
NEW PRAGUE AREA SCHOOLS 

JOB DESCRIPTION 

Position Title:  Van Driver      

Department:  Transportation Date Written: June 2016 

Reports To:  Transportation Supervisor Exempt Status:  Non-exempt 

 

Approval:  ____________________________ 

                                 (Human Resources) 

 

 

 

JOB SUMMARY:  Responsible for operating a Type III vehicle, and transporting school-aged children and 

other authorized personnel safely and efficiently over specified routes to and from schools and various 

activities. Conducts pre-trip inspections; observes safety regulations and policies; enforces student discipline in 

the vehicle. 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES:  

 

90%  Operate the vehicle safely and follow applicable laws 

A. Transport students to and from school and other designated areas while ensuring their safety and 

well being 

B. Ensure students are aware of rules and responsibilities as passengers 

C. Maintain order and discipline  

D. Follow district policy regarding discipline 

E. Work effectively with students of different grade levels, abilities or program placement 

F. Observe all driving rules/laws, and district requirements 

G. Give input regarding efficiency and safety concerning routing to supervisor 

 

8%       Routine Vehicle Maintenance 

A. Perform vehicle inspections and safety checks according to established procedures for Type III 

Vehicles 

B. Notify supervisor and/or mechanic in case of defects or mechanical failures 

C. Clean vehicle, including floor, removing trash, wiping windows, etc. 

D. Clean all mirrors and windows to ensure unobstructed vision and safety 

E. Wash exterior of vehicle as needed 

 

2%   Reports/Recordkeeping 

A. Maintain required mileage records, fuel, etc. 

B. Complete pre-trip inspection report 

C. Report all violations to Transportation Director 

 

 

Perform other tasks and duties as assigned or requested including attending professional 

development/meetings, in-services and workshops 

 

 

 



WORK REQUIREMENTS AND CHARACTERISTICS: 

 

Education/Certification/Licensure: 

 

 High School Diploma or equivalent 

 Valid Minnesota driver’s license (Class D) and acceptable driving record for insurability by the    

District’s insurance carrier, and to meet state requirements 

 Ability to pass a federally mandated drug/alcohol screen 

 

Experience: 

 

 Previous driving experience  

 

Essential Knowledge, Skills, and Abilities:  

 

 Knowledge of traffic and highway safety rules and regulations, and of the precautions necessary to avoid 

accidents 

 Ability to operate a vehicle in a safe and economical manner in conformance with State Laws and/or 

District Policy 

 Ability to understand and carry out instructions  

 Ability to communicate verbally with students, parents, district staff members and other individuals  

 Ability to complete various forms and records, including updated route sheets, time sheets, field trip 

forms, incident and accident reports 

 Ability to understand and follow maps, oral and written directions  

 Ability to clean in a thorough manner  

 Ability to determine basic safety issues and assess risk factors  

 Ability to establish and maintain effective working relationships with supervisors, co-workers, and 

building personnel  

 Ability to work independently with minimal supervision 

 Ability to understand, and follow safety procedures 

 Ability to secure child seats properly, and to take child seats in and out of vehicle as needed 

 Ability to administer basic first aid 

 Ability to project  a positive, cooperative and respectful attitude with students, district staff, parents, co-

workers and community members 

 Ability to provide safe and secure transportation for passengers  

 Ability to promote safety and prevent accidents 

 Ability to assist in student discipline to prevent unsafe conditions and accidents 

 Ability to create positive rapport while ensuring safe transportation and well being of students 

 Ability to exercise confidentiality in handling district information 

 

Machines, Tools, Equipment, Electronic Devices, and Software: 

 

 Operates two-way radio, and is familiar with all vehicle controls (defrost, hazards, etc.) 

 Utilitizes emergency triangle, fire extinguisher, ice scrapers, squeegees, etc. 

 Uses Gmail to receive district communication 

 

Supervision of Other Employees: 

 

 Position does not give work direction or supervise other employees 

 



Physical Job Requirements: 

 

 Position requires extended periods of sitting while driving 

 Position involves extended repetitive motions of steering and opening/closing doors 

 Position involves stretching and bending when clearing windows, lights and mirrors 

 Position requires occasional bending, reaching, and walking  

 Position involves physically assisting students as needed, including in an emergency evacuation 

 Position involves occasionally lifting up to 20 lbs. 

 

Mental Job Requirements: 

 

 Position involves responding to changing technology 

 Position involves accomplishing tasks according to a schedule 

 Position involves accepting direction from multiple sources 

 Position involves handling multiple tasks at one time and dealing with constant interruptions, and 

prioritizing tasks 

 Position involves analyzing and interpreting varying traffic situations 

 Position involves learning quickly and adapting to change 

 Position involves continual listening and communication within the work team 

 

Working Conditions: 

 

 Work frequently requires exposure to outdoor weather 

 Work occasionally requires exposure to bloodborne pathogens and bodily fluids, fumes, airborne 

particles, toxic or caustic chemicals and vibration 

 Work requires use of protective equipment or safety procedures 

 Position may be exposed occasionally to disagreeable conditions involving customer contact 

 Position does require driving routes 

 

 

This description describes the general nature and work expected of an individual assigned to this 

position.  Employees may be required to perform other job-related duties as requested by their 

supervisor.  All requirements are subject to possible modification to reasonably accommodate individuals 

with a disability. 


