13170

CLERK/DRIVER
KIND OF WORK:  This is manual and clerical work in the safe and efficient operation of a bookmobile or other vehicle.

DISTINGUISHING FEATURES OF THE WORK:  An employee in this class is responsible for operating the vehicle, performing routine maintenance and keeping statistics and records on activities.  Work is performed in accordance with established guidelines and procedures under the general supervision of a designated superior.

EXAMPLES OF WORK:  (Any one position may not include all of the duties listed nor do the listed examples include all tasks which may be found in positions of this class.)  Drives a bookmobile or similar sized vehicle to scheduled stops; ensures that the vehicle is maintained in good operating condition; discusses books with patrons to help in making selections; performs routine circulation duties including charging books, recordings and related library materials, shelving books and assisting patrons in locating materials; drives delivery vehicle to scheduled stops; delivers bins of materials; empties book drop bins; delivers bank deposits and mail; retrieves and delivers supplies; operates a bus and transports passengers to various points of interest; transports senior citizens to and from center, to offices and business establishments to keep appointments and to recreational activities; writes letters, makes phone calls and performs a wide range of clerical services for senior citizens; assists in the operation of printing equipment; maintains records and prepares mileage reports; keeps daily statistics to compare bookmobile circulation with branches; performs related work as required.

ESSENTIAL REQUIREMENTS OF THE WORK:  Good knowledge of traffic rules and regulations; good knowledge of the occupational hazards and necessary safety precautions in the operation of a bookmobile or bus; ability to learn assigned clerical tasks within a reasonable time; ability to adhere to prescribed routines; ability to operate common office machines; ability to follow oral and written directions; ability to safely operate a bookmobile, bus, or similar sized vehicle; ability to make minor repairs and adjustment to equipment; ability to prepare and maintain records; ability to establish and maintain effective working relationships with other employees and the general public.

MINIMUM QUALIFICATION REQUIREMENTS:  Graduation from a standard senior high school, or the successful completion of the General Educational Development (GED) test, and preferably a minimum of one year experience in clerical work and in the operation of a bus or similar sized equipment; or a combination of education and experience equivalent to these requirements.

SPECIAL REQUIREMENT:  Must possess a driver’s license from state of residence.  May be required to possess a commercial driver’s license with appropriate endorsements, including air brake endorsement, if applicable.
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