EAST CENTRAL REGIONAL LIBRARY
Position Description
Job Title:

Delivery Driver

Grade: 5

Exemption Status: Non-exempt

Department: Headquarters

Authorization:

Date: 06/25/98, Revised and
approved 6/9/08, 05/08/17
Job Specifications

Factor

Level

EDUCATION

High School or GED
Valid MN Driver’s License or be eligible for
one

JOB RELATED EXPERIENCE

3 years

SUPERVISION GIVEN

None

SUPERVISION RECEIVED

Assistant Director

Job Summary:
The Delivery Driver is responsible for loading, unloading, and transporting library materials and
supplies to the branch libraries of East Central Regional Library.
Physical Demands:
Daily requirements are sitting to drive the delivery van to the branches. Loading of the delivery
van requires bending, kneeling, pushing and pulling. Occasional lifting and carrying up to
30 pounds. Simple and firm grasping is required for controlling the vehicle while driving. The
position drives automotive equipment, and in so doing is exposed to dust, fumes, and gas, and
at times works in marked changes in temperature and humidity.
Essential Job Specific Duties:
1. Loads the delivery van in a manner that makes efficient use of space.
2. Enters each branch library in a safe manner and leaves the branch in the condition it
was found e.g. locked and lights off.
3. Delivers all materials labeled for a particular branch.
4. Picks up all materials from branches labeled for headquarters and other branches. Sorts
materials as needed.

5. Unloads the van at headquarters.
6. Refuels the van.
7. Washes the van.
8. Reports mechanical problems to the appropriate person.
9. Follows the delivery route to make the complete delivery run in the most efficient amount
of time.
Essential Associate Job Duties:
10. Improves him/her self in any way possible to enhance job performance.
11. Promotes ECRL, its mission, philosophies, values, programs and achievements to the
public and other employees.
12. Identifies organizational problems and opportunities for improvement and brings
solutions and suggestions to management’s attention.
13. Functions as a team member by assisting, supporting, and encouraging other
employees in any way possible.
14. Maintains working knowledge of software used by the library.
Non-Essential Job Duties:
15. Performs related work as required – willingly and eagerly.

