	Job Title:
	Dispatcher
	Wage/Hour Status:
	Nonexempt

	Reports to:
	Assistant Director of Assigned Center
	Pay Grade:
	HS-64

	Length of Employment:
	230 Days
	Date Revised:
	March 7, 2008


QUALIFICATIONS:


1. Must hold at least a high school diploma or GED

2. Ability to work under pressure and prioritize effectively

3. Must have excellent interpersonal skills and the ability to communicate effectively and pleasantly in person and via telephone and two-way radio.

4. Knowledge of record keeping and office procedures.

5. Minimum of two years experience as a school bus driver in a public school district (preferred).
6. Must meet all qualifications for regular route bus driver in CFISD.

7. Must have maintained an exemplary driving record per CFISD safe driving incentive guidelines.

8. Must have and maintain a valid Commercial Driver’s License (CDL) with all appropriate endorsements and classifications and all other required licenses, permits and certifications.

9. Must have and maintain a satisfactory driving and criminal background as determined by the Texas Department of Public Safety that reflects a professional driver and which meets all contractual, local, state and federal requirements.

10. Must demonstrate diplomacy and flexibility in dealing with internal/external publics of the school district.

11. Completes assigned tasks with minimal supervision and mistakes.

12. Takes initiative in identifying and working on needed non-driving tasks.

13. Follows District and Transportation Department policies and procedures.

ESSENTIAL FUNCTIONS:

1. Record driver/attendant absence calls.

2. Assign substitute drivers and attendants to cover absences.

3. Monitor and respond to two-way radio communications.

4. Respond appropriately and decisively to emergency situations.

5. Answer and route telephone calls; record and distribute message in an accurate and timely manner.

6. Have established and maintain regular and reliable attendance record with Cy-Fair I.S.D.

7. Other duties as assigned.

PHYSICAL REQUIREMENTS:

1. Requires performing tasks such as sitting, twisting and bending.

2. Work positions include kneeling and climbing, with extended reach above head (12 inches) and extended reach in front of body (14 inches).

3. Load and unload vehicle, lifting and pulling up to 20 pounds on hand device while operating the service door, opening and closing 15-60 times per shift.

4. Operate the vehicle in all climatic conditions.

5. Operate the vehicle up to 8 hours per day.

6. Climb in and out of bus, through service door, 5-15 times per shift.

7. Physical ability to enter and exit the bus through the emergency exits.
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