JOB POSTING

Title:	  	Bus Driver
Status:   	Part Time, Non-Exempt
Reports To:   	Transportation  Coordinator



Primary Function of the Position

This position is responsible for the safe delivery of passengers from home to destination and back home by adhering to a scheduled route.  They are responsible for following all traffic and organization regulations, and driving in a professional, calm manner.  The bus driver becomes a major determiner of a “good day” for his/her riders.  


Major Position Responsibilities

1. Main Tasks:  

Transportation functions

1. Observe all Department of Motor Vehicle rules and regulations and speed limits.
1. Routinely inspects the vehicle’s interior and exterior (e.g. van cleanliness; headlights; turn signals; brakes; tires; vehicle damage) and immediately notifies Transportation Coordinator if there are problems, including any type of accidents.
1. Oversee to ensure the inside and outside of the vehicle is properly cleaned, fueled and maintained (e.g. regularly checking oil, transmission fluid, etc).
1. Document on a transportation log  all transportation activities (e.g. date, to/from, who or what program transported and total mileage per activity) to submit in to Transportation Coordinator
1. Ensure the safety of passengers at all times
1. Completes weekly and daily scheduled maintenance tasks
1. Report high priority maintenance needs to Transportation Coordinator in a timely manner
1. Fulfills other tasks and assignments that enable the agency to fulfill its mission in the community.  

1.  Training

· Regularly meets with Transportation Coordinator to address programmatic issues which lead to the continuous improvement of the agency.
· Participate as an effective member of the staff team that is committed to the agency’s mission and works collaboratively across agency 

1. Strong Team Player: Contributes to the overall effectiveness of the agency in fulfilling its mission and objectives

· At a minimum, participates in weekly leadership team meetings to promote effective communication and the delivery of administrative services that support agency programming
· Represents and promotes the agency’s mission and programs in a variety of public settings (foundation site visits, public presentations, employers, agency network meetings, etc).
· Fulfills other tasks and assignments that enable the agency to fulfill its mission in the community

1. Customer Service: Role models a customer oriented service philosophy at all times.

· Models customer service to all clients/customers by showing courtesy, respect, honesty, confidentiality, and professionalism.
· Knows and follows the HAP Customer Service Policy.
· Ensures that all your staff understands and comply with the HAP Customer Service Policy.

6)     Adherence to HAP policies:
· Knows and follows the HAP Employee Handbook.
· Ensures compliance with all contract regulations and government laws.


Position Specifications: Skills, Knowledge and Abilities
Knowledge of hazardous cleaning supplies/chemicals and their proper usage
Ability to lift 50 or more pounds and possess the strength, i.e. bus tires, stamina and mobility to perform physical work both indoors and outdoors
Ability to maintain clean driving record (e.g. no violations and/or accidents)
Knowledge and skills in operating a 15-passenger vehicle
Ability to communicate effectively with diverse agency clientele
Ability to maintain a consistent maintenance schedule and a transportation log
Ability to pass Department of Transportation requirements for bus driving
Ability to participate and pass random Drug/Alcohol testing

Required Education and Experience

High School Diploma or GED. Must have a current MN Drivers License with no violations in the previous two years; Commercial Driver’s License, Class B with Passenger Endorsement; multi-lingual is a plus

Send resume to: hr@hmong.org

	
