
MEALS ON WHEELS PROGRAMS & SERVICES OF ROCKLAND, INC.
JOB DESCRIPTION

Non-Exempt Position
TITLE: 

DELIVERY TRUCK DRIVER - MEALS ON WHEELS COMMISSARY
HOURS:

30 HOURS PER WEEK INCLUDING HOLIDAYS (8:30 AM – 3:00 PM, 1/2 hour for lunch)
SUPERVISORS:
TRANSPORTATION COORDINATOR (ADMINISTRATIVE SUPERVISOR)
VOLUNTEER COORDINATOR (TASK SUPERVISOR)
SUMMARY OF POSITION:

The Driver is responsible for packing, loading and delivering the food-related items and lunch meal food carriers to the Agency’s Senior Activity Centers (SAC) and our other clients, and packing, loading and delivering the homebound meal delivery coolers to specific drop-off locations and picking-up, cleaning and stacking the carriers and coolers later in the day. 
REGULAR TASKS:

Supervised by the Volunteer Coordinator:
1. Loading the requested SAC and client food supplies and assigned food and any SAC inter-office mail in their designated coolers.

2. Packing the assigned hot homebound meals in their designated coolers.

3. Verifying for accuracy all the items that need to be delivered for the day are packed and loaded by using a daily packing slip before leaving the Commissary.
4. After picking up all the carriers and coolers in the afternoon and returning to the Commissary, cleaning each unloaded carrier and cooler thoroughly as per NYS Department of Health regulations (using dish detergent, bleach, water, a scrub/sponge, metal pot scrubber, Brillo pad) and stacking them in their proper location in the Commissary.

5. Performs all tasks in accordance with the Agency’s Personnel Policies and Practices Handbook. Follows a set daily delivery time schedule delivering the carriers and coolers to the designated locations.

6. Notifies the Volunteer Coordinator when running late on deliveries and if any homebound meal delivery coolers have not been picked-up on time by the volunteer homebound meal drivers. At the end of the day, returns the homebound meal delivery Route Sheets.
Supervised by the Transportation Coordinator:

1. Picks-up all the delivered coolers and carriers in the afternoon and returns them to the Commissary. 
2. Closes all Commissary doors, gates and lights before going home.

3. Conducts a daily pre-trip inspection before driving an Agency vehicle and a daily post-trip inspection after driving an Agency vehicle.

4. Conducts all of the Agency’s vehicle operations with thorough caution and uses driving techniques and strategies as outlined in the NYS CDL Manual.
5. Observes all traffic laws, especially those pertaining to commercial vehicles, and drives with extreme caution during inclement weather conditions.

6. Responsible for maintaining the Agency’s vehicle’s equipment, reporting any vehicle malfunction, needed repair or needed service in writing and adhering to the maintenance schedule for the Agency’s vehicles.
1. Maintains accurate records of the Agency vehicle’s mileage for the day and month, the number of coolers and carriers delivered to each location per day and the gasoline replenishment. All required records are to be submitted to the Transportation Coordinator daily and monthly.
2. Family Shelter, etc.) to the Accounting Office or Commissary Administrative Assistant.
3. Keeps the assigned delivery truck clean.

4. May be asked to pick-up donations from other locations (food, furniture, etc.).
5. Performs all tasks and other related tasks, as requested, in accordance with the Agency’s Personnel Policies and Practices Handbook and the Agency’s Policy and Procedures Manual for Commissary Truck Drivers.
EXPERIENCE AND SKILLS REQUIRED:

· Knowledge of sanitary food handling.

· The ability to effectively communicate with and respect others. 
· The ability to maintain the Agency’s vehicles with efficiency and safety.

· The ability to prepare written records with accuracy.
· The ability to lift items weighing up to 50 lbs.

· The ability to frequently climb in and out of the delivery truck.

· The ability to adjust to changing conditions.

MINIMUM QUALIFICATIONS:

· Valid Driver License with a clean driving record.
· Ability to work outside in all weather conditions.

· Dependable, consistent, good judgment and courteous.

· Must pass a pre-employment Drug Test and submit to random Drug Testing.
· Must be at least 18 years of age.
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