POSITION DESCRIPTION

I.   IDENTIFYING INFORMATION
     POSITION TITLE:     Transporter/Bus Driver

     STATUS:                  Part-Time; Non-exempt
     SECRETARIAT:       Catholic Charities Indianapolis, Inc. 
     REPORTS TO:         Coordinator of Activities; Program Director
 II. PRIMARY FUNCTIONS
     The Transporter (Bus Driver) provides transportation and support services 

     for frail elderly persons with cognitive and physical impairments related to
     attendance at A Caring Place Adult Day Services.

III. POSITION CONTENT
     A.   Major Responsibilities and Regular Activities

           1.   Schedule all new participants, when applicable, into the transportation     

                 system by request of the Coordinator of Client Services and/or Program 
                 Director. 
           2.   Transport participants from their homes to A Caring Place, and vice       

                  versa at the end of the day of attendance.

           3.   Document all incidents and complete a Risk Management Form      

                 after reporting to site personnel, participants, or family, if appropriate,  
                 and defer incident to the Program Director or designee.
           4.   Take van for service at appropriate intervals, or upon request.

           5.   Assist in maintaining cleanliness of vehicle, inside and outside, at all 
                 times.

           6.   Maintain records for mileage, gas, service, and daily upkeep.  File

                 logs in an appropriate manner and place.



7.  Follow all rules of confidentiality and HIPAA as related to job 

                 performance and participants.

8.  Follow the Code of Conduct as set forth by Catholic Charities  

                 Indianapolis, Inc.

            9.  Abide by all rules of confidentiality and HIPAA regulations.

           10.  Abide by all Clients’ Rights.  

           11.  Participate in all In-House in-service trainings.

           12.  Perform other duties as deemed necessary for successful operation of 

                  the program.
IV. POSITION SPECIFICATIONS/REQUIREMENTS
 A.  SKILLS, KNOWLEDGE AND/OR REQUIREMENTS
             1.  Genuine interest and ability to work with the elderly population in a

                  sensitive, mature, and enthusiastic manner; general knowledge of

                  physical and mental impairments in the elderly.
              2.  Knowledge of Indiana driving laws and regulations and of general    
                   geographic location in which the bus is to be driven.

              3.  Satisfactory driving record as demonstrated by a current BMV

                   printout.

              4.  Ability to perform work independently and use sound judgment in    

                   emergency and other situations.

              5.  Good communication abilities, with calm, peaceful demeanor.

              6.  Flexibility, initiative, creativity and willingness to work as a team 
                   member.  
              7.  Skill in working with people and maintaining records.

       B.   EDUCATION, TRAINING AND/OR EXPERIENCE
              l.   Must be a high school graduate or equivalent.

              2.  Chauffeur’s license and satisfactory BMV clearance required.

              3.  Must be willing to take Safe Driving Techniques course, CPR and

                   First Aid.

V.   WORKING ENVIRONMENT
       A.   Bus Driver will provide escort service for participants to and from A Caring 
              Place Adult Day Services.

       B.    Bus Driver will drive for scheduled field trips, as requested.  Each driver  
              will be given advance notice of trips where they are requested to drive.

I have read and understand the Transporter/Bus Driver Description as described above.
Signed:  _____________________________________________________________________



Printed Signature:  ___________________________________________________________





Date:  _______________________________________________________________________
Witness:  _____________________________________________________________________
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