GOODWILL EASTER SEALS OF THE GULF COAST

Job Description

TITLE:
 

Customer Service Rep/Driver   

DATE WRITTEN:  08/2010

DEPARTMENT:
Contracts



SUPERVISED BY:  Contracts Manager
SUPERVISES:

Customer Service Rep/Helper 

STATUS:  Hourly, part-time 




Mission Contribution:

Fulfills the agency’s mission by providing world class customer so that contracts with businesses are serviced in a manner that will create more jobs for people with disabilities.
Function:

Responsible for the pick-up and delivery of data destruction containers to area businesses.
Essential Functions:                                                                                                                                                    
1. Ensures World Class customer service by providing efficient, responsive and courteous service to businesses and issues pick-up/delivery slip.
2. Drives a 20' van body vehicle in a safe and efficient manner, complying with all state, federal and local driving laws.


3. Collects and transports paper bins and hard drives from private businesses and other designated sites and safely returns to the GES warehouse in a secure manner, according to schedule.
4. Accurately and legibly completes information required on the work order receipt and submits to supervisor as scheduled.
5. Follows all security protocol in picking up, handling, transporting and delivering data.

6. Makes sure that containers are handled carefully to prevent dents and other marks which will blemish appearance.

7. Monitors and services truck for proper operation daily, informing supervisor of necessary repairs or safety hazards.
8. Monitors and orders first aid supplies and truck equipment from supervisor as needed.
9. Communicates regularly with supervisor regarding customer service issues, route progress and any variations in deliveries.


10. Maintains a clean and hazard free truck, using chocks when parking and safety straps to secure bins.
11. Keeps proper equipment in truck, as outlined in the transportation manual.


12. Observes safety procedures including wearing a back brace and using proper lifting techniques.


13. Regular attendance is required as outlined in Goodwill Easter Seals’ attendance policy.

14. Maintains GES standards for image including wearing a clean neat uniform and name badge 

15. Upholds the mission, vision and values of the agency and adheres to standards for conduct and professionalism.

16. Other duties as assigned.

Skills, knowledge and abilities: (these are required to enable job holder to perform the essential functions of the job).

1. Ability to pass a background check and drug screen and to be bonded.

2. Must be able to interact cordially and productively with a variety of people.                              

3. Must be able to market Goodwill Easter Seals and explain the mission to the general public.                     

4. Must be able to read, write and communicate clearly in English.

5. Must establish and maintain an effective working relationship with supervisor, employees and co-workers.


6. Must be able to work a flexible schedule based upon business needs.

7. Ability to function in a hectic work environment with occasional periods of high stress.

8. Must be able to follow instructions and read maps and/or GPS devices.

Experience and Education Requirements:  
High School diploma or GED preferred.  One year prior driving or transportation experience or training is required. Must have a valid state driver’s license and must be insurable through the company’s insurance carrier.  Must pass a drug screen.  CDL preferred.

Physical Requirements:

1. Must be able to lift and carry up to 50 lbs. frequently, and 100 lbs. with assistance, regularly.

2. Must be able to frequently bend, stoop, push up to 350 lbs. and stretch.

3. Must be able to engage in prolonged sitting while in a moving vehicle.
4. Must be able to see and read street signs and signals.

Working Conditions:

Extreme physical exertion, which requires the wearing of a back brace; exposure to inclement weather; exposure to fumes and noise from the truck; exposure to materials which may be unsanitary at times.

Critical Performance Factors:
1. Customer Service
2. Teamwork
3. Image

4. Safe, secure and timely delivery and pick-up of data

5. Continuation of contracts

I have read and understand this job description.  I have discussed this job description with the supervisor/manager who interviewed me.  If offered this position, I will be able to perform the essential functions of this position with or without accommodation.

Employee/Applicant: _____________________________________  

Date: _____________________
Supervisor/Manager: _____________________________________

Date: _____________________
