Manitowoc-Calumet Library System

Position Description

Title:  Driver 
Reports To:  System Director

General Description

Under the general direction of the MCLS Director or Administrator, the driver functions as a highly visible employee for MCLS, making contact with all member libraries and other agencies served by the System, and serves as a conduit of information between MCLS and delivery locations.  This employee is responsible for the safe and expeditious delivery of Interlibrary Loan (ILL) materials (books, media, equipment, and other items) on a set schedule, which covers a 120-150 mile route throughout Manitowoc and Calumet counties.  Part-time, working 40 hours per two-week pay period on a flexible schedule, which may vary from week to week.  May be divided between two drivers.  May also be on-call.
Specific Duties

The following list identifies principal duties and responsibilities of the job.  It is not a definitive list and other similar duties may be assigned.  An asterisk (*) before any of the following items indicates duties and responsibilities, which are not “essential functions” of the job as, defined by the Americans with Disabilities Act.

1. Delivers bins of ILL material (books, media, equipment, and other items) on a set schedule on a 120-150 mile route throughout Manitowoc and Calumet county, records and reports mileage, counts and records items in delivery, and makes brief reports related to delivery duties
2. Loads and unloads vehicle
3. Maneuvers bins of materials and other objects using handcarts or library carts when needed.

4. Carries bins and other objects up or down steps when needed
5. Balances and arranges materials within vehicle to equalize load and deliver efficiently
6. Sorts materials en route and at the end of the delivery route in order to increase efficiency of delivery time and the ILL clearinghouse function
7. Negotiates transfer of other material with specific instructions as needed
8. Performs basic maintenance on vehicle (pump gas, clean windshield, check oil, check air pressure on tires, clean interior, take to carwash, and other duties as needed)
9. Reports other maintenance or repairs needed to supervisors
10. Delivers mail to post office, perform other errands as assigned, and take vehicle to shop for repairs when needed
11. Pays attention to road conditions and severe weather reports and takes prudent action
12. Uses mobile phone in emergencies only; when vehicle is not in operation
13. Reports accidents immediately to proper authorities and to supervisors
14. Reports citations immediately to supervisors
15. Orients substitute drivers to delivery route and delivery procedures as needed
16. Supplies delivery materials to member libraries when requested
17. Performs other duties as required by MCLS including, but not limited to, recycling cardboard and shredding paper
Working Conditions

1. Usually works in van, but also has shared-office environment with staff and public contact
2. Usually lifts and/or transports objects weighing up to 55 pounds at least 100 yards and up or down at least one flight of stairs; pushes or pulls carts loaded with materials weighing more than 150 pounds.  Retrieves and/or shelves objects weighing up to 55 pounds from all shelving levels

3. Occasionally works with equipment and performs procedures where carelessness may result in minor cuts, bruises, or muscle strains  

Requirements

1. Valid Wisconsin driver’s license and clean driving record
2. Successful criminal history background check
3. Ability to lift and carry up to 55 pounds at least 100 yards and up or down at least one flight of stairs, and move carts with loads weighing more than 150 pounds
4. Ability to work independently and manage time efficiently

5. Good communication skills, both written and oral

6. Ability to develop communication and understanding with member libraries

7. Capacity to work under conditions described in “Working Conditions” section, above

Desirable Background

Experience driving a delivery route

Function of the Position Description

This position description has been prepared to define the general duties of the position, provide examples of work and to detail the required knowledge, skills and abilities as well as the acceptable experience and training for the position. The description is not intended to limit or modify the right of MCLS to assign, direct, and control the duties of employees.  The Manitowoc-Calumet Library System retains and reserves any and all rights to change, modify, amend, add to or delete from any portion of this description in its sole judgment.  This job description is not a contract for employment, and is an at-will position.

The Manitowoc-Calumet Library System is an equal opportunity employer and in compliance with the Americans with Disabilities Act.  MCLS will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective and current employees to discuss potential accommodations with the Library Director.
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