
JOB DESCRIPTION 
 
Driver                        CAC/Operations  
Job Title                               Date 
 
April 2002                              Various Sites 
Department                  Site/Location 
 
Transportation Coordinator                3/Non-Exempt 
Title of Immediate Supervisor                  Rank/Status 
 
 

SUMMARY 
 
The driver will be responsible to the Transportation Coordinator in the Parish for carrying out the assigned 
transportation phase of the program.  The duties will include driving agency assigned vehicles to pick up 
points and returning on a scheduled basis to assure the smooth coordination of transportation within the 
Parish. 
 
This position requires a person with some mechanical knowledge of the operation of vehicles and the ability to 
safely transport persons to required destinations. 
 
Work is performed in accordance with agency Personnel Policies and Procedures. 
 

DUTIES 
 

 Operate the bus safely on assigned route. 

 Follow all program rules of conduct while operating the bus. 

 Provide a positive, supportive environment for the children riding the bus. 

 Communicate reliably with program staff and passengers. 

 Able to handle any emergency calmly and effectively. 

 Maintain accurate records about the daily transportation of passengers and the daily operation of the 
bus. 

 Maintain accurate records on vehicle maintenance. 

 Participate in all necessary training and planning meetings. 

 Help all clients needing assistance on and off of vehicles and assure that they are properly seated. 

 Responsible to the Transportation Coordinator for supervision, scheduling, and vehicle maintenance 
which includes keeping vehicles clean and promptly reporting any obvious or suspected vehicle 
malfunctions. 

 Ensure that all filters, oil and air, and spark plugs are changed as scheduled.  (See Driver Manual for 
instructions. 

 Promptly prepare and submit all required reports “E.G.” daily trip sheets, daily inspection sheet and 
accident reports. 

 Have working knowledge of wheelchair lift and its proper use or be willing to learn. 

 Transport persons with disability in a safe and secure manner. 

 Perform other related duties, which may be assigned by the Transportation Coordinator. 
 
 
 
. 
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EMPLOYMENT QUALIFICATIONS & REQUIREMENTS 

 
The driver should have skills or training in these areas: 

1. Passenger Assistance Training 
2. Traffic and safety laws 
3. First aid and CPR 
4. Daily maintenance checks 
5. Recordkeeping 
6. Understanding passenger behavior 
7. Constructive discipline 
8. Safety drills on the bus 
9. Defensive driving  
10. Ability to do minor repairs and maintenance (e.g. oil change)if appropriate 
11. Ability to read, write, and possession of a valid Commercial Driver’s License (CDL) with a “P” 

Endorsement is required.  Experience and good driving record (meaning no tickets or accidents within the 
past three years from the date of application is required along with having good judgment and being 
morally responsible for carrying out the required duties of this job.  Completion of a physical examination 
from a certified physician is required and must be updated yearly.  Must have mechanical knowledge of 
vehicles. The minimum age requirement of the driver is 25 years old. 

 
 
 
 

I certify that I understand and accept the responsibilities and duties of this position. 
 
 
 
 
 
Signature         Date        
 


