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Senior Trainee Assignment Description


	Senior Trainee Name:
	Position Title: Van Driver/Janitor


	Host Agency Name:
	Assignment Date:


	Assignment Location (Address)
Physical: ______________________________________

Mailing: ______________________________________

City: ______________ State: AL  Zip Code: __________

	Phone Number: (334) ________________________
Fax Number: (334) __________________________




	Assignment Objective: Provide Driving training skills to assist Mr./Ms. ________________ locate employment in the public or private sector.




	Work Days/Hours:  Monday Hours: ______am- ____ pm; Tuesday Hours: ______am- ______ pm;   Wednesday Hours: ______am-  ______ pm;
Thursday Hours: ______am- ______ pm;  Friday Hours: ______am- ______ pm;  Saturday Hours ______am- ______ pm;  Sunday Hours: ______am- _______pm.   Wage Rate:    Hourly $7.25    (Must equal no more than 19.75 hours per week


	Supervision:   Mr./Ms. _________________ or her designee will provide supervision during this assignment 


	Requirements: (i.e., Should include areas such as Mopping, Driving, Heavy Lifting, Etc.)
Valid driver’s license and automobile insurance: ability to drive van pick-up and delivery of clients at their homes. Fuel or re-fuel vehicle as needed or required. Verify maintenance of vehicle and clean vehicle as required. Assist with kitchen set up, food preparation, and kitchen cleanliness after driving duties are completed. Lift approximately 15 pounds


	Assignment Duties: Deliver homebound meals as needed or required. Verify mileage and turn in records or reports on a daily basis. Assist with homebound meal preparation and delivery of homebound meals. Ensure clients are seated and follows drivers safety instructions when driving van. Follow local, state, and federal traffic laws when picking up or delivering clients to their home or the senior center.  Assist with kitchen set up, food preparation of homebound meals, serve clients, and kitchen cleanliness when driving duties are completed. Fuel or re-fuel van as required. Assist senior center director with activities such as games, and other events or outside activities. Provide vehicle maintenance and mileage information to the senior center director for monthly reports
· Additional Information: (O*NET Knowledge, Skills, and Abilities):

(Obey traffic laws and follow established traffic and transportation procedures; (Turn in receipts and money received from deliveries; (Read maps and follow written or verbal geographic directions; (Verify the contents of inventory loads against shipping papers; (Load and unload trucks, vans, or automobiles; (Drive vehicles with capacities under three tons to transport materials to and from specified destinations, such as railroad stations, plants, residences, offices, or within industrial yards; (Maintain records, such as vehicle logs, records of cargo, or billing statements, in accordance with regulations; (Inspect and maintain vehicle supplies and equipment, such as gas, oil, water, tires, lights, or brakes, to ensure that vehicles are in proper working condition; Present bills and receipts and collect payments for goods delivered or loaded; (Report any mechanical problems encountered with vehicles; (Perform emergency repairs, such as changing tires or installing light bulbs, fuses, tire chains, or spark plugs; (Report delays, accidents, or other traffic and transportation situations to bases or other vehicles, using telephones or mobile two-way radios;  (Use and maintain the tools or equipment found on commercial vehicles, such as weighing or measuring devices; (Service, clean, or supply restrooms; (Clean building floors by sweeping, mopping, scrubbing, or vacuuming; (Gather and empty trash; (Follow procedures for the use of chemical cleaners and power equipment to prevent damage to floors and fixtures; (Mix water and detergents or acids in containers to prepare cleaning solutions, according to specifications; 
· Active Listening — Giving full attention to what other people are saying, taking time to understand the points being made, asking questions as appropriate, and not interrupting at inappropriate times.

· Monitoring — Monitoring/Assessing performance of yourself, other individuals, or organizations to make improvements or take corrective action.

· Reading Comprehension — Understanding written sentences and paragraphs in work related documents.


Host Agency Health and Safety Consultation/Orientation (Completed By the Host Agency Supervisor during the Orientation) (Date) _________________
Are you capable of performing the essential duties and requirements of this position - FORMCHECKBOX 
 with or  FORMCHECKBOX 
 without- reasonable accommodations? 
Initials (Senior Trainee) ________ (Date) __________
 FORMCHECKBOX 
 Use of cleaning chemicals
 FORMCHECKBOX 
 Heavy lifting
 FORMCHECKBOX 
 Severe/Inclement Weather 
 FORMCHECKBOX 
 Evacuation: Fire/ Emergency
 FORMCHECKBOX 
 Van/Bus Driving Safety  FORMCHECKBOX 
 Office Safety  
 FORMCHECKBOX 
Inclement/Severe Weather   FORMCHECKBOX 
Dress and Appearance (Example: Proper Shoes, Appropriate Clothing, Safety Equipment) 
 FORMCHECKBOX 
 Use of Cell Phones while at my Assignment  FORMCHECKBOX 
 Reporting of workplace injuries at my assignment  FORMCHECKBOX 
 Increased responsibilities at my assignment.
I have participated and have discussed my duties and requirements for this position of Van Driver/Janitor at ______________________ on this date: __________.

_______________________________________________________


________________________________________

(Senior Trainee Signature)








 (Host Agency Supervisor’s Signature)

Senior Employment Program Office Use Only:
Job Ready Performance Evaluation:
Evaluation Date _____________ Senior Trainee’s Initials _________ Host Agency Supervisor Initials ________
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