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	STATE OF OREGON

POSITION DESCRIPTION
	Position Revised Date:

     
This position is:

	Agency:  Oregon Department of Education
Facility:  Public Service building
 New   
 FORMCHECKBOX 
 Revised
	 FORMCHECKBOX 
 Classified

 Unclassified


 Executive Service

 Mgmt. Svc – Supervisory

 Mgmt. Svc – Managerial

 Mgmt. Svc - Confidential

	SECTION 1.  POSITION INFORMATION

	
a.
Classification Title:
	Administrative Specialist 1
	b. 
Classification No:
	C0107

	
c.
Working Title:
	Administrative Specialist 1
	d. 
PPDB No/WD ID:
	000000044664

	
e.
Section Title:
	Pupil Transportation & Fingerprinting
	f. 
Agency No:
	58100

	
g.
Employee Name:
	     
	h. 
Budget Auth No:
	1169160

	
i.
Supervisor Name:
	Brock Dittus
	j. 
Repr. Code:
	OAS

	
k.
Work Location (City – County):
	Salem - Marion

	
	

	
l.
Position:
	 FORMCHECKBOX 
 Permanent
 Seasonal
 Limited Duration
 Academic Year

 FORMCHECKBOX 
 Full-Time
 Part-Time
 Intermittent
 Job Share

	m.
FLSA:
	 Exempt

 FORMCHECKBOX 
 Non-Exempt
	If Exempt:
	 Executive/Supervisory
 Administrative 
 Professional
 Computer
	n.
Eligible for Overtime:
	 FORMCHECKBOX 
 Yes

 No

	SECTION 2.  PROGRAM AND POSITION INFORMATION


a.
Describe the program in which this position exists.  Include program purpose, who's affected, size, and scope.  Include relationship to agency mission.
The Oregon Department of Education (ODE) oversees the education of students in Oregon’s public K-12 education system. ODE encompasses early learning, public preschool programs, the state School for the Deaf, regional programs for children with disabilities, and education programs in Oregon youth corrections facilities. While ODE isn’t in the classroom directly providing services, the agency (along with the State Board) focuses on helping districts achieve both local and statewide goals and priorities through strategies such as: developing policies and standards, providing accurate and timely data to inform instruction, training teachers on how to use data effectively, effectively administering numerous state and federal grants; sharing and helping districts implement best practices. At the Oregon Department of Education, we are guided by the following values: integrity, accountability, excellence, and equity.
This position is assigned to the Pupil Transportation & Fingerprinting work unit. Oregon Revised Statutes require the Department of Education to adopt and enforce rules relating to school bus and school activity vehicle construction and equipment, operation, special qualifications (including certification) and training for drivers, vehicle inspection, and special accident reports.  Oregon’s 197 school districts use approximately 6,000 school buses and activity vehicles and have 6,000-7,000 active school bus drivers and 7,000-8,000 activity vehicle drivers.  School buses transport over 255,000 students to and from school daily and travel over 74 million miles annually.  Assistance is provided to local school districts, Head Start transportation providers, and private school and bus contractors in all phases of transportation, including bus maintenance, inspection, accident investigation, purchasing, facilities, law and rule interpretations, driver selection and training, and policy development and routing.

Pupil Transportation & Fingerprinting is also responsible for the fingerprint-based criminal history checks for non-licensed public and private school personnel.  Approximately 20,000 fingerprint records are processed annually through this office.  The work unit also conducts driving records and Oregon criminal history checks for volunteers and prospective employees of both public and private schools using the Law Enforcement Data System (LEDS).  Approximately 18,000 driving and criminal history records are processed annually through this office.
There are over 1,300 public schools, 197 school districts and 19 Educational Service Districts in Oregon, with almost 15,000 activity and school bus drivers transporting over half of all the students in Oregon each day. This position works cooperatively within the program to assist administrative staff in the processes associated with.
b.
Describe the primary purpose of this position, and how it functions within this program.  Complete this statement.  The primary purpose of this position is to:

The primary purpose of this position is to: Perform and report on LEDS background checks for pre-employment or volunteer applications, review and determine eligibility of Type 20, Special Pupil Activity Bus, and Athlete Agent applications according to Oregon statute and rules applicable.  Assist in the mailing of school bus permits, certificates, renewals, temporary, and activity driver applications submitted by Oregon’s public and private schools and filing applications for such.  Works under the direction of the administrative team lead worker.
	SECTION 3.  DESCRIPTION OF DUTIES


	List the major duties of the position.  State the percentage of time for each duty.  Mark “N” for new duties, “R” for revised duties or “NC” for no change in duties.  Indicate whether the duty is an “Essential” (E) or “Non-Essential” (NE) function.


	% of Time
	N/R/NC
	E/NE
	DUTIES


Note:  If additional rows of the below table are needed, place cursor at end of a row (outside table) and hit “Enter”.
	50%
	NC
	E
	· Process all criminal history verification requests through the Law Enforcement Data System (LEDS) for pre-employment applicants and volunteers.
· Confidentially examine all records obtained through the State Police and approve or deny applicants.
· Establish, maintain, and control current files for LEDS based criminal history records.
· Maintain knowledge of Oregon regulations to accurately explain laws, rules, and procedures to school district personnel and the general public.
· Research and develop factual data and revise the LEDS pre-employment and volunteer program procedures to process more efficiently.  Recommend policy or program service changes based on results of research.
· Make sure school districts comply with the LEDS program guidelines and give guidance on correcting errors.
· Assist service providers, department staff, program participants and the public to understand the program guidelines and protocols by interpreting, explaining and presenting the program rules, regulations, policies, procedures, and process.
· Monitor legislative activity and recommend program changes accordingly as necessary.
· Explain and/or train school district personnel on the process and requirements of the LEDS program.
· Monitor results to evaluate program efficacy.
· Carry out assignments independently.
· Advise project manager when changes need to be made to the Athlete Agent and LEDS pre-employment applicants and volunteers program.
· Recommend amendment of forms for all programs that this position reviews (LEDS pre-employment applicant and volunteer background checks; Athlete Agent Program) as necessary
· Consistently treat customers, school administration personnel, contractors, general public, and coworkers with dignity and respect.

	10%
	NC
	E
	Assist in coordinating and administering the Activity Driver Program. This includes, but not limited to:
· Process all Type 10 & Type 20 Activity Driver applications
· Confidentially examine all driving and criminal records obtained through the Law Enforcement Data System (LEDS).
· Research convictions as needed to make determination for approval.
· Input data from applications and all necessary in order that certificates may be processed.
· Process change forms pertaining to activity drivers (change only, duplicate request, inactivate).
· Print and disperse certificates or approvals to stakeholders.
· Coordinate duties to maintain efficient flow of documents being processed and ensure prompt delivery of services.
· Establish, maintain, and control current files for Type 10 & Type 20 activity drivers.
· Identify and report non-compliance issues to program analysts.

	10%
	NC
	E
	Assist in coordinating and administering the Athlete Agent Registration Program. This includes, but not limited to:
· Process all Athlete Agent Registration applications.
· Confidentially examine all records obtained through Open Online and approve or deny applicants based on findings.
· Establish, maintain, and control current files for background checks/criminal history records pertaining to applications.
· Research and develop factual data and revise the Athlete Agent program procedures to process more efficiently (This includes researching and interpreting statutes & laws for all 50 states to determine substantial similarities in regards to reciprocal eligibility.).  Recommend policy or program service changes based on results of research.
· Create and maintain databases of program information.
· Monitor legislative activity and recommend program changes accordingly as necessary.
· Research criminal records and determine equivalency for out of state crimes related to Oregon Statutes.
· Maintain the online registration directory.
· Document any reports of misconduct or violations made by an agent, and determine whether it will result in suspension and/or a fine.

	10%
	NC
	E
	Assist in coordination, scheduling and, document preparation for school site visit reviews. This includes, but not limited to:
· Assist in determining which school districts will be reviewed for the current school year based on length of time since last visit and most recent review score; if applicable (The unit’s goal is to visit 20% of schools in Oregon each school year).
· Plot out selected schools on a shared map to determine travel time and grouping of visits, and consult with analyst team for scheduling purposes.
· Send notification to school superintendents, transportation managers, and contracted transportation companies regarding site visits using physical mail, email, and telephone.
· Schedule all visits and communicate specific details to schools in writing within 30 days prior to visit.
· Review school district calendars to ensure availability prior to scheduling.
· Create Outlook Calendar events for each analyst involved in particular site visits.
· Maintain authorization for a department SPOTS card and book analyst lodging for each scheduled visit if overnight stay is required.
· Create files for all visits by generating reports and reviewing reports for required information. Generated reports include: Annual Vehicle Certification Report; Bus and Garage Depreciation Report; Transportation Information Report; Certification of Drug and Alcohol Compliance; Activity Driver List; Randomized Activity Driver List; Bus Driver Training Report; Bus Driver Fingerprint Report; Bus Driver Diabetic Report; Current Bus List; Randomized Bus List; Scan Supplemental Plan; Include Copy of Letter to Superintendent RE: Review; Generate Grade Book and input report data accordingly.
· Process and input findings from the review onto the Gradebook to communicate overall grade that is being given to each school

Assist in coordination of registration for unit-led workshops, such as Behind-The-Wheel Instructor, CORE Instructor, and Third Party Examiner. This includes, but is not limited to:
· Act as the primary contact for workshop registration.
· Create files for each applicant and collect required documentation to determine eligibility for each workshop.
· Approve and deny requests according to eligibility requirements.
· Coordinate printing and assembly of all workshop manuals and materials.
· Communicate with applicants by mail, email, and phone to provide notification and/or answer inquiries related to registration.
· Assist, in person, with workshops as needed.

	15%
	NC
	E
	Other duties may be assigned or may be distributed. This includes, but is not limited to:
Maintain lending library of training materials and mailing when requested.
· Collect and assist with data entry for annual transportation reports into Smartsheet/Access database.
· Edit a variety of correspondence from rough draft. Proofread reports and letters prepared by other staff members.
· Communicate with people by telephone, in person, and in writing.
· Organize & prioritize own workload.
· Use computer with Access database.
· Update telephone directory in Access database.
· Assist with printing faxes in the Bus License Mailbox.
· Update mailing labels.
· Retrieve, open and distribute mail from central building mailroom.
· Process electronic training files.
· Participate in cross-training to cover duties as necessary.
· Open and distribute mail.
· File paperwork in unit cabinets & archives.
· Assist in review and input of annual transportation reports.
· Grade and process school bus inspector tests; print and mail certificates for qualified applicants.
· Assist as alternate for processing driver applications in absence of or in addition to primary assigned staff (i.e. Type 10, Temporary School Bus Driver, School Bus Driver Certificate).
· Assist as alternate for processing Request to Change forms and issuing duplicate certificates.
· Assist as alternate for issuing school bus driver/Activity Driver Certificates.
· Assist as alternate for processing ARS.
· Occasional overnight travel for conferences and trainings for Pupil Transportation.

	5%
	NC
	NE
	Participate in cross-training to cover duties as necessary.  Assist in administrative functions related to agency training efforts.
At all times R E Commitment to Equity

In addition to the cultivation of equitable practices across all aspects of your position description, also:
· Learns and applies knowledge and skills to interrupt systemic oppression
· Consistently treats sponsors, stakeholders, partners, vendors, the public and co-workers with dignity and respect.  Creates and maintains a work environment that is welcoming and respectful of diversity.  Sets clear guidelines and models expected professional behaviors.

	
	
	
	


	SECTION 4.  WORKING CONDITIONS


Describe any on-going working conditions.  Include any physical, sensory, and environmental demands.  State the frequency of exposure to these conditions.
This position may be eligible for hybrid remote work, subject to manager approval, business needs, and completion of a remote work agreement in Workday. Employees must have a home workspace that meets all technology, security, and safety requirements, including protection of confidential information. Remote work requires use of agency-issued equipment, a secure internet connection, and VPN access. Staff must follow the DAS Remote Work policy, guidelines and applicable collective bargaining agreements. 

The official duty station is the Public Service Building in Salem, Oregon. Travel to this location may be required at the employee’s expense.
	SECTION 5.  GUIDELINES


a.
List any established guidelines used in this position, such as state or federal laws or regulations, policies, manuals, or desk procedures.

Oregon Revised Statues

Oregon Administrative Rules

Oregon Pupil Transportation Manual

Oregon Minimum Standards

Other State’s Vehicle Code Manual

LEDS Manual
b.
How are these guidelines used?

These guidelines are used to ensure compliance. Working knowledge of the Pupil Transportation Manual
	SECTION 6.  WORK CONTACTS

	With whom, outside of co-workers in this work unit, must the employee in this position regularly come in contact?

	Who Contacted
	How
	Purpose
	How Often?


Note:  If additional rows of the below table are needed, place curser at end of a row (outside table) and hit “Enter”.
	School administration personnel, contractor, general public, parents of school children
	In person, by mail, email, or telephone
	Confirming information, directing phone calls or communication of information regarding the program
	Daily

	
	
	
	


	SECTION 7.  POSITION RELATED DECISION MAKING


Describe the typical decisions of this position.  Explain the direct effect of these decisions.
Eligibility of applications for driver credentials according to rule

Eligibility of applications for background clearance

Eligibility of applications for Athlete Agent credential

These decisions impact the suitability of candidates for work in school contexts with unsupervised access to pupils, and is a critical aspect of ensuring compliance with regulations regarding school personnel, volunteers, and athlete agents.  These decisions also ultimately affect the safety of Oregon school pupils.
	SECTION 8.  REVIEW OF WORK

	Who reviews the work of the position?

	Classification Title
	Position Number
	How
	How Often
	Purpose of Review


Note:  If additional rows of the below table are needed, place curser at end of a row (outside table) and hit “Enter”.
	Compliance & Regulatory Manager 1
	0000107
	In person, by mail, email, or telephone
	As needed
	To ensure work of the section is completed according to laws and rules.

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	SECTION 9.  OVERSIGHT FUNCTIONS            THIS SECTION IS FOR SUPERVISORY POSITIONS ONLY

	a.
	How many employees are directly supervised by this position?
	     
	

	
	How many employees are supervised through a subordinate supervisor?

	     
	

	b.
	Which of the following activities does this position do?

	
	  Plan work
  Coordinates schedules
  Assigns work
  Hires and discharges

  Approves work
  Recommends hiring

  Responds to grievances
  Gives input for performance evaluations

  Disciplines and rewards
  Prepares & signs performance evaluations

	SECTION 10.  ADDITIONAL POSITION-RELATED INFORMATION


ADDITIONAL REQUIREMENTS: List any knowledge and skills needed at time of hire that are not already required in the classification specification:
This position requires successfully passing a pre-employment background check. The pre-employment check may include a review of the following records: criminal background, DMV, licensure, and sexual misconduct. Adverse background data may be grounds for immediate disqualification, withdrawal of a conditional job offer, or termination of employment.
This position has been designated to have authorized access to FBI CJIS or unrestricted access to a terminal that has LEDS capability, and/or to have direct responsibility to configure and maintain computer systems and networks with direct access to FBI CJIS, and/or to have direct responsibility to review, and/or be provided with a copy of a CHC print-out. This position requires access to Criminal Justice Information Systems (CJIS) and is subject to a fingerprint-based criminal background check within 30 days of

hire. CJIS security awareness training must be completed within six months of assignment and every year thereafter.

	BUDGET AUTHORITY: If this position has authority to commit agency operating money, indicate the following:

	Operating Area
	Biennial Amount ($00000.00)
	Fund Type


Note:  If additional rows of the below table are needed, place curser at end of a row (outside table) and hit “Enter”.
	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	SECTION 11.  ORGANIZATIONAL CHART

	Attach a current organizational chart.  Be sure the following information is shown on the chart for each position:  classification title, classification number, salary range, employee name and position number.

	SECTION 12.  SIGNATURES

	
	
	
	
	
	
	
	
	

	
	Employee Signature
	
	Date
	
	Supervisor Signature
	
	Date
	

	
	
	
	
	

	
	Appointing Authority Signature
	
	Date
	


DAS Form – 2006 (revised – 2024)



Page 1 of 4
DAS Form – 2006 (Rev 2024)



Page 1 of 2

