JOB DESCRIPTION

	POSITION
	Driver

	REPORTING TO
	Maintenance Manager

	DEPARTMENT
	Maintenance


Key performance Areas

OPERATION

	Daily allocation of duties
	Ensure that all duties allocated are carried out and completed.

All tasks to be completed as per standard – SOP.
This to include routine and special tasks.

Adhere to Route Schedule at all times.

Report any misbehaving staff.

Complete the vehicle log books as required.

Abide by all laws regarding the use of vehicles on public roads.

All fines due to negligence are for your own account.

	Cleanliness
	To maintain an acceptable standard of cleanliness throughout the workplace at all times at.

All equipment used to be cleaned before storage.

	Internal Communication
	Attend morning shift meetings before shift starts.

Attend weekly meetings as scheduled.

Attend other meetings as requested.

	SOPs and House Rules
	Adhere to all SOPs and company rules.

Be familiar with all operational equipment and keep them clean

	Maintenance
	Report all broken equipment to the Maintenance Manager.


GUEST EXPERIENCE

	Enhancing the Guest Experience
	Adhere to any special arrangements for guests.
Assist guests with any request by directing them to the correct person.


FINANCIAL

	Stock Take
	Assist the Maintenance Manager with monthly stock takes.
Ensure all broken equipment is placed to one side before equipment stock take.


HUMAN RESOURCES

	Training
	Ensure your drivers licence is valid and unendorsed at all times.

Attend Training as scheduled.

Ensure training attendance sheet is completed for all training attended.

	Attendance Registers
	Complete the attendance Register daily.

	Staff Meetings
	Attend meetings as scheduled.

	Performance Appraisals
	Make yourself available for performance appraisals.

	Grievances
	Inform the Maintenance Manager of complaints received and assist to solve them.


GENERAL
	Set an example for staff.

	Use your own initiative, cope in an emergency, accept change and keep up to date with new technology.

	Ensure that any first aid or fire action is taken speedily as required.

	Ensure maximum security in all areas under control.

	To wear full uniform when on duty as specified on Uniform Standards Policy

	Be punctual

	To be available to work extra time

	To be familiar with rules and regulations and security procedures

	Attend management meetings as requested.

	To perform any other reasonable duties as prescribed by the management


