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Franklin CUSD #1 is looking to hire an Assistant Director of Maintenance and Transportation.  
Qualified candidates must have a high school diploma or equivalent; possess a valid IL driver’s 
license, have and be able to obtain a bus driving endorsement on a CDL.  Must have 
mechanical, electrical and basic building repair experience. Candidates may see the full job 
description on www.franklinhigh.com.  Salary and benefits commensurate with experience and 
skill set.   Applicants should send a resume and letter of interest to Jeff Waggener, Principal.   
 
Email – jwaggener@franklinhigh.com   US Postal Service:  Jeff Waggener, Principal 
             Franklin CUSD #1 

110 State Street  
Franklin, IL  62638 

 
 
 
 
 
 
 

 
 
 



FRANKILN COMMUNITY UNIT SCHOOL DISTRICT # 1 
JOB DESCRIPTION 

 
 
Position Title: Assistant Director of Maintenance and Transportation 
Department:  Building & Grounds 
Location: Unit Office 
Reports to: Director of Maintenance and Transportation, Administration  
FLSA Class: Exempt 
Approval Date:  
 
 
SUMMARY 
Assists in ensuring the overall maintenance and repairs on, and within all buildings of the district.  
Assists with the overall operation of the transportation department. 
Assists with evaluations of applicable non-certified staff members. 
 
DUTIES: At the direction of the Maintenance and Transportation Director 
  

Maintenance 
1.  When directed, Repair, replacement, or reassembling of defective equipment.  
2. As directed, perform routine preventive maintenance to ensure that machines and equipment 

continue to run smoothly, building systems operate efficiently, and the physical condition of 
buildings do not deteriorate. 

3. When directed perform routine maintenance actions that include inspecting drives, motors, and 
belts, check fluid levels, and replace filters following standard checklists. 

4. Assist in keeping accurate records of maintenance and repair work performed, including costs 
associated with each. 

5. Assists in establishing and recommends priorities on repair projects. 
6. Assists in overseeing layout of all projects and inspect work. 
7. Assists in inspecting, operation, and test machinery in order to detect mechanical problems. 
8. Assist in coordinating the diagnosis of problems and determine how to correct them using all 

resources available. 
9. Assists in reviewing work orders and complete as directed. 
10. Assists in developing and maintaining a system for dealing with emergency repair problems 

with efficiency. 
11.  Assists in overseeing basic lawn maintenance including mowing. 
12.  Makes recommendations of supplies and equipment for purchase. 
13. Assists in training, evaluating and supervising all custodial personnel in conjunction with the 

Maintenance and Transportation Director, and assists in making recommendations on their 
employment, promotion, and release. 

14. Assists in instructing custodians in proper methods of procedure and proper use of equipment 
used in repair and maintenance work. 

15. Assists in major repairs/work on electrical, plumbing, carpentry and roofs.  
16. Assists in evaluating custodians in their job performance. 
17. Assists in overseeing movement of furniture or equipment within buildings as required for 

various activities. 
18. Assists in overseeing the keeping of building and premises, including sidewalks, driveways, 

and play areas neat and clean at all times. 



19. Assists in overseeing the regulation of heat, ventilation, and air conditioning systems to provide 
temperatures appropriate to the season and to insure economical usage of fuel, water and 
electricity. 

20. Assists in overseeing removal of snow on sidewalks and walkways when appropriate.  
21. Assists in seeing to it that the district complies with local laws and procedures for the storage 

and disposal of trash, rubbish, and waste. 
22. Oversees the keeping of storage rooms and buildings as being neat and orderly. 
23. Oversees the usage of an up-to-date Pest Management Control Plan.   
24. Oversees the order of supplies when necessary for all buildings. 
25. Maintains a high level of ethical behavior and confidentiality of information about students as 

is expected of all staff members. 
26. Helps maintain a safe environment for all students as described in the Risk Management Plan. 
27. Works with the maintenance director, superintendent and principals to establish repairs, needs, 

and budget implications for all work needed. 
28. Perform any other duties as assigned by maintenance and transportation director. 
29. Works as needed to cover vacant custodian shift hours, after posting, that no other custodian 

has signed up for. 
 

Transportation: 
 

DUTIES 
1. Conforms with all state laws and regulations regarding school transportation. 
2. Assists in maintaining safety standards in conformance with state and insurance regulations and 

developing a program of preventive safety, which includes safety meetings with drivers. 
3. Assists in recruiting, training, evaluating and supervising all transportation personnel, in 

conjunction with the maintenance and transportation director, and make recommendations on 
their employment, promotion, and release. 

4. Assists on advising maintenance and transportation director on road hazards for decision on 
school closing during inclement weather. 

5. Cooperates with school principals, athletic director and others responsible for planning special, 
academic and athletic school trips. 

6. Assists in developing and administering a transportation program to meet all the requirements 
of the daily instructional program and extracurricular activities. 

7. Assists in preparing bus routes for all schools in the district. 
8. Assists in preparing and updating bus routes for all schools in the district.  
9. Attends appropriate committee and staff meetings, if asked. 
10. Helps prepare and administer the transportation budget. 
11. Assists in approving and forwarding transportation service invoices to accounting department. 
12. Assists in maintaining all district-owned equipment and developing plans for preventive 

maintenance. 
13. Assists in preparing transportation timesheets. 
14. Assists in completing and dispatching insurance reports. 
15. Assists in submitting all reports required by state authorities. 
16. Assists in solving discipline problems occurring on school busses. 
17. Assists as liaison with parents for complaints and special requests. 
18. Assists in reviewing annually the advisability of a district-owned transportation system. 
19. Assists in developing recommendations for future equipment and personnel needs based on a 

survey of resident students, distances, and grade levels. 
20. Assists in developing recommendations for future transportation needs.  



21. Assists in assigning drivers and substitutes to designated busses. 
22. Performs other duties as assigned by the maintenance and transportation director. 
23. Maintains a high level of ethical behavior and confidentiality of information about students as 

expected of all staff members. 
24. Assists in helping maintain a safe environment for all students as described in the Risk 

Management Plan 
 
 
 
 
QUALIFICATIONS 

1. High school diploma or equivalent required. 
2. Must possess a valid driver’s license, bus driver’s endorsement, a good driving record, and a 

current ISBE driving permit. 
3. Must be able to pass an annual physical and random drug screening. (paid for by the district) 
4. Ability to work with others and coordinate their work schedules. 
5. Ability to coordinate the ordering of supplies and maintain supply inventories. 
6. Ability to disburse supplies and coordinate need with those supervised.  
7. Ability to understand and follow basic oral and written instructions. 
8. Enforce school regulations and policies in a professional manner. 
9. Ability to maintain good working relationships with fellow employees and pupils. 
 

 
SCHEDULING  
The work hours for this position will be dictated by the abilities of the candidate.  The schedule is 
subject to change with district demands. This may include weekends or holidays. 
 
SALARY AND BENEFITS 
 
Negotiable, based on experience and skill set. 


