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Job Description

	Job Title: 

Driver/Program Assistant
	Department:

TAP



	Reports to: 

Director of TAP Program / Transportation Director
	Effective Date:

07/06/2023


JOB SUMMARY:
   Plays an important part on the CARING team by providing transportation for clients to attend program, and assisting in other ways with daily program duties and activities      
QUALIFICATIONS:  
· Valid New Jersey driver’s license, must possess a valid (CDL) commercial driver’s license class “A, B, or C” with passenger endorsement in good standing.

· Must be a careful driver with passenger driving experience.

· Able to read and understand English.

·  Able to accept supervision, and function independently.

· Driver must be familiar with the Atlantic County area of New Jersey

GENERAL RESPONSIBILITIES AND DUTIES:

· Drives CARING Clients in the assigned vehicle to and from Program.  Drives clients on other program outings (trips). Drives on other errands to stores, or to other destinations as assigned using safe driving practices.
· Knowledgeable about the operations of both passenger and wheelchair vans always using correct procedures operating the wheelchair lifts on vehicles.

· Greets all clients in a cheerful manner at their homes, must go to client’s home and escort clients to/from vehicle/center/home, helping them in the vehicle, assuring that their and careful at all times.

· Must complete manifests and daily vehicle checklists in the proper manner, report problems regarding vehicle safety or needed repairs/maintenance to the Transportation Crew Chief or Director.

· Assures Cleanliness of the vehicle clean inside and out.

· Transports food or other supplies or mail if requested.

· Attends all scheduled in service education sessions and training classes such as CPRT/FA Passenger Assistance Training, Defensive Driving, and other trainings specific to TAP as required to maintain proficiency in on-the-job skills.

· Assists daily with serving lunch, feeding clients, and center cleanup.
· Assists daily with toileting/diapering, dispensing medicine, and all activities of daily living.

· Ability to follow company policies, verbal instructions, written rules, regulations and supervisor’s directions.

· Performs other duties as assigned by their Director of Transportation and Program Administrator.

· Must meet the Department of Transportation CDL requirements and pass substance abuse screening: as a safety sensitive employee subject to random substance abuse screening under company policy.

· Cooperates with the licensee and the Department of Human Services staff during any inspection or investigation.

· Must successfully complete required DDD Pre-Service Trainings (Overview of Developmental Disabilities, Medication Administration Training, Preventing Abuse and Neglect) and American Red Cross Standard First Aid Training and Cardio-pulmonary resuscitation training within 120 days of employment.  

· Must successfully complete Crisis Management or related Behavioral Intervention training as approved by this agency.  

· Must keep mandatory certification requirements (i.e. First Aid, C.P.R., TB testing, Medications Training Annual Review, etc.) current and up to date according to licensing standards.

· Must be fingerprinted every two years for DDD State and Federal Criminal Background check requirements.

· Must disclose to CHP Administration any criminal charges or convictions prior to or during employment; and also Motor Vehicle moving violations and suspensions during employment.
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