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�x Answer telephones and greet the public courteously.  
�x Learn department or program objectives, policies, procedures and goals.  
�x Operate a variety of office equipment including a computer and assigned software.  
�x Understand and follow oral and written directions.  
�x Establish and maintain cooperative and effective working r elationships with others.  
�x Communicate effectively both orally and in writing.  
�x Complete work with many interruptions.  
�x Perform arithmetic calculations quickly and accurately.  
�x Drive a school bus safely and efficiently.  
�x Learn and apply policies and procedures related to student discipline on buses.  
�x 


