
Revised –KS 9/17/2009 

 

 
 
JOB TITLE:  Dispatcher, Maintenance    STATUS:    Non-exempt 
 
REPORTS TO: Assistant Director, Maintenance   TERMS:    261 Days 
 
DEPARTMENT: Maintenance/Operations    PAY GRADE:     303 
 
 
PRIMARY PURPOSE: 

To help maintain the physical school building in a condition of operating excellence so that full educational 
use of it may be made at all times.  

 
QUALIFICATIONS: 
 Education: 
 High School Diploma or GED 
 
 Special Knowledge/Skills: 
 Ability to maintain valid Texas driver’s license 
 Ability to communicate in English 
 Ability to work with personnel 

Ability to operate a computer, copy machine, filing and word processing  
 
 Experience: 
 Three years general office 
  
MAJOR RESPONSIBILITIES AND DUTIES: 
 

1. Greet visitors courteously, determine their needs, check appointments and direct to the proper 
person. 

 
2. Answer telephones, direct incoming calls, log in and direct maintenance calls. 

 
3. Maintain good public relations with district employees by courteous and prompt handling of 

questions and requests. 
 

4. Enter all incoming and completed maintenance work orders in computer. 
 

5. Maintain a work order system for vehicle repair and maintenance. 
 

6. Maintain vehicle mileage records. 
 

7. Radio dispatch emergency work orders. 
 

8. Act as central communications center for Maintenance & Operations Department. 
 

9. Cross train with all office clerical staff. 
 

10. Assist with clerical duties as needed. 
 

11. Provide follow up information on all call in requests from campuses. 
 

12. Follow up on emergency work orders with maintenance staff and keep campuses informed of 
status. 
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13. Remain accessible by telephone and radio at all times. 
 

14. Follow district policies and departmental procedures. 
 

15. Practice on-the-job safety. 
 
16. Consistent and accurate use of Time Clock Plus (TCP) and AESOP. 

 
17. Perform other duties as assigned by director of maintenance and operations.  

 
 
WORKING CONDITIONS: 
 Mental Demands: 

Ability to concentrate (detailed work), communicate effectively (verbal and written), reason, understand 
verbal instructions, work with frequent interruptions and maintain emotional control under stress. 
 
Physical Demands: 
Sitting, walking, and repetitive hand motions when working with computer, radio and calculator.  Able to 
lift up to 50 pounds. 
 

 
The foregoing statements describe the general purpose and responsibilities assigned to this job and are not an 
exhaustive list of all responsibilities, duties and skills that may be required. 
 
I have read and understand the responsibilities and duties required for this position as outlined above. I understand 
the duties and can perform all essential job functions listed above. 
 
 
____________________________________ 
Printed Name 
 
____________________________________ 
Signature 
 
____________________________________ 
Date 


