
Gate Attendant 

Name:    Date:  Adopted: 1/10/2005 

                   Revised:  3/26/2012 
 Colquitt County School System 

Job Description and Evaluation Instrument 

Site: School 

Position Title:           Gate Attendant 
Reports To: Principal 

  
Primary Function:                   
                            
Maintaining order and respect for student code of conduct, and promoting a healthy and safe environment for 
students and school employees through regular surveillance of the school’s perimeter, parking lot and exterior. 
                            
Requirements:                       
                            
 Educational Level: Basic literacy and reasoning skills. 
 Certification/Licensing: None. 
 Proficiency Skills: Ability to organize.  Basic written and oral communication and basic math skills.     
 Personal Skills: Ability to lift materials and equipment weighing a maximum of 75 pounds.  Pleasant 

personality, cooperative attitude, physical skills and stamina to perform essential duties. 
 
Essential Duties: When used as an evaluation instrument the evaluator is to mark each item by circling S for tasks 
in which the employee meets or exceeds expectations and NI for tasks in which the employee has not met 
expectations.  The primary reason for this evaluation is to promote growth of the employee necessary to fulfill 
these expectations.    

   SCORE 

1. Maintains a pattern of prompt and regular attendance.  Number of annual absences 
to date: 

 S              NI 

2. Demonstrates appropriate communication skills as applicable for the job. S              NI 
3. Acts in a professional manner and maintains a professional attitude towards the public and 

colleagues and exhibits the fundamentals of good public/customer service. 
S              NI 

4. Complies with system Cultural Diversity Guidelines in dealing with students, parents, 
coworkers and the public. 

S              NI 

5. Complies with school, system, state and federal regulations and policies, including the PSC 
Code of Ethics, as related to job requirements. 

S              NI 

6. Maintains confidentiality of sensitive information and material; adheres to chain of command.  S              NI 
7. Maintains a professional appearance as appropriate for job responsibilities. S              NI 
8. Participates in appropriate training, workshops and staff development activities and applies 

what is learned to the job; accepts new challenges in a professional manner. 
S              NI 

9. Shows initiative and assumes responsibility for all aspects of job responsibilities. S              NI 
10. Performs routine duties and tasks with little or no direct supervision.  
11. Limits personal business and phone calls to a minimum during work hours.  
12. Exhibits time on task, a flexible, cooperative, progressive and hard working attitude and style.  S              NI 
13. Demonstrates proficiency in the use of equipment and supplies as appropriate for job 

assignment. 
S              NI 

14. Opens and closes gates on the perimeter of the school. S              NI 
15. Responds to office radio calls associated with gates and parking lots. S              NI 
16. Assists visitors, parents and students with places to park and office procedures. S              NI 
17. Develops an understanding of appropriate student movement during the school day, including 

the entry and exit of work study students.  
S              NI 

18. Works outside and maintains a presence in the parking lots during all work hours. S              NI 
19. Works with school resource officers (SRO) and administrators associated with issues of 

student parking violations, students skipping school, and people who enter the school 
perimeter. 

S              NI 

20. Reports any inappropriate behavior or individual violations of school rules to SRO and /or 
administrators; responsibility is only to report problems, not to address them. 

S              NI 

21. Gives directions to appropriate offices for all visitors, parents, and students. S              NI 
22. Maintains friendly and helpful attitude toward staff, students, visitors, and parents. S              NI 
23. Performs other duties as assigned by the supervisor. S              NI 

  



Gate Attendant 

                            
SIGNATURES: Employee’s signature only acknowledges receipt of the completed evaluation, not necessarily 
concurrence with its content.  Written comments and/or explanations may be attached, if desired, by the employee 
or evaluator.  Please initial if comments are attached. 
                            
                            
                            
Employee:  Date:  Comments 

Attached: 
 

                            
                            
                            
Evaluator:  Date:  Comments 

Attached: 
 

                            
 


