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Position Title:       PCN:       

Department/School: 
      
 

Location/
Address:       

Reports to(Title 
only):       Work 

Hours       am      to           pm 

Salary Category:  Administrative       Classified         Teacher 
 

Position 
Category:  

 Certified    Classified 
 

Position type/ Grade 
(to be completed by 
HR) 

      Position # 
of days       

Travel Required       FLSA 
Status 

  Exempt 
  Non-exempt 

Job Description 

      

JOB PURPOSE/REASON: 

 

 

 

EDUCATION:     High School Diploma or Equivalent         Associate’s Degree      Bachelor’s Degree 

REQUIRED QUALIFICATIONS: 

                                 Master’s Degree           Other       

                       
EXPERIENCE & TRAINING: 
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LICENSING/CERTIFICATION: 
      
 
 
OTHER SKILLS/REQUIREMENTS: 
      
 
 
 
 

      

PREFERRED QUALIFICATIONS: 

 
 
SUPERVISION RESPONSIBILITY (IF APPLICABLE): 
 
Direct Reports:      ___ # of non-exempt/classified          ___ # of exempt/administrators/teachers 
Indirect Reports:   ___ # of non-exempt/classified          ___ # of exempt/administrators/teachers 

 

      

PRIMARY POSITION RESPONSIBILITIES: 
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PRIMARY POSITION RESPONSIBILITIES, CONTINUED: 

 

 

 

 

 

 

 

 

 

      
SECONDARY POSITION RESPONSIBILITIES 

 
 
 
 

 

 

 

      

PHYSICAL/MENTAL REQUIREMENTS: 

 
 
 
 
 
 
NOTE: The above is intended to describe the general content of and requirements for the performance of this job.  It is not to be 
construed as an exhaustive statement of essential functions, responsibilities or requirements.  This job description must not be 
misconstrued as a promise of employment, nor deemed as an employment contract. 

Department Head  Date  

Associate/Chief/Executive 
Director 

 Date  

Superintendent (if applicable)  Date  

Human Resources  Date  

 


	Position Title: Delivery Driver
	PCN: 19314516
	DepartmentSchool: General Services
	Location Address: 3999 Bridgeview Drive
	Reports toTitle only: General Services Manager
	Administrative: Off
	Classified: On
	Teacher: Off
	Certified: Off
	Classified_2: On
	Administrative Classified TeacherPosition type Grade to be completed by HR: 
	Certified ClassifiedPosition  of days: 240
	Administrative Classified TeacherTravel Required: Limited Local Travel
	undefined: Off
	undefined_2: On
	High School Diploma or Equivalent: On
	Associates Degree: Off
	Bachelors Degree: Off
	Masters Degree: Off
	Other: Off
	Department Head: Dennis Burgess
	Date: 9/29/15
	AssociateChiefExecutive Director: 
	Date_2: 
	Superintendent if applicable: 
	Date_3: 
	Human Resources: 
	Date_4: 
	Text1: 
	Text2: 
	Text3: To load and unload CCSD & vendor vehicles.  Deliver supplies, equipment and furniture to and between schools and offices within CCSD.  Assist in the training of new driver employees and other tasks assigned to warehouse.
	Text4: Warehouse or delivery experience.

	Text5: Must have valid S.C. Driver's License
	Text6: Must be able to drive a vehicle with a standard shift transmission.  Must be able to lift at least 50 lbs.  Must be able to operate materials handling equipment.  Knowledge and use of personal computer and MS Office Suite.
	Text7: 
	Text8: 
	Text9: 
	Text10: 
	Text11: 
	Text12: 
1. Works under the control and supervision of the Delivery Section Leadman.

2. Assists in the transportation and delivery of supplies and materials within CCSD.

3. Learns routes, schedules and locations of all schools and offices in the CCSD area.

4. Operates heavy delivery vehicle or vans.

5. Operates material handling equipment.

6. Maintains vehicles to present a neat and clean appearance.  Reports any unsafe or faulty condition to immediate supervisor.

7. Must maintain a valid South Carolina driver’s license at all times, and an adequate driving record.

8. Assists in the training of new Driver employees.

9. Performs any other duties as assigned by supervisor.


	Text13: 
	Text14: 1. Plans, organizes and supervises all aspects of jobs that have been assigned.
2. Makes deliveries of warehouse items to schools and offices.  Loads delivery trucks/vans with supplies, furniture or equipment.  
    Checks items and quantities against invoices (Pick tickets)/Shippers to insure accuracy.
3. Delivers new furniture and equipment to schools and offices.
4. Assists with pick-up of surplus furniture and equipment and takes to storage site or landfill.
5. Assists with internal moves of school and offices.
6. Assists receiving clerk in unloading trucks of incoming supplies and furniture.
7. Assists with annual inventory.
8. Assists Property Management personnel with inventory at storage sites.
9. Delivers and sets up for special programs at schools, area malls and civic meetings.
10. Assists in set-up for surplus sales and removal of items to landfill as necessary.
11. Performs duties of warehouse staff  in their absence.
12. Operates material handling equipment such as forklift or pallet jack.


	Text15: Will be required to lift over 50 pounds.  Must be able to handle varying degrees of stress which is driven by the requirement to meet schedules.  Must be adaptable to fluctuating deadlines and schedules.  Will be required to visit individual schools and departments within the District.

Equipment used:  pallet jacks, fork lifts, hand trucks, and other materials handling equipment.  

INCLEMENT WEATHER DUTIES:
During inclement weather, snow, flood, ice, hurricane, etc., if you are required to perform pre and post preparation and recovery duties, if the communication indicates schools and offices closed, unless it specifies essential personnel, you need to report to work; unless your supervisor tell you not to.


