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Board Governance Policy Cross Reference: 1, 2, 3, 4, 12, 13, 16 

Legal Reference:   

Date Adopted: October 1997 

Date Amended: October 2006, February 2025 

Date:  _________________________________ 

Name:  ________________________________ 

Completed by:  __________________________ 

 

JOB RELATED SKILLS C U S R N/A 

Serves as the receptionist in an inviting and pleasant 

manner to visitors/callers and directs inquiries to 

appropriate personnel. 

☐ ☐ ☐ ☐ ☐ 

Maintains an efficient and effective telephone system 

and to maintain the office kitchen. 
☐ ☐ ☐ ☐ ☐ 

Responsible for managing bookings of meeting rooms 

located at the Operation Support Centre. 

☐ ☐ ☐ ☐ ☐ 

Reviews the office supply inventory on a regular basis 

and order supplies as required within the office budget 

allocations. 

☐ ☐ ☐ ☐ ☐ 

Assist with the processing of supply orders. ☐ ☐ ☐ ☐ ☐ 

Receives and distributes daily incoming internal and 

external mail and parcels. 

☐ ☐ ☐ ☐ ☐ 

Distributes candidate information for driver training and 

applications to be a bus driver. 

☐ ☐ ☐ ☐ ☐ 

Legend 
C= consistently-almost all of the time 

U= usually-more than half of the time 

S= sometimes-less than half of the time 

R= rarely-almost never or never 

N/A= non-applicable 
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Assists the Transportation Supervisor in coordinating 

bus drivers for leave requests and extracurricular trips 

and monitors the two-way radio. 

☐ ☐ ☐ ☐ ☐ 

Assists with notification of emergency closures and bus 

break downs. 

☐ ☐ ☐ ☐ ☐ 

Responds to Field Trip requests and coordinates drivers. ☐ ☐ ☐ ☐ ☐ 

Monitors and updates Transportation Supervisor of 

absence and leave requests in accounting software. 

☐ ☐ ☐ ☐ ☐ 

Records approved bus driver extra hours in accounting 

software. 

☐ ☐ ☐ ☐ ☐ 

Provides clerical support for the Transportation 

Supervisor. 
☐ ☐ ☐ ☐ ☐ 

Assists the Transportation Supervisor in preparing for 

meetings and workshops. 

☐ ☐ ☐ ☐ ☐ 

Assists with bus driver personnel PD. ☐ ☐ ☐ ☐ ☐ 

Assists the Transportation Supervisor with establishing 

and mapping of bus routes. 

☐ ☐ ☐ ☐ ☐ 

Under the direction of Transportation Supervisor 

efficiently communicates transportation information to 

bus drivers, schools and parents. 

☐ ☐ ☐ ☐ ☐ 

Maintains bus driver licensing, certification and bus 

fleet information as well as all records required by the 

province related to Transportation. 

☐ ☐ ☐ ☐ ☐ 

Other related duties as may be assigned from time to 

time. 

☐ ☐ ☐ ☐ ☐ 
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PUBLIC RELATIONS C U S R N/A 

Works positively as part of the ESC team ☐ ☐ ☐ ☐ ☐ 

Interacts positively with school staff ☐ ☐ ☐ ☐ ☐ 

Interacts positively with the public ☐ ☐ ☐ ☐ ☐ 

PERSONAL QUALITIES / ATTIBUTES C U S R N/A 

Punctuality and attendance ☐ ☐ ☐ ☐ ☐ 

Dependability ☐ ☐ ☐ ☐ ☐ 

Cooperation ☐ ☐ ☐ ☐ ☐ 

Enthusiasm ☐ ☐ ☐ ☐ ☐ 

Judgment ☐ ☐ ☐ ☐ ☐ 

Adaptability ☐ ☐ ☐ ☐ ☐ 

Confidentiality ☐ ☐ ☐ ☐ ☐ 

Personal appearance ☐ ☐ ☐ ☐ ☐ 

Attitude to work ☐ ☐ ☐ ☐ ☐ 

Accepts responsibility ☐ ☐ ☐ ☐ ☐ 

Accepts direction ☐ ☐ ☐ ☐ ☐ 

Growth Plan Goals:   

 

 

Areas of Strength:   
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Suggestions for Improvement:   

 

Recommendations/Conclusions:   

 

 

 

I have read and received a copy of the evaluation. 

 

____________________________________  ______________________________ 

EMPLOYEE SIGNATURE    DATE 

____________________________________  ______________________________ 

EVALUATOR’S SIGNATURE    DATE 
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