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The position description is the foundation for recruiting, classification determination, formulating work plans and performance 
evaluations. Supervisors are encouraged to review the position description with the employee at the time of the performance 
evaluation and to consult Human Resources in revising position descriptions prior to changing assignments 
 

SECTION ONE - General Information 

Position Number  Time Base 
Middle Initial 
HSU ID 

:  

Current Classification Title Current Working Title 
City 
Zip Code 

  

Department 
Phone Number  

 

SECTION TWO - Primary Action  

 Recruitment  Position Description Update Requested By: 

 Existing Position  Skill Level Review  Employee 

 New Position  Classification Review  Management 
 

SECTION THREE - Signatures 

Incumbent  Name Incumbent  Title Incumbent  Signature Date 

    

Supervisor/Lead Name Supervisor/Lead Title Supervisor/Lead Signature Date 

    

Dean/Chief Administrator Name Dean/Chief Administrator Title Dean/Chief Administrator Signature Date 

Appropriate Administrator Name   
 

 

If this form is to request a Classification or Skill Level Review 

Vice President Name Vice President Title Vice President Signature Date 

    
 

SECTION FOUR – Responsibilities and Requirements  

A. Position Summary: (Briefly state the purpose or objective of the position.) 
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B. Essential job functions: (List the major responsibilities and the estimated percentage of time devoted to each - then indicate 
     the tasks and work activities required to perform each major responsibility/function.) 
     Example: 25% Provides user support to faculty, students and staff. 
                       a. Installs desktop application and software. 
                       b. Trains users in software applications. 

 

C. Minimum qualifications required to perform all essential functions: (Indicate work experience including type of work and 
     number of years required; education, if applicable, including desired degree and field of study, and specify certificate or license 
     requirements; e.g. nursing, counseling, lab tech, or automotive and equipment operator.) 
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D. Knowledge, special skills and abilities required 

 

E. Equipment used in the performance of the assignment 

 

F. Specific physical and/or environmental working conditions that relate to the essential job functions of the position 

 

 
 
 
 



 

Position Description 

 

Form 100  Revised 1/2021  4 of 4 

SECTION FIVE – Additional Information 

List major changes in the position since it was last reviewed. Briefly describe what is different about the assignment in terms of 
responsibility, complexity, authority, and skills levels. 

 

Describe the nature of supervision the employee in the position will receive. 

 

 

Attach a current Organization Chart of the Department/Unit 

(Indicate class titles and times bases. Indicate this position by an asterisk (*) on the chart.) 

 

To Be Completed by Human Resources 

CANRA Reporting Status 

 Non-Reporter  Mandated Reporter 

 


	Position Number: 00022506
	Time Base: 1.0 FTE
	Current Classification Title: Heavy Equipment Operator/bus Driver
	Current Working Title: Heavy Equipment Operator/Bus Driver
	Department: Facilities Management
	Position Description Update: Off
	Skill Level Review: Off
	Classification Review: Off
	Incumbent  Name: Brian Brodkorb
	Incumbent Title: Heavy Equipment Operator/Bus Driver
	Incumbent Date: 
	SupervisorLead Name: Elizabeth Whitchurch
	SupervisorLead Title: Director, Facilities Operations
	SupervisorLead Date: 02/09/2022
	DeanChief Administrator Name: Michael Fisher
	DeanChief Administrator Title: AVP, Facilities Management
	DeanChief Administrator Date: 
	Vice President Name: 
	Vice President Title: 
	Vice President Date: 
	A Position Summary: Under the supervision of the Director of Facilities Operations, the incumbent will operate buses, vans and other vehicles as required to transport students, faculty and staff for University-related purposes; to provide shuttle service for participants at University-sponsored events; and to meet other transportation needs as required for the University.  Incumbents in this position are also sometimes provided Lead work direction by the Lead Automotive/Equipment Mechanic.
	Primary Action 1: Choice1
	Primary Action 3: Off
	B Essential job functions: Incumbents in this classification operate a variety of vehicles associated with ensuring the University successfully fulfills tasks and responsibilities associated with providing transportation services to the campus.  The following examples of typical work activities are not meant to be an all-inclusive or restrictive list of work.  Work assignments may involve related activities and may be focused in one area or vary on a regular basis.

1) 95% Operate Vehicles as Required to Provide Transportation Services to the Campus:

  a.  Maintains and carries the license required to operate the vehicles assigned including those licensing requirements for destinations traveled to.  Also carries, while driving, an approved medical certificate within two years from the date of driving.
  b. Safely operates vehicles including buses, vans, trams and other automotive vehicles defined as "buses" according to the California State Vehicle Code, including vehicles designed for carrying 15 or more persons including the driver.  This includes provision of services which may require "stand by" time.
  c.  Services and makes minor repairs and adjustments prior to the operation of any vehicle assigned.
  d.  Ensures safety checks are completed as required prior to the operation of any vehicle assigned.
  e.  Ensures all necessary equipment is present and vehicle code requirements are met prior to the operation of any vehicle assigned.
  f.  Properly completes all required vehicle inspection reports, travel logs, and any other University-required paperwork in associated with operation of any vehicle assigned.

2) 5% Participate in University-required Trainings/Meetings and Timekeeping tasks
 a. Attends mandated University trainings (safety and other), meetings and other events during normal work hours and as requested.
 b. Utilizes University time management/absence reporting system as directed by supervisor.
	C Minimum qualifications required to perform all essential functions: Minimum Qualifications: Equivalent to one year of paid or regularly assigned driving experience in a job involving operation of a bus, shuttle, 15-passenger van, delivery vehicle, or automotive maintenance equipment. Must have a class A or B driver’s license with a passenger transport endorsement and be Air Brake qualified. Must have a current Medical Examiners Certificate. Must have a good driving record and furnish a current (within 30 days of present date) D.M.V. report. Must be drug free and able to pass a pre-employment and all subsequent random drug and alcohol tests.

Preferred Qualifications: 
• Equivalent to three years of paid or regularly assigned driving experience in a job involving operation of a bus, shuttle or 15-passenger van. 
• Possession of an appropriate driving record which certifies the incumbent has not been issued more than one moving violation or been responsible for more than one accident (or any combination of more than one thereof) during the past 12 months.
	D Knowledge special skills and abilities required: The following minimum knowledge, special skills and abilities are applicable to the position:
1) Working knowledge of the rules of safe driving and the provisions of the State of California Vehicle Code pertaining to operation of vehicles described as described herein.
2) Ability to operate assigned equipment safely, including recognition of safety hazards and follow practices and laws to insure safety.
3) Ability to follow standard written instructions, procedures, guidelines, policies, and manuals pertaining to the operation of State vehicles and the assigned Facilities Management unit.
4) Ability to analyze and respond appropriately to emergency situations.
5) Ability to follow oral and written instructions.
6) Ability to read and write at a level appropriate for the duties of the position.
7) Ability to perform arithmetic calculations required for the duties of the position.
8) Ability to keep accurate records and complete forms and reports as required for the operation of each vehicle operated.
9) Ability to maintain a valid California driver's license for the operation of each vehicle operated and carry appropriate certification while driving.  License requirements include Class A or B license as well as passenger and air-brake endorsements. 
10) Ability to maintain an appropriate driving record which is interpreted according to UCAM 6562 which requires certification that incumbent has not been issued more than three moving violations or been responsible for more than three accidents (or any combination of more than three thereof) during the past 12 months.
11) Ability to maintain a current Medical Examiner's Certificate as required for the operation of each vehicle listed operated.
12)  Ability to be punctual, courteous and conduct oneself professionally for all assignments.
13) Ability to successfully pass a pre-employment drug test and all subsequent random drug and alcohol tests.
14) Ability to communicate effectively and work harmoniously with a wide variety of individuals.  
15)  Ability to recognize and accommodate changing priorities, as communicated by a supervisor, in order to meet short and long term deadlines/goals.
16) Ability to operationalize sustainability concepts (economy, society, environment) into all aspects of performing job duties.
	E Equipment used in the performance of the assignment: The following equipment is typically used in the performance of this position's assignment:
1) Passenger buses
2) Computer and associated software required to conduct duties of the position as well as to participate in campus-wide training programs and human resources (i.e., absence management).
3) Office equipment typical to an institutional environment including copier and fax machines.

Other Humboldt equipment that may be operated less frequently include:
 - Passenger shuttles, 15-passenger vans, mini-vans, sport utility vehicles and other standard automobiles including sedans and trucks.
	F Specific physical andor environmental working conditions: In general, this position works a varied schedule dependent upon University transportation needs.  Business needs may occasionally require single and/or multiple overnight stays (standby time) for which all lodging and meal expenses will be covered by the University per the existing travel policy. 

Due to the nature of the assignment, individuals in this position are exposed to or must have the ability to:
1) Maintain a valid California driver's license for the operation of each vehicle operated and carry appropriate certification while driving.  License requirements include Class A or B license as well as passenger and air-brake endorsements. 
2) Maintain an appropriate driving record which is interpreted according to UCAM 6562 which requires certification that incumbent has not been issued more than three moving violations or been responsible for more than three accidents (or any combination of more than three thereof) during the past 12 months.
3) Maintain a current Medical Examiner's Certificate as required for the operation of each vehicle listed operated.
4) Successfully pass a pre-employment drug test and all subsequent random drug and alcohol tests.
	List major changes in the position since it was last reviewed: 
	Describe the nature of supervision the employee: Employees in this classification are under the overall supervision of the Director of Facilities Operations but may receive guidance regarding work assignments from the Lead Automotive/Equipment Mechanics with communications concerning scheduling often being distributed by Facility Support Services staff.  The Director of Facilities Operation is available to respond to questions or provide assistance as required at any and all times. 
	Canra: Choice1


