
CITY OF BERLIN

POSITION DESCRIPTION

FOR
SENIOR VAN DRIVER

DEPARTMENT:

Cultural Recreation and Education - Senior Center

DIVISION:


Senior Transportation

SUPERVISOR:

Senior Programming Director

SHIFT/HOURS:

Hours as needed 

CATEGORY:

Two (2)

SALARY SCALE:

Grade 

JOB SUMMARY

The Senior Van Driver is responsible for delivering meals to homebound seniors and for providing safe transportation to any senior or handicapped person(s) of any age living in Berlin or a five-mile radius thereof.  Van Drivers are responsible for adhering to all safety regulations and obeying all traffic laws.  When not delivering meals or providing transportation services, drivers are to perform other functions as directed by the Senior Programming Director.

ESSENTIAL JOB FUNCTIONS

(1) Follow rules and directives specified by the Senior Programming Director and/or Assistant Senior Programming Director, which have been approved by the Committee on Aging.

(2) Provide rides to any senior or handicapped person(s) of any age living in Berlin or a five-mile radius thereof, while ensuring that medical needs are given top priority.  This may include transportation anywhere within the State of Wisconsin with direct approval from the Senior Programming Director.  

(3) All passengers shall be properly seat belted and proper wheel-locking procedures of wheelchairs must be followed.  Van drivers shall refuse to transport any passenger who refuses to be properly seat belted in, and will make note of the situation in the driver log.  

(4) Drivers may assist senior or handicapped person(s) with shopping and/or medical delivery needs, and provide any help needed by individuals boarding and un-boarding the van, walking, and/or carrying supplies.

(5) Drivers will collect gas donations, but will not take any tips.  Senior van donations are to be deposited regularly with the City Clerk’s office.

(6) An accurate daily count of riders and stops is to be maintained with the office.

(7) Van Drivers may make a decision not to operate the van if weather conditions prove to be unsafe to the passengers.

(8) Each driver is responsible for daily general up keep of the van such as cleaning, being responsible for checking van for mechanical up keep and making garage repair arrangements after notification to the Senior Programming Director.  This may include: oil changes, greasing, lift care, etc.  Drivers may make minor repairs as agreed upon by the Director.

(9) Drivers are to attend continuing education programming and meetings set forth by administration.

(10) Arrival and departure times for work will be dependent upon daily van appointments under the direction of the Senior Programming Director.  Time sheets will include accurate times of homebound meal deliveries as well as workday arrival and departure times.

(11) Lag time between van appointments will be utilized for City-related business only and may include viewing training materials, delivery of monthly calendars, working with the kitchen and office personnel or any work-related activity as requested by the Director.  

SKILLS & QUALIFICATIONS

(1) A valid driver’s license is required.

(2) Basic record keeping skills required for maintaining passenger and meal delivery logs.

PHYSICAL DEMANDS

(1) Ability to occasionally lift, carry and move heavy objects of up to 50 lbs.  

(2) Employee may be required to help passengers in and out of the vehicle as well as securing passengers in wheelchairs.

(3) Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception and the ability to adjust and focus.   
(4) Ability to sit continuously for long periods of time, and occasionally reach above shoulders and bend.
(5) The employee must be able to meet the physical demands of operating a handicap van.
(6) While performing the duties of this job, the employee is frequently required to talk or hear; use hands to finger, handle, feel or operate objects, tools, or controls; and reach with hands and arms.  The employee is frequently required to stand and walk.  The employee is occasionally required to climb or balance.

(7) Eye-hand coordination is necessary to operate various pieces of equipment.
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