JEMEZ MOUNTAIN SCHOOLS

P.O. Box 230

GALLINA, NEW MEXICO  87017
JOB DESCRIPTION

JOB TITLE: 
Mechanic
DEPARTMENT: 


 Transportation
SUPERVISOR: 

Reports To:    Transportation Manager, Immediate Supervisor

Business Manager- General Supervisor

Superintendent of Schools – General Supervisor
JOB GOAL: 


To keep the district’s vehicles and buses in such a state of operating excellence that they present no problems or interruptions to the educational program.

PERFORMANCE RESPONSIBILITIES:


The person holding this position must be able to:

· Diagnose and repair all district automotive equipment/vehicles.

· Perform preventative maintenance on all pickups, vans, trucks, tractors, and mowing equipment.
· Diagnose and repair diesel and gasoline engines, transmissions, third members, hydraulic pumps, motors, gear boxes, electrical systems, fuel systems on vehicles, and equipment.
· Maintain a current inventory of automotive supplies and equipment.

· Establish an efficient and effective system of routine automotive maintenance and preventive care.

· Set up a system for the receipt and use of parts and supplies and the keeping of records and inventories.

· Promote high standards of safety and good housekeeping methods in all work-connected work.

· Log all out-going long distance telephone calls and fax transmittals.

· Attend board meetings as requested by the Superintendent or his/her authorized. Designee.

· Perform other assigned tasks required by the supervisor(s).
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MINIMUM QUALFICATIONS:


Experience/Education:
· High school diploma or GED, preferred.

· Minimum of five (5) years experience in vehicle maintenance, preferably school bus operations as supervisor or mechanic, or experience in a large garage operation as a supervisor or mechanic.
· Experience on gasoline and diesel powered equipment.
· Certification or specialized training in brakes, electronic ignitions, and refrigeration systems preferred.
· Must have a recent New Mexico Driver’s License appropriate or operating vehicles related to the position.
· Must have a Commercial Driver’s License (CDL) with passenger and air brake endorsements.
· Other qualifications determined to be necessary by the Board of Education.
Skills/Knowledge:
· Demonstrated aptitude or competency for assigned responsibilities.

· Read, observe, and understand all precautions and proper methods of handling chemicals, equipment, tools and materials.
· Must be familiar with work vehicle operation, material handling equipment, ladders, work platforms, and all vehicles and equipment owned by the district.
· Must be familiar with the operation of jacks, lifts, welding equipment, hydraulic press, pullers, and all manner of shop equipment.
· Knowledge of universal hygiene precautions.
· Complete all required training.
Physical Requirements:
· Must be able to work with hand tools, equipment, chemicals, and materials particular to this trade skill and position.  

· Physical ability to do manual labor for 8 hours per day.  

· Standing, driving, sitting, bending, stooping, kneeling, lifting, climbing ladders without limitations.

· Lifting from floor to mid-thigh maximum (70 pounds) occasionally.  Lifting from mid-thigh to shoulder maximum (60 pounds) occasionally.  Lifting from shoulder to overhead (40 pounds) occasionally, carrying (75 pounds) maximum occasionally.

· Work overhead, work in tight areas, work off of ladders, and work at floor level (on knees).  Work over and under vehicles.

· Hand/eye coordination, normal range of sight.

· Proper posture is required to eliminate acute and chronic low back pain.
· Wear protective devices such as back supports, eye wear, non skid pad shoes, as job conditions demand.
· Occasionally exposed to wet and/or humid conditions; moving mechanical parts; high, precarious places; fumes or airborne particles; toxic or caustic chemicals; outside weather conditions; extreme cold; extreme heat; risk of electrical shock; explosives; and vibration.
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Environment/Scheduling:
· The work environment is usually solitary shop work but repair becomes necessary where ever equipment breaks down.  Conditions range from working outside in the extreme hot of the summer, to comfortable building to working outside in very cold temperatures.  Overtime will be assigned on an as needed basis to take care of emergency situations.
WORK SCHEDULE:

Contract Days:   ????  12 months

Hours Per Day:  ????  8 hours per day
Salary:                To be established by the Board of Education on an annual basis,     through the adoption of Salary Schedules.

EVALUATION: 
Performance of this job will be evaluated in accordance with provisions of adopted board policies.
This job description for Mechanic is effective upon receipt.  This job description may be revised at any time in response to needs of the District.
EMPLOYEE ACKNOWLEDGMENT OF RECEIPT AND UNDERSTANDING

I acknowledge that I, ____________________________________________, (please print your name), have read and understand the job description for Mechanic.

I further acknowledge that I can and have been given the opportunity to ask questions to clarify matters I do not understand.  I understand the job duties and requirements of the position, and certify that I am able to perform these duties without accommodation.  If I require accommodation to complete these job duties in the future, I agree to inform my supervisor immediately.  I also agree to follow district safety rules and accident prevention procedures, and will observe the limitation on lifting identified in this document.





_________________________________________________





Employee ( Print Name)





_________________________________________________





Signature





_________________________________________________





Date

Approved by: ____________________________________Date:_____________

Transportation Manager
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