
NEW PRAGUE AREA SCHOOLS 

JOB DESCRIPTION 

Position Title:  Mechanic       

Department:  Transportation Date Written: August 2016 

Reports To:  Transportation Supervisor Exempt Status:  Non-Exempt 

Approval:  ______________________________ 

                                 (Human Resources)  

 

JOB SUMMARY:  Responsible for keeping the district vehicles and equipment in such a state of operating 

excellence that they present no problems or interruptions to the educational program. 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES: 

 

40%  Routine Vehicle Maintenance 

A. Follow a system of routine vehicle maintenance and preventative care 

B. Conduct maintenance checks and handle routine maintenance on vehicles including engine, 

transmission, brake, steering, suspension, exhaust, body and electrical systems 

C. Assist in determining which repairs need to be completed in order to maintain vehicle safety and 

remain in compliance with Minnesota DOT Inspection standards 

D. Test drive vehicles to ensure proper operation and safety 

 

40%  Vehicle Repair 

A. Assist with vehicles encountering mechanical difficulties whether on the road or in the shop and 

help determine which repairs are necessary 

B. Assess mechanical problems reported by drivers and determine if the vehicle should be driven or 

not 

C. Assist with retrieving or repairing vehicles on the road and determine if towing is necessary 

 

10%  Maintain and Repair Buildings/Grounds Equipment 

A. Assist in maintaining building generators, lawnmowers, skid loaders, and all other 

buildings/ground equipment as needed 

B. Keep required records of maintenance and repairs 

 

6%  Shop/Department Operations 

A. Maintain a clean and safe work environment following OSHA guidelines 

B. Assist in determining which parts and supplies are needed and keep required components in 

stock 

C. Unlock and disarm the bus garage in the morning and/or secure the building and vehicles at the 

end of the day 

D. Assist in the daily operations of the Transportation Department as needed 

E. Drive school buses/vans on routes or trips as needed 

 



4%  Reports/Recordkeeping 

A. Document mileage records for maintenance and repairs 

B. Maintain vehicle inspection records and information as related to each vehicle  

  

 Perform other 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 

 Degree in an automotive field is preferred 

 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 obtain a Commercial Driver’s License with a school bus and passenger endorsement 

 Ability to pass a federally mandated drug/alcohol screen 

 Successful completion of the school driver training programs and courses established by the state and/or 

school district 

Experience: 

 Previous experience as an automotive or diesel service technician is preferred 

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 

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 

 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 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 ensuring that the daily bus fleet operation runs efficiently and smoothly 

 Ability to provide routine maintenance and early identification of potential maintenance problems 

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

 Ability to understand, and follow safety procedures 

 Ability to administer basic first aid 

 Knowledge of hand, power, and diagnostic tools applicable to job assignments 



 Specialized mechanical knowledge and understanding of equipment repair 

 Knowledge of preventative maintenance practices 

 Ability to use appropriate tools and diagnostic equipment to test, repair, or replace equipment  

 Advanced mechanical ability 

 Ability to read and interpret technical information 

 Ability to exercise confidentiality in handling  district information 

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

 Operates school buses, vans, wheelchair lifts and other district equipment 

 Utilizes mechanical tools and equipment 

 Utilizes computer based software to communicate with vehicles to aid in diagnostics 

 Uses Gmail to receive district communication 

  

Supervision of Other Employees: 

 This position does not give work direction to any other district employee 

Physical Job Requirements: 

 Position involves pulling, stooping, climbing, crawling and kneeling 

 Position involves extended periods of time on feet 

 Position involves frequent lifting of up to 50 lbs. and occasional lifting of 70 lbs. and use of assistive 

lifting techniques for anything over 70 lbs. 

 Position involves occasional climbing of ladders 

 Position involves occasional repetitive motion in performing tasks 

 Position involves listening, speaking clearly and visual acuity 

Mental Job Requirements: 

 Position involves responding to changing technology 

 Position involves accomplishing tasks according to a schedule 

 Position involves attention to detail 

 Position involves operating equipment that requires concentration 

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

 Position involves learning quickly and adapting to change 

 Position involves continual listening and communication within the work team 

Working Conditions: 

 Position works around dirt, dust, chemicals and fumes 

 Work frequently requires exposure to outdoor weather 

 Work occasionally requires exposure to blood borne pathogens and bodily fluids, 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 could 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. 

 


