St. Theodore Guerin High School EMPLOYMENT OPPORTUNITY

15300 Gray Road
Noblesville, Indiana 46062

Telephone 317-582-0120
Fax 317-219-0582
guerincatholic.org

Receiving & Transportation Specialist

St. Theodore Guerin High School in Noblesville is searching for a Receiving & Transportation Specialist. This is a
full-time, year-round position reporting directly to the Director of Facilities. Normal hours will be 8:00AM-
4:30PM, Monday through Friday. Benefits include an excellent comprehensive medical, dental, and vision insurance
plan along with a 403 (b)-retirement plan with an employer 5% match. Start date would be as soon as possible.

Essential Duties and Responsibilities
® Dock, which includes but is not limited to:
o Greet, assist, and direct any and all visitors and/or community members as they enter the building.
o Enforce the policies and procedures for visitors in order to maintain a safe environment.
o0 Monitor, host, and work with, when applicable, any and all vendors, couriers, etc., coming and going
from the building.
o Maintain a safe, clean, and organized loading dock, garage, and surrounding areas.

® Receiving, which includes but is not limited to:
o Monitor and organize the receiving, storage, and distribution of deliveries to the school.
o Distribute packages and supplies to proper departments, offices, locations, and/or staff.
o Work closely with the business office and purchasing coordinator(s) to ensure the accuracy of
incoming and outgoing shipments by comparing purchasing orders to shipments received.
o Work closely with the contracted cafeteria vendor to manage all food deliveries.
o Work closely with the contracted cleaning vendor to receive, verify, and reconcile supplies delivered.
o Work closely with the athletics department to manage concession and sports deliveries.

® Transportation, which includes but is not limited to:

o0 Maintain accurate records of each bus and registered riders.

o In partnership with the Director of Facilities, oversee and manage the school transportation route
schedules, calendar(s), driver assignments, as well as after school use of vehicles.
Manage and/or provide communication with families of bus riding students in a timely manner
when appropriate or necessary.
Oversee and manage the scheduling of substitute drivers, as well as drive when called upon.
Maintain and enforce the policies and procedures for vehicle key management and security.
Schedule vehicle maintenance as needed with preferred service vendors.
Plan, prepare, and oversee the yearly inspection(s) of all applicable vehicles.
Record and submit to the business office necessary trip forms when applicable.
Coordinate on-the-ground logistics such as cleaning, fueling, and relocating vehicles.
Be a good steward of the school’s vehicles.
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® Other Duties
o Please note that this job description is not designed to cover or contain a comprehensive listing of,
duties or responsibilities that are required of the employee for this job. Duties and responsibilities
may change at any time with or without notice.
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Education, Experience, and Other Qualifications

® Applicants should be comfortable working in a Catholic environment and must have respect for the teachings
of the Catholic Church.

A high school diploma or higher is preferred.

Applicants should have a valid Indiana driver’s license.

Applicants should be able to pass and maintain Diocesan child safety protocols.

Applicants should be polite, welcoming, and pleasant to visitors.

Applicants should be committed to contributing to the life of the school.

Applicants should have a professional demeanor and be creative and flexible in meeting the needs of the
school’s constituents.

® Applicants should have a good work ethic, strong organizational and communication skills, and be self-
motivated with attention to detail.

® Applicants should be a quick learner with technology. Proficiency in Google Apps and Microsoft Office
applications is preferred.

Contact Information
Applicants may submit a cover letter and resume to applv@guerincatholic.org. Application deadline is 07/23/2025.

St. Theodore Guerin High School is an Equal Opportunity Employer.
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