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JOB TITLE: Parts Technician STATUS: Non-exempt 

REPORTS TO: Transportation Mechanic Supervisor TERMS: 261 days 

DEPARTMENT: Transportation PAY GRADE:   306 

 
PRIMARY PURPOSE: 

Responsible for managing the vehicle maintenance parts supply and inventory for district fleet vehicles 

and support efficient vehicle repair and maintenance operations. 

 
QUALIFICATIONS: 

Education: 
High School Diploma or GED 

Valid Texas commercial driver’s license (Class B) with “P” and “S” endorsements (must obtain within 90 

days of employment) 

 
Special Knowledge/Skills: 

Proficient computer skills 
Knowledge of auto parts and terminology 

Ability to use vehicle fleet maintenance software program 
Ability to understand and follow verbal and written instructions 

Effective organizational, communication, and interpersonal skills 

Ability to maintain records and work with other auxiliary personnel in a positive and cooperative 

manner 

Maintain an acceptable driving record for school bus drivers as defined by Texas Department of Public 
Safety 

Must pass annual district physical and mental examination as required by Texas Department of Public 

Safety 

Must pass a pre-employment and periodic drug and alcohol screening as required by federal law 

Proficiently read, write, and communicate verbally in English 

 
Experience: 

Three (3) years of auto/truck maintenance and/or repair parts experience (preferred) 

Bus driving experience (preferred) 

 
MAJOR RESPONSIBILITIES AND DUTIES: 

 
1. Locate and requisition all parts, materials, and supplies needed for vehicle repair and maintenance. 

Maintain inventory at established levels and initiate purchase orders to replace as needed. 

 

2. Contact vendors to check on availability of parts and supplies. Ensure parts catalogs and other resource 

information are current.  

 

3. Maintain uninterrupted service in an inventory system that is continually changing. 

 

4. Monitor and maintain fuel inventory to ensure adequate fuel supply for district fleet vehicles. 

 
5. Load and unload delivery trucks as needed. Unpack items received and inspect for damage and defects. 

Ensure that all incoming materials correspond with the accompanying invoicing as to quantity and 

pricing. 

 
6. Work cooperatively with purchasing department to develop and define specifications and identify 

sources for parts and materials. 

 
7. Compile, maintain, and file all records required including records on parts used, time spent on labor, 

and cost of each repair job. 
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8. Verify accuracy of shipments and record any discrepancies or damage. Detect and resolve problems 

with incorrect orders, invoices, and shipments. 

 
9. Conduct regular parts inventories and identify and resolve any deficiencies.  

 
10. Perform those job duties as outlined in the job description for bus driver, special needs bus driver, and 

special needs bus monitor as required to ensure route coverage. 

 
11. Maintain an exemplary attendance record. 

 
12. Accurate and consistent use of Time Clock Plus (TCP) and AESOP. 

 
13. Perform other duties as assigned by the director of transportation. 

 
MENTAL DEMANDS/PHYSICAL DEMANDS/ENVIRONMENTAL FACTORS:  

 
Tools/Equipment Used: Standard office equipment including computer and peripherals; forklift or 

hydraulic lifting equipment; small hand tools; light truck or van 

Posture: Frequent standing, kneeling/squatting, bending/stooping, pushing/pulling, and twisting 

Motion: Repetitive hand motions; frequent keyboarding and use of mouse; frequent walking, climbing 

ladders; grasping/squeezing, wrist flexion/extension, and overhead reaching; frequent driving 

Lifting: Heavy lifting and carrying (45 pounds and over) on a daily basis 

Environment: Work outside and inside, on slippery or uneven walking surfaces; frequent exposure to 

extreme hot and cold temperatures, dust, toxic chemicals and materials, noise, and vibration; work around 

moving objects or vehicles; may work alone; occasional prolonged or irregular hours 

Mental Demands: Maintain emotional control under stress 

 

 

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 and I am able to perform the 

duties as outlined above. 
 
 
 

Printed Name 
 
 

Signature 
 
 

Date 


