No. 08 — Medium
Job Description Supplement No. 06 - Heavy

*Essential Performance Responsibilities
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SCHOOL DISTRICT OF HAMILTON COUNTY

JOB DESCRIPTION

BUS DRIVER

QUALIFICATIONS:
1) High School Diploma or equivalent.
2) Must be able to communicate with children.
3) Commercial Driver’s License (CDL) with passenger endorsement and verification of an
acceptable driving record through Department of Motor Vehicles (DMV).
4 Successful completion of driver’s training course as specified by state and federal standards.

(5) Must be trained in CPR and First Aid.
(6) Certified physically capable by a physical examination as prescribed by state and federal
standards and reflex test administered by the District.

KNOWLEDGE, SKILLS AND ABILITIES:
Knowledge of highway and traffic safety. Ability to operate light and/or heavy-duty buses in a safe and
economical way. Ability to understand and carry out both written and oral directions. Ability to exercise
appropriate disciplinary techniques. Ability to follow a daily routing schedule.

REPORTS TO:
Coordinator of General Services

JOB GOAL
To transport students, safely and efficiently, to and from their school sites and/or special
events.

SUPERVISES:
N/A

PERFORMANCE RESPONSIBILITIES:

Service Delivery
* (1) Transport students to and from school and on assigned trips safely and efficiently.
* (2) Comply with all state and local laws relative to bus transportation.
* (3) Observe all safety regulations for school buses.
* (4) Maintain discipline of students and report discipline problems to school administrators.
* (5) Fuel bus according to District transportation guidelines / policies.
* (6) Keep assigned bus clean according to District / transportation policies.
* (7) Follow assigned route and schedule.
* (8) Recommend to Supervisor changes in bus routes or bus loads.
*

(9) Complete pre- and post-trip safety inspections and notify proper authority of mechanical defects
and lateness.
*(10)  Discharge students only at authorized stops.

*(11)  Transport only authorized students.

©EMCS
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BUS DRIVER (Continued)

*(12)  Ensure no smoking, drinking or eating on bus.

*(13)  Instruct students in safety precautions and practices.

*(14)  Conduct bus evacuations as required.

*(15) Be aware of additional duties related to transportation of exceptional education students, such as
door-to-door loading and unloading, assisting with wheelchairs, understanding each student’s
exceptionality and the development of special loading / unloading procedures.

Inter / Intra-agency Communication and Delivery

*(16) Interact appropriately with children, bus attendants, if applicable, transportation and school
personnel.

*(17)  Report all accidents involving a school bus.

*(18)  Communicate well with supervisor, bus attendants if applicable, and schools.

Employee Qualities / Responsibilities

*(19)  Attend inservice training and meetings as required.

*(20)  Continue to work to improve knowledge and competence in relationship to position.

*(21)  Establish rapport with students.

*(22)  Display appropriate work ethic.

*(23)  Report to work punctually and regularly.

System Support

*(24)  Exercise responsible leadership when on District school trips.

*(25) Maintain complete and accurate records as required by law, District policy and administrative
regulations.

*(26)  Complete and submit all required reports.

*(27)  Assist in upholding and enforcing school rules, District policy and administrative regulations.

*(28)  Follow all transportation policies and procedures.

*(29)  Represent the School Board in a positive manner.

(30)  Perform other incidental tasks consistent with the goals and objectives of this position.

PHYSICAL REQUIREMENTS:
Medium Work: Exerting up to 50 pounds of force occasionally, and/or up to 20 pounds of force
frequently and/or up to 10 pounds of force as needed to move objects.

TERMS OF EMPLOYMENT:
Salary and benefits shall be paid consistent with the District’s approved compensation plan.
Length of the work year and hours of employment shall be those established by the District.

EVALUATION:
Performance of this job will be evaluated in accordance with provisions of the Board’s policy on
evaluation of personnel.

Job Description Supplement No. 08

*Essential Performance Responsibilities
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08-A
SCHOOL DISTRICT OF HAMILTON COUNTY

BUS DRIVER TRAINER

JOB DESCRIPTION
QUALIFICATIONS:
(1) Must have good interpersonal communication skills.
2) Commercial Driver's License (CDL) with (P) and (S) Endorsement with passenger

endorsement and verification of an acceptable driving record through Department of
Motor Vehicles (DMV).

3) Must be trained in CPR and First Aid.

4) Certified physically capable by a physical examination as prescribed by state and
federal standards and reflex test administered by the District.

(%) Must have completed the Bus Drivers Training Course as prescribed by the Florida
Department of Motor Vehicles and the Florida Department of Education.

(6) Must have Level 2 Clearance (Background Screening)

(7 At least 5 years of successful bus driving experience preferred.

®) Preference will be given to District Employees.

KNOWLEDGE, SKILLS AND ABILITIES:
Knowledge of highway and traffic safety. Ability to operate light and/or heavy-duty buses in a
safe and economical way. Ability to understand and carry out both written and oral directions.
Ability to communicate instructional content in a clear and understandable manner. A
willingness to provide instruction at flexible times as prescribed by Supervisor.

REPORTSTO:
Coordinator of General Services

JOB GOAL
To provide clear, understandable instruction to district bus driver trainees and applicants.

Responsible for the design, execution, and assessment of Bus Driver Training.

SUPERVISES:
N/A

PERFORMANCE RESPONSIBILITIES:

Service Delivery
* (1) Comply with all state and local laws relative to bus transportation.

* (2) Observe all safety regulations for school buses.

* (3) Administer assessments and quizzes for Bus Drivers if necessary.
* (4) Maintain records of those who have completed bus driver training.

*(5)  Provide detailed documentation of successful completion of bus driver training to supervisor.
* (6) Maintain sign in sheet and staff development records for Bus Driver Training.

* (7)  Provide documented certification for those eligible to become Bus Drivers.

©EMCS
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BUS DRIVER (Continued)
* (8)  Complete pre-and post-trip safety inspections and notify proper authority of mechanical
defects and lateness.
* (9) Instruct students in safety precautions and practices.
*(10) Be aware of additional duties related to transportation of exceptional education students,
such as door-to-door loading and unloading, assisting with wheelchairs, understanding
each student's exceptionality and the development of special loading/unloading procedures.

Inter/Intra-agency Communication and Delivery

*(11)  Interact appropriately with children, bus attendants, if applicable, transportation and
school personnel.

*(12)  Adaptability and Flexibility to other dutiesas assigned by Supervisor.

*(13)  Communicate well with supervisor, bus attendants if applicable, and schools.

Employvee Qualities/Responsibilities

*(14)  Attendin-servicetraining and meetings asrequired.

*(15)  Continuetoworktoimproveknowledge and competence inrelationship toposition.
*(16)  Establish rapport with students.

*(17)  Display appropriate work ethic.

*(18)  Report to work punctually and regularly.

System Support
*(19)  Exercise responsible leadership as an instructor.

*(20)  Maintain completeand accuraterecordsasrequired bylaw, District policy and
administrative regulations.

*21)  Complete and submit all required reports.

*(22) Assist in upholding and enforcing school rules, District policy and administrative
regulations. Follow all transportation policies and procedures.

*(23)  RepresenttheSchoolBoard inapositive manner.

*(24)  Perform otherincidental tasks consistent with the goalsand objectives of this position.

PHYSICAL REQUIREMENTS:
Medium Work: Exerting up to 50 pounds of force occasionally, and/or up to 20 pounds of force
frequently and/or up to 10 pounds of forceasneeded to move objects.

EVALUATION:
Performance of this job will be evaluated in accordance with provisions of the Board's policy
on evaluation of personnel.

Job Description Supplement No. 08-A.

*Essential Performance Responsibilities
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SCHOOL DISTRICT OF HAMILTON COUNTY

JOB DESCRIPTION

CAREER PATHWAYS COACH

QUALIFICATIONS:
(1) High School Diploma/GED Required/Associate Preferred
2) Knowledge of Microsoft Word, Excel and Access

3) Perform Basic Computer Functions
4) Success in working with the community and projects.
(5) Evidence of prior experience in office work

KNOWLEDGE, SKILLS AND ABILITIES:
Working knowledge of basic office procedures and the operation of office machines and equipment.
Ability to utilize computer for word processing and other specific programs. Ability to keep records and to
assemble and organize data and to prepare composite reports from such data. Ability to promote a
harmonious atmosphere and smooth flow of business. Ability to maintain confidentiality. Ability to
establish and maintain positive working relationships with others.

REPORTS TO:
Adult Education Coordinator

JOB GOAL
To provide coordination for the Transitioning Adults to Postsecondary (TAP) program.
SUPERVISES:
N/A

PERFORMANCE RESPONSIBILITIES:

Service Delivery
* (1)  Provide coordination for the TAP Project

(2)  Track students in all TAP Projects
(3) Provide personal career guidance
(4)  Assist students in filling out applications for admissions and registrations
(5) Discuss TAP goals with students
(6) Enroll every student who wishes to participate into Orientation (Awareness Career Options)
(7)  Schedule all speakers and presenters in regards to TAP
(8)  Offer support services (such as child care and transportation) to students
(9) Follow-up on students’ successes
*(10)  Assist students in scheduling the Tutoring of those who have TABE scores at 7-12' grade
*(11)  Collaborate with postsecondary institutions to complete Career Pathways and Articulations
*(12)  Complete all invoicing and reporting requirements of the grant
*(13)  Assist with data entry of enrollment forms, evaluation information, and attendance
*(14)  Prepare letters and documents for meetings
*(15)  Operate a copy machine
Inter / Intra-agency Communication and Delivery

* ¥ ¥ X X X ¥ *
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*(16)  Prepare information needed for meetings.
*(17)  answering the telephone and greeting the public.
*(18)  Interact positively with multi-districts and/or multi-agencies.
*(19)  Communicate effectively with the public, co-workers, school personnel and administration.
*(20)  Respond to inquiries and concerns in a timely manner.
*(21)  Keep the Coordinator informed of potential problems or unusual events.
Employee Qualities / Responsibilities
*(22)  Complete assignments with little or no supervision.
*(23)  Demonstrate initiative in the performance of assigned responsibilities.
*(24)  Model and maintain high ethical standards.
*(25) Follow attendance, punctuality and proper dress rules.
*(26)  Maintain confidentiality.
*(27)  Demonstrate organizational skills by performing many tasks simultaneously.
*(28)  Maintain positive relationships with co-workers, school personnel, parents and the administration.
*(29)  Participate in workshops and training sessions as required.
System Support
*(30)  Prepare all required reports and maintain all appropriate records.
*(31)  Follow all School Board policies and school policies and procedures.
*(32)  Exhibit the interpersonal skills necessary as an effective team member.
*(33) Demonstrate support for the School District and its goals and priorities.
(34)  Perform other incidental tasks consistent with the goals and objectives of this position.

PHYSICAL REQUIREMENTS:
Light Work: Exerting up to 20 pounds of force occasionally and/or up to 10 pounds of force as frequently
as needed to move objects.

TERMS OF EMPLOYMENT:
Salary and benefits shall be paid consistent with the District’s approved compensation plan.
Length of the work year and hours of employment shall be those established by the District.

EVALUATION:
Performance of this job will be evaluated in accordance with provisions of the Board’s policy on evaluation
of personnel.

*Essential Performance Responsibilities

©EMCS



09

SCHOOL DISTRICT OF HAMILTON COUNTY

JOB DESCRIPTION

CHILD FIND ASSISTANT

QUALIFICATIONS:
1) High School Diploma with an Associate of Arts Degree preferred.
2) Work experience related to Pre-Kindergarten programs and agencies that serve the 0 — 5 year old

population preferred.
3) Computer proficiency.

KNOWLEDGE, SKILLS AND ABILITIES:
Knowledge and understanding of Exceptional Student Programs. Knowledge of Pre-Kindergarten
programs and agencies providing services to young children. Good organizational skills. Good oral and
written communication. Extreme accuracy. Word processing and overall computer skills. Tolerance for
stress. Ability to work well with others. Good judgment. Ability to maintain confidentiality.

REPORTS TO:
Coordinator of FDLRS Gateway

JOB GOAL
To assist FDLRS Child Find Specialists in locating and identifying exceptional children
0 — 21 with an emphasis on the 0 — 5 age population.

SUPERVISES:
N/A

PERFORMANCE RESPONSIBILITIES:

Service Delivery
* (1) Enter student data into CHRIS tracking.

(2)  Assist in planning, coordinating and participating in a variety of screening activities.

(3) Arrange appointments for Child Find specialists.

(4) Conduct selected screening activities and make home visits if appropriate.

(5) Assist in the provision of awareness activities designed to promote referrals to FDLRS Child

Find.

(6) Operate office machines.

(7)  Type letters, forms and reports.

(8) Maintain files, answer telephones and distribute mail.

(9) Meet the public in a courteous and helpful manner.

Inter / Intra-agency Communication and Delivery
*(10)  Assist in maintaining contact and obtaining information from agencies.
*(11)  Communicate effectively with students, parents, District and school personnel and the public.
*(12)  Keep supervisor informed of potential problems or unusual events.

* ¥ ¥ ¥

* ¥ ¥ ¥

*(13)  Respond to inquiries and concerns in a timely manner.
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CHILD FIND ASSISTANT (Continued)
Employee Qualities / Responsibilities
*(14)  Demonstrate initiative in the performance of assigned responsibilities.
*(15)  Maintain confidentiality regarding student information.
*(16)  Maintain positive relationships with students, parents, staff and the public.
*(17)  Follow attendance, punctuality and appropriate dress rules.
*(18)  Participate in workshops and training sessions as required.
System Support
*(19)  Prepare all required reports and maintain all appropriate records.
*(20)  Demonstrate support for FDLRS / Gateway project’s goals and objectives.
*(21)  Remain sensitive to needs of students, parents and staff.
(22)  Perform other incidental tasks consistent with the goals and objectives of this position.

PHYSICAL REQUIREMENTS:
Medium Work: Exerting up to 50 pounds of force occasionally, and/or up to 20 pounds of force
frequently and/or up to 10 pounds of force as needed to move objects.

TERMS OF EMPLOYMENT:

Salary and benefits shall be paid consistent with the District’s approved compensation plan.
Length of the work year and hours of employment shall be those established by the District.

EVALUATION:
Performance of this job will be evaluated in accordance with provisions of the Board’s policy on
evaluation of personnel.

Job Description Supplement No. 04

*Essential Performance Responsibilities
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SCHOOL DISTRICT OF HAMILTON COUNTY

JOB DESCRIPTION

CHILD FIND SPECIALIST

QUALIFICATIONS:
1) Bachelor’s Degree from an accredited institution, Master’s Degree preferred.
2) Certification or license in Early Childhood Education, Exceptional Student Education, Social
Work or nursing required.
3) Minimum of three (3) years teaching experience.

KNOWLEDGE, SKILLS AND ABILITIES:

Knowledge of laws, rules and policies governing Exceptional Student Education and students with
disabilities. Knowledge of testing and measurement. Knowledge of developmental curriculum, Pre-
Kindergarten — Grade 12. Knowledge of current trends and research in exceptional student education,
issues related to exceptional education curriculum and instructional techniques. Skills in the
interpretation of academic and intellectual examinations. Skills in communicating effectively orally and
in writing. Knowledge of and ability to use student database systems. Ability to interact with a wide
variety of persons, including students, parents, agency personnel and school personnel. Ability to
maintain confidentiality.

REPORTS TO:
Coordinator of FDLRS Gateway

JOB GOAL
To assist school districts in locating and identifying exceptional children ages birth — 21.
SUPERVISES:
N/A

PERFORMANCE RESPONSIBILITIES:

Service Delivery
* (1) Plan and coordinate a variety of screening activities designed to locate potentially exceptional

children ages 0 — 5.

* (2) Perform community screenings, schedule screening days in selected districts, train Head Start
and other day-care staff.

* (3) Follow up on all referrals to include home visits, obtain information from agencies, conduct
selected screening activities, present cases to Interdisciplinary Evaluation Team.

* (4) Maintain contact with agencies both for referral of children to Child Find and as resources to
parents who need services beyond those available through the school system.

* (5) Conduct awareness activities designed to promote referrals to FDLRS Child Find to include
speaking engagements, brochures, posters, visits to physicians, health departments, and others.

* (6) Assist in the identification of appropriate screening instruments for 0 — 5 year olds.

Inter / Intra-agency Communication and Delivery
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CHILD FIND SPECIALIST (Continued)

* (7) Interpret test results for teachers, parents and other educational personnel.

* (8) Collaborate with various agencies in the community, both public and private, in implementing
FDLRS and Child Find services offered to children.

* (9) Coordinate and interpret rules and policies and state laws and rules pertaining to Child Find and
FDLRS and other areas assigned.

*(10)  Serve as a resource person to interpret Child Find services to school personnel and the
community.

*(11)  Maintain a close working relationship with school personnel and other agencies to ensure
information exchange, coordination of efforts and general support for the decision-making
process.

Professional Growth and Improvement

*(12)  Train workers to administer screening tools.

*(13)  Keep up-to-date and well informed about trends and best practices, including changes in statutes,
rules and policies related to Exceptional Student Education.

*(14)  Maintain a network of peer contacts through professional organizations.

*(15)  Promote and support the professional growth of self and others.

*(16)  Attend meetings, workshops and conferences to enhance skills and knowledge.

*(17)  Develop and maintain knowledge of federal, state and other project regulations and guidelines.

Systemic Functions

*(18)  Demonstrate support for District and department goals and priorities.

*(19)  Prepare and submit timely and accurate reports as required.

*(20)  Maintain all appropriate records.

*(21) Keep immediate supervisor and other appropriate persons informed about potential problems,
unusual events and opportunities for improvement.

(22)  Perform other incidental tasks consistent with the goals and objectives of this position.
Leadership and Strategic Orientation

*(23)  Assist the Coordinator of FDLRS Gateway in implementing and evaluating programs and
services.

*(24)  Model and maintain high standards of professional conduct.

*(25) Demonstrate initiative in recognizing needs or potential for improvement and take appropriate
action.

*(26)  Provide leadership in working with others to accomplish tasks.

PHYSICAL REQUIREMENTS:
Light Work: Exerting up to 20 pounds of force occasionally and/or up to 10 pounds of force as
frequently as needed to move objects.

TERMS OF EMPLOYMENT:

Salary and benefits shall be paid consistent with the District’s approved compensation plan.
Length of the work year and hours of employment shall be those established by the District.

EVALUATION:
Performance of this job will be evaluated in accordance with provisions of the Board’s policy on
evaluation of personnel.

Job Description Supplement No. 03

*Essential Performance Responsibilities
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SCHOOL DISTRICT OF HAMILTON COUNTY

JOB DESCRIPTION

CLERK TYPIST

QUALIFICATIONS:
1) High School Diploma or equivalent with business / clerical training.
2) Type thirty-five (35) words per minute.
3) Computer proficiency.
4 Prior experience preferred but not required.

KNOWLEDGE, SKILLS AND ABILITIES:
Ability to meet and interact with the public. Proficiency in the use of computers and specific software.
Knowledge of basic office equipment. General working knowledge of School District. Ability to
perform a multitude of clerical tasks and complete repetitive duties without close supervision. Ability to
work alone or as part of a team. Good oral and written communication skills. Basic mathematical skills.
Good organizational skills.

REPORTS TO:
Principal / Supervisor

JOB GOAL
To perform the duties and functions of the position so that the effectiveness and
efficiency of the office is maintained.

SUPERVISES:
N/A

PERFORMANCE RESPONSIBILITIES:

Service Delivery
* (1) Maintain student data files in computer.
* (2) Operate office machines.
* (3) Type letters, forms and reports.
* (4) Duplicate, assemble and distribute documents.
* (5)  Assist in maintaining files, answering telephones and distributing mail.
* (6) Act as receptionist when needed, greeting the public in a courteous and helpful manner.
* (7)  Assist with inventory and property control.
*

(8)  Cover classes for teachers when needed.
Inter / Intra-agency Communication and Delivery
* (9) Assist in preparing dictated forms of communication for students and parents regarding various
activities and announcements at school.
*(10)  Answer the telephone in a courteous and professional manner.
*(11)  Communicate effectively with the public, students, co-workers and administration.

*(12)  Respond to inquiries and concerns in a timely manner.
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CLERK TYPIST (Continued)
*(13)  Keep supervisor informed of potential problems or unusual events.
Employee Qualities / Responsibilities
*(14)  Demonstrate initiative in the performance of assigned responsibilities.
*(15)  Model and maintain high ethical standards.
*(16)  Follow attendance, punctuality and proper dress rules.
*(17)  Maintain confidentiality regarding school matters.
*(18)  Maintain positive relationships with students, parents and staff.
*(19)  Participate in workshops and training sessions as required.
System Support
*(20)  Perform data entry for FTE, ESOL, ESE and other data tied to student funding.
*(21)  Prepare all required reports and maintain all appropriate records.
*(22)  Follow all School Board policies and school policies and procedures.
*(23)  Exhibit the interpersonal skills necessary as an effective team member.
*(24)  Demonstrate support for the School District and its goals and priorities.
(25)  Perform other incidental tasks consistent with the goals and objectives of this position.

PHYSICAL REQUIREMENTS:
Light Work: Exerting up to 20 pounds of force occasionally and/or up to 10 pounds of force as
frequently as needed to move objects.

TERMS OF EMPLOYMENT:

Salary and benefits shall be paid consistent with the District’s approved compensation plan.
Length of the work year and hours of employment shall be those established by the District.

EVALUATION:
Performance of this job will be evaluated in accordance with provisions of the Board’s policy on
evaluation of personnel.

Job Description Supplement No. 05

*Essential Performance Responsibilities
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SCHOOL DISTRICT OF HAMILTON COUNTY

JOB DESCRIPTION

COMMUNITY / ACTIVITIES / EQUITY COORDINATOR

QUALIFICATIONS:
1) Bachelor’s Degree from an accredited educational institution.
2) Valid Florida Teaching Certificate.

KNOWLEDGE, SKILLS AND ABILITIES:
Knowledge of rules, policies and procedures pertaining to educational equity, student activities and
athletics. Ability to communicate effectively orally and in writing. Skill in planning and organization.
Good Public relations skills. Ability to schedule and coordinate a variety of activities. Knowledge and
skill in developing and managing budgets.

REPORTS TO:
High School Principal and Superintendent

JOB GOAL
To assist the District in planning, organizing and supervising a broad range of activities
and ensuring that equity requirements are met.

SUPERVISES:
N/A

PERFORMANCE RESPONSIBILITIES:

Service Delivery
* (1)  Schedule and supervise Hamilton County Community Education events.
* (2)  Serve as athletic director for the secondary school.
* (3) Complete facilities agreements and collect any fees.
* (4) Develop and write Community Education grant proposals.
*

(5) Complete annual report for Community School grants and submit them to the Department of
Education.

(6) Plan a program that meets community needs, based on needs assessments conducted.

(7)  Monitor the implementation of programs to ensure compliance with requirements.

(8)  Schedule non-school facilities for school and non-school groups.

(9) Arrange for maintenance of facilities.

*(10)  Arrange afternoon and evening activities for students of all ages.

*(11)  Assist teachers with arrangements for field trips.

*(12)  Develop and submit the District’s annual Equity Plan.

* ¥ ¥ ¥

Inter / Intra-agency Communication and Delivery
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COMMUNITY / ACTIVITIES / EQUITY COORDINATOR (Continued)

*(13)

*(14)
*(15)

*(16)
*(17)
*(18)
*(19)

*(20)
*(21)
*(22)

Work closely with principals, the Superintendent and others in supervising and coordinating
community, school and athletic activities.

Maintain high visibility at student / school activities and functions.

Work closely with community agencies, school personnel and the community in developing,
implementing and evaluating programs.

Work closely with schools in the development of the state-mandated educational equity plans.
Attend meetings of governmental agencies and speak to groups as appropriate.

Make presentations to the School Board and community agencies and groups as assigned.

Serve as a member of school advisory councils, parent-teacher organizations, or other councils
and committees as needed or directed.

Gather information, prepare and distribute the monthly school calendar for the District.

Keep the public informed and build good public relations.

Keep the supervisor informed about potential problems, unusual events, or possible opportunities
for improvement.

Professional Growth and Improvement

*(23)

*(24)
*(25)

*(26)

Seek to improve skills and knowledge through participation in inservice and other professional
development activities.

Model and maintain high standards of professional conduct.

Assist others in acquiring and maintaining knowledge of applicable rules, guidelines and
priorities for assigned programs.

Promote and support professional development for self and others.

Systemic Functions

*(27)
*(28)
*(29)
*(30)

(1)

Conduct evaluation of the Hamilton County Community Education Program.

Assist in developing specifications for athletic facilities.

Prepare all required reports and maintain all appropriate records.

Demonstrate support for the goals and priorities of the District and school(s).

Perform other incidental tasks consistent with the goals and objectives of this position.

Leadership and Strategic Orientation

*(32)  Provide leadership in program implementation.

*(33) Demonstrate initiative in identifying needs or potential for improvement and take appropriate
action.

*(34) Make recommendation for appropriate revisions of policies, rules or procedures related to
assignments.

*(35)  Set high standards of performance for self, others and the school.

*(36)  Serve on school, District and community committees as appropriate.

*(37) Use appropriate interpersonal styles and methods to guide individuals and groups to task
accomplishment.

PHYSICAL REQUIREMENTS:

Medium Work: Exerting up to 50 pounds of force occasionally, and/or up to 20 pounds of force
frequently and/or up to 10 pounds of force as needed to move objects.

TERMS OF EMPLOYMENT:
Salary and benefits shall be paid consistent with the District’s approved compensation plan.
Length of the work year and hours of employment shall be those established by the District.

EVALUATION:

Performance of this job will be evaluated in accordance with provisions of the Board’s policy on
evaluation of personnel.
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COMMUNITY / ACTIVITIES / EQUITY COORDINATOR (Continued)
Job Description Supplement No. 10

*Essential Performance Responsibilities
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SCHOOL DISTRICT OF HAMILTON COUNTY

JOB DESCRIPTION

COMPUTER TECHNICIAN

QUALIFICATIONS:
1) High School Diploma or equivalent.
2) Minimum of two (2) years Junior College; or,
3) Completion of a computer / electronic program from an accredited vocational or technical
school.
4 Documented work experience in the field may be substituted to meet requirements.

KNOWLEDGE, SKILLS AND ABILITIES:
Knowledge needed to operate the computer and peripheral equipment. Ability to organize and execute
logical work sequences. Ability to work cooperatively with a variety of people. Ability to make
decisions based on relevant information. Knowledge of internet system. Ability to communicate
effectively both orally and in writing.

REPORTS TO:
Coordinator of Management Information Systems (MIS)

JOB GOAL
To provide technology resources in order to increase and maintain effectiveness in the
Management Information Services Department

SUPERVISES:
N/A

PERFORMANCE RESPONSIBILITIES:

Service Delivery
* (1)  Assist ESE Directors and FDLRS Centers with office management by performing IEP database

management.
* (2) Provide programming assistance and hardware management for ESE Directors and FDLRS
Centers.
(3) Provide technical assistance to Novell Netware, Windows NT and MacIntosh OS servers.
(4) Provide technical support to school and administrative personnel working with exceptional
students.
(5) Provide technical assistance to facilitate implementation of existing and emerging technologies.
(6) Assist with the identification, selection, acquisition, use and evaluation of computer hardware,
software and necessary adaptations.
* (7)  Assist with individual instruction on the use of the computer to access various communication
channels.
* (8)  Assist with setting up equipment for inservice activities.

* %

* %
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COMPUTER TECHNICIAN (Continued)

* )

Assist with the organization and management of the Technology Solutions Lab and
demonstration sites.

Inter / Intra-agency Communication and Delivery

*(10)

*(11)
*(12)

Communicate effectively with the staff and administration.
Keep supervisor informed of potential problems or unusual events.
Respond to inquiries and concerns in a timely manner.

Employee Qualities / Responsibilities

*(13)

*(14)
*(15)
*(16)
*(17)
*(18)
*(19)
*(20)

System Support

Keep abreast of educational trends regarding computer-assisted instruction and advances in
electronics and technology.

Maintain confidentiality regarding school matters.

Demonstrate initiative in the performance of assigned responsibilities.

Provide for a safe and secure workplace.

Model and maintain high ethical standards.

Follow attendance, punctuality and proper dress rules.

Maintain positive relationships with students, parents and staff.

Participate in workshops and training sessions as required.

*(21)  Prepare all required reports and maintain all appropriate records.
*(22)  Follow all School Board policies and school policies and procedures.
*(23)  Exhibit the interpersonal skills necessary to work as an effective team member.
*(24)  Demonstrate support for the School District and its goals and priorities.
(25)  Perform other incidental tasks consistent with the goals and objectives of this position.
PHYSICAL REQUIREMENTS:

Light Work: Exerting up to 20 pounds of force occasionally and/or up to 10 pounds of force as
frequently as needed to move objects.

TERMS OF EMPLOYMENT:
Salary and benefits shall be paid consistent with the District’s approved compensation plan.
Length of the work year and hours of employment shall be those established by the District.

EVALUATION:

Performance of this job will be evaluated in accordance with provisions of the Board’s policy on
evaluation of personnel.

Job Description Supplement No. 07

*Essential Performance Responsibilities
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SCHOOL DISTRICT OF HAMILTON COUNTY

COMPUTER RESOURCES TECHNICIAN

JOB DESCRIPTION
QUALIFICATIONS:

1) High school diploma or equivalent.

2) Associate’s degree preferred.

3) Two (2) years of job related experience installing, configuring, and troubleshooting
personal computers and other related peripherals and hardware.

4) Valid Florida’s driver’s license.

®) Satisfactory criminal background check and drug screening.

KNOWLEDGE, SKILLS AND ABILITIES:

Ability to read and understand user manuals and schematics associated with computer hardware
and software. Ability to use diagnostic programs. Skill in analysis, problem-solving and
communication. Knowledge of instructional computing hardware and software. Knowledge of
operating systems and networks. Ability to troubleshoot hardware and software. Ability to
communicate orally and in writing. Ability to plan, organize and establish priorities related to
assignment. Ability to carry out job responsibilities and handle sensitive information in a
confidential manner. Ability to work independently and make decisions with minimum
supervision. Ability to handle multiple tasks in a professional and courteous manner. Ability to
answer a telephone in a professional and courteous manner. Ability to work cooperatively with
others.

REPORTS TO:
Coordinator of TIS

JOB GOAL
To provide an efficient corrective and preventative maintenance program for all
computer related equipment used for information processing, administrative or
instructional applications.

SUPERVISES:
N/A

PERFORMANCE RESPONSIBILITIES:
Service Delivery
*(1) Perform installation and initial setup of hardware and common software programs used
in the district.
*12) Perform problem isolation, software assistance, pick up and delivery of equipment and
proper record keeping.
*3) Perform basic network troubleshooting and problem isolation.
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CRT (Continued)

*(4) Interface with technology coordinators, education technology specialists and teachers to
assist them with local problems and to keep them updated with district policy changes
and upgrades.

*(5) Maintain knowledge to support computers running different operating systems.

*(6) Troubleshoot hardware/software of distributed computer systems and associated
network facilities.

*(7) Install, configure and upgrade computer hardware, software, and attached peripherals,
network and desktop operating systems, applications, and associated cabling.

*(8) Provide consulting services (for new hardware and software).

*9) Provide support and training to school personnel

*(10)  Demonstrate initiative in the performance of assigned responsibilities.

Employee Qualities/Responsibilities

*(11)  Meet and deal effectively with the general public, staff members, parents, administrators
and other contact persons using tact and good judgment.

*(12)  Follow attendance, punctuality and other qualities of an appropriate work ethic.

*(13)  Ensure adherence to good safety standards.

*(14)  Maintain confidentiality regarding school/workplace matters.

*(15)  Model and maintain high ethical standards.

*(16)  Maintain expertise in assigned area to fulfill position goals and objectives.

*(17)  Participate successfully in the training programs offered to increase skill and proficiency

related to assignment.

Inter/Intra- Agency Communication and Delivery

*(18)  Exercise service orientation when working with others.

*(19)  Keep supervisor informed of potential problems or unusual events.

*(20)  Use effective, positive interpersonal communication skills.

*(21)  Respond to inquiries and concerns in a timely manner.

*(22)  Serve on school/district committees as required or appropriate.

System Support

*(23)  Exhibit interpersonal skills to work as an effective team member.

*(24)  Follow federal and state laws as well as School Board policies, rules and regulations.

*(25)  Demonstrate support for the school district and its goals and priorities.

*(26)  Demonstrate initiative in identifying potential problems or opportunities for
improvement.

*(27)  Prepare or assist in the preparation of all required reports and maintain all appropriate
records.

*(28)  Participate in cross-training activities as required.

Perform other tasks consistent with the goals and objectives of this position.

*Essential Performance Responsibilities

PHYSICAL REQUIREMENTS:
Medium Work: Exerting up to 50 pounds of force occasionally, and/or up to 20 pounds of force
frequently and/or up to 10 pounds of force as needed to move objects.
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CRT (Continued)

TERMS OF EMPLOYMENT:
Salary and benefits shall be paid consistent with the district’s approved compensation plan.
Length of the work year and hours of employment shall be those established by the district.

EVALUATION:

Performance of this job will be evaluated in accordance with provisions of the Board’s policy on
evaluation of personnel.
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SCHOOL DISTRICT OF HAMILTON COUNTY

JOB DESCRIPTION

QUALIFICATIONS:

(1) Bachelor's Degree in Computer Science / Educational Technology or a related
field; or, Associates Degree and a minimum of two (2) years training and / or

experience in technology.

2) Two (2) years of job-related experience installing, configuring, and troubleshooting
personal computers and other related peripherals andhardware.

3) Valid Florida’s Driver’s License.

4) Satisfactory criminal background check and drugscreening.

KNOWLEDGE, SKILLS AND ABILITIES:

Knowledge and understanding of internetworking protocols and related networking standard
protocols. Ability to read and understand user manuals and schematics associated with computer
hardware and software. Ability to use diagnostic programs. Skill in analysis, problem-solving and
communication. Knowledge of instructional computing hardware and software. Knowledge of
operating systems and networks. Ability to troubleshoot hardware and software. Ability to
communicate orally and in writing. Ability to plan, organize and establish priorities related to
assignment. Ability to carry out job responsibilities and handle sensitive information in a
confidential manner. Ability to work independently and make decisions with minimum
supervision. Ability to handle multiple tasks in a professional and courteous manner. Ability to
answer a telephone in a professional and courteous manner. Ability to work cooperatively with
others.

REPORTS TO:
Coordinator of TIS

JOB GOAL
To provide support for planning, developing, installing, maintaining,
and evaluating network systems to enhance educational opportunities for
students throughout the district.

SUPERVISES:
N/A

PERFORMANCE RESPONSIBILITIES:
Service Delivery

(1) Perform installation and initial setup of hardware and common software programs used
in the district.
*(2) Perform problem isolation, software assistance, pick-up and delivery ofequipment and

proper record keeping.
*(3) Perform network installation, security, configuration, and other operational aspects.
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13-B

CRT II (Continued)

*(8)
*(9)
*(10)

Interface with technology coordinators, education technology specialists and teachers to
assist them with local problems and to keep them updated with district policy changes
and upgrades.

Maintain knowledge to support computers running different operating systems.
Troubleshoot hardware / software of distributed computer systems and associated
network facilities.

Install, configure and upgrade computer hardware, software, andattached peripherals,
network and desktop operating systems, applications, and associated cabling.

Provide consulting services (for new hardware and software).

Assist in maintaining accurate property records for equipment and capitalized software.
Demonstrate initiative in the performance of assigned responsibilities.

Employee Qualities/Responsibilities

*(11)

Meet and deal effectively withthe general public, staff members, parents, administrators
and other contact persons using tact and goodjudgment.

Follow attendance, punctuality and other qualities of an appropriate work ethic.

Ensure adherence to good safety standards.

Maintain confidentiality regarding school / workplace matters.

Model and maintain high ethical standards.

Maintain expertise in assigned area to fulfill position goals and objectives.

Participate successfully in the training programs offered to increase skilland proficiency
related to assignment.

Inter/Intra- Agency Communication and Delivery

*(18)

Exercise service orientation when working withothers.

*(19)  Keep supervisor informed of potential problems or unusual events.
*(20)  Use effective, positive interpersonal communicationskills.
*21)  Respond to inquiries and concerns in a timelymanner.
“(22)  Serveonschool/district committees as required or appropriate.
System Support
“(23)  Exhibit interpersonal skills to work as an effective team member.
“(24)  Follow federal and state laws as well as School Board policies, rules and regulations.
“(25)  Demonstrate support for the school district and its goals and priorities.
“(26)  Demonstrate initiative in identifying potential problems oropportunities for
improvement.
“(27)  Prepare or assist in the preparation of all required reports and maintain all appropriate
records.
*(28)  Participate in cross-training activities asrequired.

Perform other tasks consistent with the goals and objectives of this position.

*Essential Performance Responsibilities

PHYSICAL REQUIREMENTS:
Medium Work: Exerting up to 50 pounds of force occasionally, and / or up to 20 pounds of force
frequently and / or up to 10 pounds of force as needed to move objects.
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CRT II (Continued)

TERMS OF EMPLOYMENT:
Salary and benefits shall be paid consistent with the district’s approved compensation plan.
Length of the work year and hours of employment shall be those established by thedistrict.

EVALUATION:

Performance of this job will be evaluated in accordance with provisions of the Board’s policy on
evaluation of personnel.
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SCHOOL DISTRICT OF HAMILTON COUNTY

JOB DESCRIPTION

CONSTRUCTION ENGINEER

QUALIFICATIONS:
1) High school Diploma or equivalent.
2) Minimum of five (5) years construction and plumbing experience.
3) Possess required licenses.

KNOWLEDGE, SKILLS AND ABILITIES:
Possess thorough knowledge of all electrical and plumbing codes. Ability to work from blueprints and
follow assigned procedures. Skill in using various testing equipment. Knowledge of and ability to use
the tools of the trades. Ability to organize and prioritize activities. Ability to supervise assigned
personnel. Ability to communicate effectively both orally and in writing. Knowledge of regulations
related to managing hazardous materials.

REPORTS TO:
Coordinator of General Services

JOB GOAL
To effectively maintain all District buildings in order to provide a safe atmosphere for
students, teachers and other employees.

SUPERVISES:
Assigned Support Personnel

PERFORMANCE RESPONSIBILITIES:

Service Delivery
* (1) Provide for the installation and maintenance of all electrical systems, devices and fixtures for the

District.
* (2) Provide for the installation and maintenance of all plumbing system devices and fixtures for the
District.
* (3) Provide for the installation and maintenance of all heating and air conditioning systems devices
and fixtures for the District.
* (4) Supervise and coordinate work of craftsmen and other workers in the repair and maintenance of
facilities and equipment.
(5) Assist in the preparation and execution of all preventive maintenance programs.
(6) Conduct inspections of facilities and evaluate work performed by those supervised and outside
contractors if required.
(7)  Prepare priority lists for District buildings and facilities.
(8)  Purchase and provide materials needed for maintenance activities.

* %

* %

* (9) Serve as a technical resource for the maintenance staff.
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CONSTRUCTION ENGINEER (Continued)
Inter / Intra-agency Communication and Delivery
*(10)  Maintain effective relations with employees, staff and the general public.
*(11)  Coordinate activities of the department with schools and other departments.
*(12)  Coordinate environmental and safety repairs and modifications.
*(13)  Provide information to supervisor as to the status of various projects.
Professional Growth and Improvement
*(14)  Assess and identify training needs of personnel in assigned areas.
*(15)  Keep abreast of legal requirements and proposed changes in assigned areas.
*(16)  Promote and support professional development for self and others.
*(17)  Set high standards for self and others.
Systemic Functions
*(18)  Coordinate the District’s preventive maintenance program.
*(19)  Develop, maintain and coordinate procedures to ensure timely response to maintenance needs.
*(20)  Supervise the maintenance of a current inventory of supplies, tools and equipment required.
*(21)  Prepare or oversee the preparation of all required reports and maintain all appropriate records.
*(22)  Supervise assigned personnel, conduct annual performance appraisals and make
recommendations for appropriate employment action.
*(23)  Exhibit support for the District’s vision, mission, goals and priorities.
(24)  Perform other incidental tasks consistent with the goals and objectives of this position.
Leadership and Strategic Orientation
*(25) Coordinate short- and long-rang