Fay Biccard Glick Neighborhood Center @ Crooked Creek

2990 W. 71st Street

Indianapolis, IN  46268

Phone: 317-293-2600       Fax: 317-293-2661

JOB DESCRIPTION

TITLE:

Bus Driver
FLSA STATUS:  
Hourly 
SUMMARY:  Under the supervision and direction of the Office Manager. The Bus Driver will pick up and drop off clients to attend programs and activities.    
SUPERVISES:  Does not directly supervise other employees
OVERALL JOB DESCRIPTION:

· Drive gasoline, powered 25 passenger bus to transport students between neighborhoods, schools, school activities, and programs.
· Pick up and drop off students at regularly scheduled neighborhood locations, following strict time schedules.
· Read maps, and follow written and verbal geographic directions.

· Maintain order among pupils during trips, in order to ensure safety.

· Prepare and submit reports that may include the number of passengers or trips, hours worked, mileage, fuel consumption, and/or fares received.

· Operates the vehicle safely over an assigned route, picking up and delivering only authorized students at assigned bus stops, and watches to ensure that no one hurrying for the bus is left behind.


RESPONSIBILITIES:

· Report any bus malfunctions or needed repairs.
· Report delays, accidents, or other traffic and transportation situations, using telephones or mobile two-way radios.

· Plan, design and produce events while managing all project delivery elements within time limits

· Check the condition of a vehicle's tires, brakes, windshield wipers, lights, oil, fuel, water, and safety equipment to ensure that everything is in working order.
Conduct market research, gather information and negotiate contracts prior to closing any deals

· Comply with traffic regulations in order to operate vehicles in a safe and courteous manner.

· Follow safety rules as students are boarding and exiting buses, and as they cross streets near bus stops.
· Ensure compliance with insurance, legal, health and safety obligations

· Regulate heating, lighting, and ventilation systems for passenger comfort Conduct pre- and post – event evaluations and report on outcomes

OTHER DUTIES

· Performs any other related duties as assigned by the Executive Director 

SKILLS AND SPECIFICATIONS

· Excellent oral and written communication skills 

· Ability to represent the agency to internal and external audiences through public speaking experiences

· Self-directed and motivated

· Excellent organizational and time management skills
MINIMUM REQUIREMENTS: 

· Must possess a high school diploma or GED. 

· Must possess a valid commercial driver’s license or chauffer license to operate a bus.

· Must possess basic first aid and  CPR certification (obtain upon hire)
· One to three years’ experience of driving

· Flexibility in working hours to accommodate organization needs

· Ability to pass fingerprint clearance test for all appropriate agencies (such as FBI, Department of Justice, and Child Abuse Index Services)

WORK ENVIRONMENT:

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

· The work environment includes work in a standard office environment.     
· The work environment also includes work in participants’ homes and at other outside locations for meetings and events  

· The employee may be exposed to outdoor weather conditions due to travel.   

PHYSICAL DEMANDS:
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

· The employee must occasionally lift and/or move up to 50 pounds.

· Specific vision abilities required by this job include close vision, distance vision, peripheral vision, depth perception and ability to adjust focus.

· While performing the duties of this Job, the employee is regularly required to sit, stand, walk, talk, listen, use hands to finger, handle, or feel, and reach with hands and arms.

· The employee may be required to stand for periods of one hour or longer.
