
  

HR Form, Revised 2/28/2014 

Position Title:       PCN:       

Department/School: 
      
 

Location/
Address:       

Reports to(Title 
only):       Work 

Hours       am      to           pm 

Salary/Position 
Category:  Non-Certified Administrator       Certified Administrator       Non-Exempt Hourly       Teacher 

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 Support Driver
	PCN: 
	DepartmentSchool: Facilities Maintenance & Asset Management
	Location Address: 3999 Bridgeview Drive
N. Charleston, SC 29405
	NonCertified Administrator: Off
	Certified Administrator: Off
	NonExempt Hourly: On
	Teacher: Off
	NonCertified Administrator Certified Administrator NonExempt Hourly TeacherTravel Required: Continuous daily travel throughout the district
	undefined: Off
	undefined_2: On
	JOB PURPOSEREASON EDUCATION High School Diploma or Equivalent Associates Degree Bachelors Degree REQUIRED QUALIFICATIONS Masters Degree Other EXPERIENCE  TRAINING: 1) Ability to drive large trucks with five-speed manual transmission
2) Must be able to frequently lift 50 lbs. or more
3) Ability to operate material handling equipment


	High School Diploma or Equivalent: On
	Associates Degree: Off
	Bachelors Degree: Off
	Masters Degree: Off
	Other: Off
	Department Head: 
	Date: 
	AssociateChiefExecutive Director: 
	Date_2: 
	Superintendent if applicable: 
	Date_3: 
	Human Resources: 
	Date_4: 
	Work Hours: 8:00
	JOB PURPOSE/REASON: To load and unload CCSD & vendor vehicles. Deliver supplies, equipment and furniture to and between schools and offices within CCSD.
	PRIMARY POSITION RESPONSIBILITIES: 
	Text15: Valid SC Drivers License
DMV Check will be completed
	Text16: Ability to operate a personal computer for the purpose of sending and receiving emails, accessing work orders and filling in forms. 
Ability to operate material handling equipment 
	Text17: 
	Text18: 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 suppliers, 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;
5) Perform duties of courier in their absence or as needed;
6) Assists with internal moves of school and offices;
7) Supervises temporary help;
8) Assists receiving clerk in unloading trucks of incoming supplies and furniture;
9) Assists with annual inventory
10) Assists Property Management personnel with inventory at storage sites;
11) Delivers and sets up for special programs at schools
12) Assists in set-up for surplus sales
13) Assists warehouseman in filling or orders when needed
14) Performs duties of warehouseman in their absence 
15) Operates material handling equipment such as forklift or pallet jacket; and
16) Performs additional duties as assigned.
	Text19: Heavy Work: Exerting up to 100 pounds of force occasionally, and/or in excess of 50 pounds of force frequently, and/or in excess of 20 pounds of force constantly move objects; ability to climb, stoop, knell, crouch, crawl, reach, stand, walk, push, pull, and lift; ability to see, hear, talk, repetitive motions of the wrist hands, and/or fingers, minimum driving standards as required by SC state law; subject to extreme cold, heat, noise and atmospheric conditions.
	Position  of days: 240
	NonCertified Administrator Certified Administrator NonExempt Hourly TeacherPosition type Grade to be completed by HR: A12
	Reports toTitle only: General Services Manager
	LICENSINGCERTIFICATION OTHER SKILLSREQUIREMENTS PREFERRED QUALIFICATIONS SUPERVISION RESPONSIBILITY IF APPLICABLE Direct Reports  of nonexemptclassified  of exemptadministratorsteachers Indirect Reports  of nonexemptclassified  of exemptadministratorsteachers PRIMARY POSITION RESPONSIBILITIES: 1) Works under the control and supervision of the General Services Manager
2) Assists in the transportation and delivery of supplies and materials withing CCSD
3) Learns routes, schedules and locations of all schools and offices in the CCSD area;
4) Operates heavy delivery vehicles, vans. Maintain records such as a vehicle logs and records of cargo;
5) Operates material handling equipment under the direct supervision if the General Services Manager;
6) Maintains vehicles to present a neat and clean appearance;
7) Must maintain a valid South Carolina drivers license at all times, and an adequate driving record; and 
8) Inspects and maintains vehicle supplies and equipment, such as gas, oil, water, tires, lights, and brakes in order to ensure that vehicles are in proper working condition. 
	Work Hours2: 5:00
	Text1: 
	0: 
	0: 
	1: 

	1: 
	0: 
	1: 




