JOB TITLE:  Assistant Shop Foreman


PAYGRADE:  

REPORTS TO:  Fleet Manager/Shop Foreman        
Days: 226
DEPT/SCHOOL:  Transportation



STATUS CODE:  5100

WAGE/HOUR STATUS:  Non-Exempt


DATE REVISED: 11/11/2011
PRIMARY PURPOSE:

Perform effectively in the maintenance and repairs of the transportation fleet.

QUALIFICATIONS:


Education/Certification:

· High School Diploma/ GED

· Valid Class B Texas Commercial driver’s license with P&S Endorsements (must obtain within 90 days of employment)

· Must be able to successfully complete the Texas Dept. of Public Safety Certification Course

· Must be able to successfully complete CISD Transportation behind –the –wheel training

· Must be able to drive a school bus route as needed (meeting same criteria as a school bus driver)
· Must pass randomly administered drug and alcohol tests (a refusal for drug and or alcohol test will be considered an automatic positive).

Special Knowledge/Skills:

· Ability to perform maintenance on school buses and various types of automobiles 
· Ability to diagnose and analyze vehicle problems on all fleet vehicles
· Ability to meet the physical demands of vehicle repair work
· Ability to work with bus drivers and auxiliary department personnel on fleet maintenance

· Advanced knowledge of diesel and gasoline maintenance and repair

Experience:

· At least 10 years experience in truck/bus and automobile maintenance
· At least 5 years repair parts experience 
MAJOR RESPONSIBILITIES AND DUTIES:

1. Repair and upkeep of  the District’s vehicles
2. Oversee shop repair order process
3. Care and upkeep of all tools and equipment
4. Check buses for proper maintenance and operation
5. Ensure buses are safe and properly maintained
6. Maintain a clean and safe work environment
7. Assume the duties of Shop Foreman during his absence
8. Other duties as assigned 

9. Assist in the training of shop personnel
10. Assist shop personnel in diagnosing mechanical problems
11. Assist Fleet Manager with shop personnel evaluations
12. Mandatory to be on call when needed

SUPERVISORY RESPONSIBILITIES:

Supervise and train shop personnel

Assist with the assignment of duties and work schedules


Schedule and track shop personnel training


Assist on interview committees as needed 

EQUIPMENT USED:
Diagnostic equipment, computers, small hand tools, drill, drill press, grinder, air-powered tools, welding torch, torque wrench, jacks, vehicles, route books, lift equipment, and various other tools and equipment.

WORKING CONDITIONS:


Mental Demands/Physical Demands/Environmental Factors:

Moderate walking, standing, climbing, heavy lifting and carrying, stooping, bending, kneeling, and reaching.  Work outside and inside and around moving objects or vehicles, work on ladders and scaffolding.  Exposure to dampness and humidity and slippery or uneven walking surfaces.  May work with students while driving a school bus route.
All resumes go to Dennis Dickerson fax: 936.709.9562 or email ddickerson@conroeisd.net
SC 5100

11/14/11

