Job Description

Delivery Driver


	Company Name
	

	Employee Name
	     

	Reports to: 
	Bindery Supervisor

	Hire Date
	     

	Employee Classification:  FORMCHECKBOX 
 Temporary      FORMCHECKBOX 
 Regular Full Time      FORMCHECKBOX 
 Regular Part Time

	Status
	


Job Summary:

Loads and unloads; drives a company vehicle for pickups and deliveries.

Employment Policy for drivers:


1. Safety: All drivers must follow all state and federal laws.

2. All drivers must participate in drug and alcohol testing, including random drug testing.

Job Duties/Responsibilities:


* Drives truck to deliver company product to customer, and transport material to and from plant.

* Loads and unloads material onto or off truck.

* Makes minor repairs, has trucks regularly serviced, and keeps truck clean and neat at all times.

* Fills out inspection sheets required by State regulations.

* Reports major problems to supervisor.

* Palletizes outgoing products.

* Represents the company “on the road”.

* May interact directly with customers.

* May do internal general bindery work when no driving work needed.

* Maintain all equipment in your area in a clean, safe manner; report any problems to supervisor immediately.

* Obeys all traffic laws and driver courtesy rules

* Performs other incidental duties as assigned.

* Implements and monitors safety devices & procedures.

* Conform to company rules and obey all safety regulations.

Skills and Abilities Requirements:


Ability to drive large trucks and fork lifts. Be familiar with street and highway metro area; be able to read road and street maps. Obey traffic laws; be a safe and courteous driver. Must be able to lift, carry and/or move heavy boxes (100+ lbs.) manually or with specified equipment. Must be quality and service-oriented for representing the company on the road.

Minimum Qualifications:


Must meet all current requirements dictated by the state Department of Transportation including Commercial Driver’s License. Must pass safety training. Must be literate and have good problem-solving and communication skills. Know traffic laws; and be able to read maps.

Work Environment:


Sitting and driving a truck or van. Loud machinery inside plant.

Equipment used:


Box truck; van; forklift; hand trucks
	Acknowledgement:

I have received a copy of my job description and I understand the requirements of the Bindery Operator position.



	Employee’s signature


	Date

	Supervisor’s signature


	Date



