	CONNER INDUSTRIES

	Position Description / Employee Interview Form   No. 200.4020

	TRUCK DRIVER   

Name:  ________________________________________________

Hire Date:  ____________________________________________

Evaluation Date:  ______________________________________

a.  [  ] Introductory                                               

b.  [  ] Semi-Annual                                                   

c.  [  ] Transfer                                                 

d.  [  ] Other: _________________________________________            

I have reviewed these job requirements and verify that I can perform the minimum requirements and essential functions of this position.  I further understand that my immediate supervisor will periodically evaluate my performance based on the duties and standards contained in this position description.
Employee Signature:
Date:





	FLSA Status:
	[  ] Exempt (Manager)
	[  ] Non-Exempt

	Position Purpose

	This position is responsible for safely hauling heavy equipment, tools & supplies to & from job locations as instructed by the Equipment Manager to support field operations; The Driver loads, secures, unloads, delivers, and picks up heavy equipment, etc.; performs pre-, inter- & post- trip inspections to tractors & trailers in compliance with federal, state and local laws; checks loads for accuracy; is familiar with the JSA on each project; fuels up vehicles & equipment; performs routine maintenance & preventive maintenance to truck, trailer and forklift; maintains proper documentation per DOT regulations, and properly operates vehicle during shift and tags out vehicle at end of shift; complete runs to the department’s time, budget, safety, quality, and customer service standards; checks loads against paperwork, completes tickets, keeps logs, and turns in paperwork daily.  Keeps vehicle interior clean, and assigned tools & supplies orderly.  Assist other drivers, as needed. Attends monthly safety meetings. This position consists of multiple tasks to complete assignments under budget and to the Company’s time, safety, quality, customer service, and budgeted standards.  Performs other assigned duties, as requested.

	Position Qualifications

	Age: 21 years of age.

Education Requirements: High School Graduate or working towards GED.
General Requirements: Good attendance / appearance & personal hygiene / oral & written communication skills; positive attitude; strong work ethic; ability to perform required job duties or manual labor for extended periods of time; works well with others; prepare accurate, timely & complete reports; complete tasks with minimal supervision.  Proper usage and maintenance of company assets. Attention to detail; good communication skills; basic math skills; confidentiality; routine maintenance / preventive maintenance of truck, trailer, and equipment; good sense of direction; protection of company assets; defensive driver. 
Experience Requirement: CDL driving / OJT training; safety training; knowledge of defensive driving and unique truck maneuvers; ability to perform routine maintenance, periodic inspections, and preventive maintenance; formal forklift and other heavy equipment operations training.  

	Preferred:  Driving School Graduate, and previous experience in a similar work environment preferred.

	Licenses/Certificates:  Valid Class “A” CDL Driver’s License. Forklift and Other Conner Industries Heavy Equipment Certified.  Corrected 20/20 Vision.  Required Safety / PPE Training and Current Health Card.

	Working Conditions:

	Drives in company vehicle for extended periods of time.  Loading, unloading material, equipment, tools and supplies at various field locations and in yard.  Weather road / / field conditions may be hot, cold, noisy, windy, icy, dirty, bug infested, dusty, slippery, and, generally speaking, dangerous to work in at times.  Additional hazards associated with transporting heavy equipment, materials, etc. on the road.  


	Work Schedule:

	Varies based on workload. Generally, five-(5) to seven-(7) days per week, and up to eight-(8) to twelve-(12) hours per day.

	PHYSICAL ABILITIES REQUIREMENTS

	Activity
	Occasionally
	Frequently
	Continuously
	
	% of hrs.
	

	
	(1-33%)
	(34% to 66%)
	(67% to 100%)
	
	
	

	a. Sitting
	
	
	X
	
	
	

	b. Walking
	
	X
	
	
	
	

	c. Standing
	
	X
	
	
	
	

	d. Bending
	
	X
	
	
	
	

	e. Squatting
	
	X
	
	
	
	

	f. Climbing
	
	X
	
	
	
	

	g. Kneeling
	
	X
	
	
	
	

	h. Twisting
	
	X
	
	
	
	

	i. Lifting (0-50 lbs)
	
	X
	
	
	
	

	j. Lifting (50+ lbs)
	X
	
	
	
	
	

	k. Carrying (0-50 lbs)
	
	X
	
	
	
	

	l. Carrying (50+ lbs)
	X
	
	
	
	
	

	m. Pushing (0-300 lbs)
	X
	
	
	
	
	

	VISUAL AND HEARING REQUIREMENTS

	Yes
	Must be able to see with corrective eye wear.

	Yes
	Must possess the sense of smell to detect smoke and other dangerous conditions.

	Yes
	Must be able to hear clearly with assistance.

	Other
	May be exposed to outdoor environment, weather, and products in the yard, blending plant, warehouse, and in the field.
May be in contact with employees and/or customers under a wide variety of circumstances.

Able to handle emergency or crisis situations.

May be occasionally subject to irregular hours.

May be required to wear protective equipment as necessary.
Must be able to pass an annual physical and periodic drug test.

	I have reviewed these job requirements and verify that I can perform the minimum requirements and essential functions of this position.

	Legal Disclaimer:  This is not a contract of employment and job duties and responsibilities may change and additional job duties may be requested.



	Employee Signature:


	Date:
	

	STANDARDS FOR POSITION RESPONSIBILITIES AND EVALUATION RATINGS

	Indicators of Performance Level

	1 – 3
	Unacceptable
	Often fails to complete work on time:  errors and mistakes are common.  Work requires close supervision on consistent basis, no follow through, lacks conscientious approach to job.

	3 – 5
	Needs Improvement
	Work is usually completed on time:  may occasionally miss deadlines or produce work of unacceptable quality.  Needs close supervision on complex tasks.

	5 – 7
	Meets Requirements
	Volume of work produced meets job requirements:  completes assigned tasks on time.  Errors occur infrequently or are of a minor nature.  Follows through on assignments.

	7 – 9
	Exceeds Requirements
	Very accurate, mistakes are rare; volume of work is above requirements of position.  Strives to work efficiently.  Handles complex and routine tasks with little direction, good follow through.

	9 -10
	Distinguished
	Consistently can be relied upon to execute all levels of responsibility with minimal direction.  Far more work is completed than is typical; work is of the highest quality.  Concerned with own work efficiency as well as the efficiency of the department.

	
	Validation Method



	
	The following methods are acceptable means of assessing department specific or unit specific annual competencies.



	O
	Observation:  Direct observation by a supervisor, designated evaluator, preceptor or team while the employee demonstrates the skill in the work setting, (the preferred method) or in simulated settings, such as skill labs, mock codes, or drills.

	D
	Demonstration:  Return demonstration by the employee during a departmental in-service, (The key is that the training by itself does not ensure competence - competence can only be assessed by performance).

	C
	Cognitive:  Written and/or verbal or demonstration of knowledge, i.e. tests, discussions, etc.

	R
	Documentation Review:  Review of record documentation, written reports, written plans, etc.

	V
	Verbal or other methods as appropriate and applicable.

	REPORTING RELATIONSHIPS:

	This position reports to the Equipment Manager.

	Helpers could report to this position.

	AUTHORITY

	To make various decisions regarding the completion of duties, per company policy and as instructed by your immediate supervisor, including shutting down job for unsafe work conditions.

	
	Rating (1=low / 10=high) see key above

	
	Score
	Comments required for 1 - 5

	General Duties
	Validation Method
	Rating (1=low / 10=high) see key above

	
	
	Score
	Comments Required for Score 1 - 5

	1. Call in and/or report for work, at the time scheduled, and properly attired.  Receive work schedule. Respond timely and professionally to all requests of your immediate supervisor.  Inspect vehicles / trucks / equipment at beginning of shift. Safely load up & tie down and / or get on road ASAP. (Use Spotters, as needed.)
	
	
	

	2. Perform various assigned tasks and duties as effectively, efficiently & professionally as possible.  Assist coworkers, and perform other duties, as requested.
	
	
	

	3. Report attendance, hours worked, arrival & departure time, job progress + problems. Inform immediate supervisor of material, equipment & supplies needed for next day.


	
	
	

	4. Conduct periodic inspections of work performed for both safety and accuracy.  
	
	
	

	5. Accurately complete your time sheet, logs, tickets, and other job documentation daily. Turn in all paperwork and receipts daily. 
.
	
	
	

	6. Complete all tasks within the time, budget, safety, customer service, and quality objectives, as well as federal, state & local laws.
	
	
	

	7. Ensure that the work area is clean, Conner Industries vehicles / trucks / equipment and other assets properly secured, and the immediate supervisor is satisfied.
	
	
	

	8. Be responsible for all assigned vehicles, cargo, tools, and equipment. Report any tools, materials, equipment or vehicles not working properly, or missing to your supervisor. Sign out and properly return special tools. 
. 
	
	
	

	9. Perform preventive maintenance on vehicles / trucks / equipment, as required. Properly tag out at end of shift. Keep vehicle / equipment fueled up & clean.  Correct vehicle / equipment safety infractions, or report immediately to supervisor. 
	
	
	

	10. Attend / participate in all safety and job training meetings. 
	
	
	

	11.  Perform other duties as assigned.
	
	
	

	General Duties Total Score
	
	
	


	Standards for Customer Service

	1.  Lacks awareness of customer needs and issues.  Fails to introduce self to the customer; does not routinely make eye contact and / or smile.  Seldom makes attempts to resolve customer problems and complaints, even when directly involved.  Is often rude and discourteous.

	2.  Smiles, makes eye contact and introduces self; Aware of customers and their needs; attempts to meet those needs in a helpful, timely manner.  Committed to resolving complaints, addressing problems, and “recovering” customers.  Relates well to both internal and external customers.

	3.  Always makes eye contact & smiles.  Always introduces him/herself.  Understands customers and consistently anticipates and meets their needs; addresses customer issues whether or not they occurred in his/her department; Treats all customers with courtesy and respect.

	CUSTOMER SERVICE
	Rating (1=low / 3=high) see key above

	
	Score
	Comments required for 1,3

	1.  Treats customers as the most important part of job.
	
	

	2.  Listens to customer without interruption.
	
	

	3.  Takes actions to appropriately and successfully address customer issues; effectively communicates with supervisor, co-workers and customers.
	
	

	4.  Demonstrates respect/for for diverse cultures of all employees and co-workers.
	
	

	5. Follows Conner Industries Customer Service Standards.
	
	

	Customer Service Total Score


	
	

	

	Standards for Safety

	1.  Minimal regard for some safety procedures/policies.  Does not consistently follow normal precautions or properly handle hazardous material in the department.  Actions have resulted in a potentially serious situation on more than one occasion.

	2.  Adheres to current policies/procedures for safety.  Observes normal precautions and effectively handles all hazardous materials or equipment associated with current job.  Can be counted on to follow emergency plans when necessary.

	3.  Strictly adheres to all procedures/policies; often takes on responsibility of training others on safety issues.  Consistently follows Standard Precautions and properly handles hazardous materials.  Proactive: seeks ways to improve current procedures to prevent safety problems.

	Safety
	Rating (1=low / 3=high) see key above

	
	Score
	Comments required for 1,3

	1.  Follows safety guidelines in safety manual.
	
	

	2.  Knows fire procedures, location of closest fire extinguisher on trucks & equipment.
	
	

	3.  Reports potential safety issues to management.
	
	

	4.  Attends all required safety education programs.
	
	

	5.  Provides complete and accurate response to safety questions.
	
	

	Safety Total Score


	
	

	


	Standards of Employment

	
	1. Does not meet Standards
	
	
	

	
	2. Meets Standards
	
	
	

	Standards of Employment
	Rating (1 = Does not Meet / 2 = Meets)
	

	
	Score
	Comments required for 1

	1. Attire is professional, neat, clean and appropriate for work performed while on duty.
	
	

	2. Maintains confidentiality of company and employee information at all times.
	
	

	3. Employee has completed the required Annual Mandatory Education within the past twelve- (12) months.
	
	

	4. Consistently follows Company policies and procedures.
	
	

	5. Works as scheduled. No identified pattern of absence.
	
	

	6. Performs duties with minimal supervision.
	
	

	7. Maintains cooperative, cordial relations with coworkers. Handles difficult situations tactfully when they arise. Does not let personal conflicts interfere with work performance.  Is respected by peers.
	
	

	8. Attends scheduled departmental meetings as required.
	
	

	9. Demonstrates ability to establish and manage priorities.  Consistently demonstrates sound, fiscal judgment when making decisions.
	
	

	10. Recognizes tasks that need to be completed although not assigned and assists others as needed.
	
	

	Standards of Employment Total Score


	
	

	Standards of Quality Improvement (QI) / Innovation

	1. Lacks awareness of work processes.  Rarely contributes new ideas or seeks opportunities for improvement.  Often refuses to participate in group and/or team efforts; resists changes in operations.

	2. Understands and questions work processes; effectively carries out instructions for improvement.  Makes helpful suggestions for change.  Willing to participate in team efforts; contributes new ideas.

	3. Extensive awareness of process and process outcomes; Applies QI principles to increase knowledge.  Consistently takes initiative to seek out methods for improvement.  Volunteers to serve on QI project team and functions effectively as a contributing member.

	Safety/Quality Improvement/Innovation
	Rating (1 = low / 3 = high)
	

	
	Score
	Comments required for 1, 3

	1. Identifies and challenges work processes.
	
	

	2. Works toward continuous improvement based on customer needs.
	
	

	3. Contributes new ideas, and makes helpful suggestions for change.
	
	

	4. Works effectively as a part of the team, participates and supports group efforts.
	
	

	Quality Improvement/Innovation Total Score

	
	

	Measures of Performance
	Rating (1 = low / 10 = high)
	

	
	Score
	Comments required for 1 - 5

	1. Punctual attendance.  Arrives for work on time & is ready to work at scheduled start time.
	
	

	2. Thorough understanding of job protocols for different equipment delivery & pick up operations.  Has been cross trained for other positions.
	
	

	3. Completion of daily work as instructed his/her immediate supervisor within the budgeted time, safety, customer service, and quality standards for the job.
	
	

	4. Timely, accurate and complete submission of payroll and associated reports.
	
	

	5. Completes preparatory work required to complete the next task. Remains productive throughout the day.
	
	

	6. Demonstrates sound fiscal judgment when making work decisions.
	
	

	Measures of Performance Total Score

	
	


	
	Number of Points
	Number of Standards
	Required Minimum Score

	General
	110
	11
	

	Customer Service
	15
	5
	

	Safety
	15
	5
	

	Employment Standards
	20
	10
	

	Safety/Quality Improvement/Innovation
	12
	4
	

	Measures of Performance
	60
	6
	

	Total
	232
	41
	116

	
This evaluation has been developed to allow the evaluation of task performance on a line item basis (as provided for above.)  This approach allows specific performance highlights, or concerns can best be located and addressed, and where future performance can be benchmarked and tracked against prior performance.  The appropriate evaluation is not complete, however, until the areas of improvement have been identified and the methodology for achieving the desired improvements has been agreed. Comments below are documentation of that agreement.

	Total Score:
	
	
	%Total Possible Score

	Scale
	/ 232
	= Avg. Performance Rating
	

	Scale:

	 90% - 100%
	                                    Superior

	70% -   90%
	Very Good

	50% -   70%
	Average / Satisfactory

	30% -   50%
	Sub-Standard / Needs Immediate Improvement

	Below   30%
	Unacceptable, Grounds For Immediate Dismissal


EMPLOYEE INTERVIEW SUMMARY
	Strengths, Accomplishments and Positive Contributions During the Period: 


	Completion of Career Goals & Objectives: 



	Areas for Concern / Future Goals and Training Needs:



	Recommended Plan of Action:




Employee’s Signature: _____________________________________________  Date: ___________________________________

-------------------------------------------------------------------------------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

	Employee’s Comments:




Truck Driver Signature: ____________________________________________  Date: ____________________________________

Equipment Manager Signature: _______________________________________  Date: ___________________________________
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