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Job Description

	Position:
	Delivery Driver

	Range:
	T2 (Non-Exempt) (Union)

	Reports to:
	Operations Director

	Supervises:
	None

	Reviewed:
	6/13

	Revised:
	6/13
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Job Summary
Under the supervision of the Operations Director, drives a van to pick up and deliver mail, library materials, office supplies and equipment to branches and other destinations.  Lifts and carries heavy boxes, bundles and packages, utilizing a hand truck and/or requiring physical strength.  
Duties and Responsibilities
1.
Loads boxes of library materials, mail, supplies and equipment into vehicle.
2. 
Drives to destinations as instructed, according to a schedule.  Unloads materials and delivers to appropriate staff member or other individual.
3.
Picks up outgoing mail and library materials.
4.
Performs assorted errands and deliveries as necessary. 
5. At the service center, unloads trucks into the shipping department receiving and storage areas.  Sorts and assists in processing materials according to instructions.
6. Maintains vehicle in clean and working condition.  Checks levels and replenishes gas, oil and other fluids and reports operating problems to supervisor.
7. Willing to fill-in on other routes in case of vacations, sickness, etc.
8. Ability to perform light maintenance on the route, such as changing light bulbs, etc.
9. Other duties as assigned.
The above statements are intended to describe the general nature and level of work being performed by people assigned this classification.  They are not to be construed as an exhaustive list of all job duties performed by personnel so classified.
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Job Requirements
· High school diploma or its equivalent preferred though not required.

· Ability to lift 50 lbs. on a regular basis.

· This is an entry-level classification; no specific prior work experience is required.

· Possession of a valid Michigan Chauffeur’s License.
· Physical examination required.
· Driving record must be at a level that is approved by our current insurance provider as an acceptable for insurability.  The driving record will be reviewed annually.
· Ability to understand and follow written and oral instructions.
· Ability to organize materials for delivery
· Be physically able to perform the essential functions of the job with or without reasonable accommodation.

· Ability to establish and maintain effective working relationships with co-workers, community organizations and the public.

· Ability to conduct oneself with tact and courtesy.
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