COURIER
GENERAL DESCRIPTION
The Courier is responsible for picking up and delivering library materials, supplies and equipment and assisting with the upkeep of Library vehicles. This position is supervised by the Mobile Services Manager.

ESSENTIAL FUNCTIONS OF THE POSITION
The Courier is primarily responsible for picking up and delivering library materials, supplies and equipment. The courier assists the manager in the upkeep of Library vehicles.

Duties may include:

Daily delivery of library materials to Branch Libraries and offices

Moving and/or transporting library equipment and furniture

Trips to other locations to pick up and deliver various items

Basic vehicle upkeep, including fueling and cleaning, checking oil and fluids

Transporting money to the administrative office

Other duties as assigned

WORKING CONDITIONS
See attached form.

KNOWLEDGE, SKILLS AND ABILITIES
Ability to handle multiple detailed tasks quickly and accurately

Must be able to follow written and oral instructions

Must work well independently

Strong interpersonal/communication and organizational skills

Ability to establish and maintain effective working relationships

Ability to safely drive all delivery vehicles

EDUCATION, EXPERIENCE, TRAINING
High School Graduate or GED preferred

SPECIAL CONDITIONS OF EMPLOYMENT
Valid VA Driver’s license and acceptable driving record based on standards established 

by the Pamunkey Regional Library Board

Subject to six-month probationary period

May require additional training outside the normal work day

FLSA-Non-exempt
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