
Driver/Cust9di1n CAA-CSS/1
Community Action Agency-Community Social Service Pay Grade: N/A

~~~:1:~::::tl::o the Community Support Services Manager and is responsible to ilie position
demands on.a high 19velof cleanlines~ and orderly .arrangement of ~.A.A. property; and will han~le del~very of
documents, information and transportmg C.A.A. clients to Commumty Centers and any other duties assigned by
the Program Marlagdr.

~1~~::~t:~portation of C.S.S. clients who need tins ser~ice to ~d from ilie neighborhood
centdrs.

• Will rl ar' tain C.A.A. VanIV ehicle in proper condition, insuring all maintenance is in place and up to
date.

• Sweep, fOP, mow lawns (at neighborhood centers), periodically wash, clean and polish- vehicle(s),
glasl' furniture and wall fixtures.

• Relove trash from buildings for proper disposal.

• Keej daily records of travel mileage and gas consumption.

• Wil work and assist other C.A.A. programs/departments as needed.

• Pe f~other duties assigned by Program Manager/Supervisor.

• Performs any other duties as assigned.

1I!c~"""""'~;;'r'1~:~C'/TTT;b":D~'DVVTiTTE P'''SITIONl!&{e%!i~lUl~:~;!B~br~;;L~~L!;J.:~~'~"l:':iSI"1.£.',-!" " ;",' .

• Ability ,0 communicate in English and Spanish.

• Knlwledge of Webb County service areas, preferred.

• Ab~ to work flexible schedules and follow standard program procedures.

• Abillities to work with other department(s) personnel.

• ReqillrL to have both written and verbal communication skills.
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• Required that he/she maintain all local, state and federal qualifications for the position of

DriveJ Cu todian on an annual basis.

• capaile 0 working irregular hours when necessary and often standing for long periods of time.

• Must have ability to manage time effectively and efficiently; and good interpersonal skills.

k~SU~Ell:~I~'0Ri~:'0N;TR.0tS:' '. C'.

~os;:::;~be:J:iseddire:tIY by the SupportServiceManager.Must work under generalsupervision,
except where stand ,d practice enables himlher to proceed alone for routine work.

!:=:t:r:::;::~Cies and proceduresand tr~fic laws.Th~seguidelines are generallyclearand
specific, but mal require some interpretation in application.
~""~"'-"-","~"'~-'-.....,..~ J -"-..--,r '. • ,... . "'. ...,

~U::::;~::porting C.A.A. clientsto centers.Drivingand the safetyof clientsalong
with bcc~sional heavy traffic contribute to the complexity of the position.

o The p~ose of this position is to assist the departmentby transporting clients, delivering
information/picking up documentation and being able to perform other assigned duties.

• Contact are typically with co-workers, program participants, volunteers, and members of the
genJral public.

o conLtl aretypicallyto provideservices.
:···.··.'·.F , ,.....•..••...L .j...y........ ": '.':'" .." . ..

~~I~:tfPt~::n:=:::::::eriOdS of time.

o MUrb1ableto lift 50 lbs.

• Mu t b ' able to work outdoors as needed.

None. I

• Mu~t possess a valid and current Texas driver's license.

• DJg ld Alcohol Policy applies to this job. Pre-employment drug/alcohol testing, Motor Vehicle
Retord (MVR) and criminal background checks are required.

• Th~sposition is covered under Civil Service; however, all other Webb County policies apply.
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• Must fav, a High School Diploma or GED from an accredited institution.

• Some jO ledge/experience in driver/custodian, preferred.

• Minimum of two (2) years' experience as driver or custodian, preferred.

~it=p::=g~velucl~preferrro.

The undersigned have, read, discussed and understand the full meaning of this job description and agree
to abideIYar terms and conditionshereinexpressedor implied.

Page 3

Employee's :ignature Print Name Date

Supervisor's Signature Print Name Date



Staff Source:
Ricardo D. Martinez
Webb County Community Action Agency

COMMISSIONERS COURT AGENDA ITEM

Date ~ub~itted:
Janur 2,,2016

Proposed for Agenda of:
February 8, 2016

Initiafed lBy:
Ricardo p. Martinez
Webb County Community Action Agency

Entitj/ojganization
Subject: I
Discussion and possible action to modify and fill the following Driver/Custodian Job
Desctiptibn with slot #9399 under Community Support Services at Community Action
Agency.

-I 1 Slot #9399 Full-Time Driver/Custodian with benefits @ $10.87/hr

Req~estid by Ricardo D. Martinez Account Number 920-0112-5001

Bac}(gr~und:
Slot Inumber 9399 is vacant. A full-time Driver/Custodian is needed to fill this
position
Issu~: Slot #9399 is currently vacant and job description needs modifications.
Solutiori: Request is being submitted for Commissioner's Court approval to fill slot
and Imo~ify job description. Once approval is obtained from Commissioner's Court
mod1ifications for the job description will be taken to civil service for certification.
Result: /The filling of slot #9399 will allow department to effectively continue the
flow!of work for the Community Support Service Program and the modifications of
the job Idescription will be certified meeting all Human Resources and Civil Service

I. h. treqrre, en s.

Preyiou s Court Action:
None

1

Financial Impact:
INone

Budget Account Number:
Fund n~ber: 920-0112-5001
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