Packer Driver
.85 FTE

Position Title:  Senior Nutrition Department Support Staff
Reports To:  Nutrition Director

Summary:  This Support Person provides safe and secure handling and delivery of meals/monies and supplies by performing the following functions in accordance with ADRC/OAA mission, policies and procedures as outlined below.
Essential Functions are as follows. Other duties may be assigned.

1.  Provides Safe and Secure Handling of meals and equipment for Home Delivered Meals.
a. Packages hot meal trays into appropriate hot bags for delivery, according to diet needs from the programs route sheets.

b. Maintains and cleans hot bags and coolers that the program uses for delivery.

c. Maintains and cleans hot pads and frozen ice sheets used in delivery.

d. Maintains and cleans dock area equipment used in the packaging of meals.

2.  Follows Home Delivered Meal Program Procedures.
a. Uses own personal vehicle of delivery of Home Delivered Meals when needed.

b. Uses company owned and maintained vehicle of delivery of Home Delivered Meals when needed.

c. Follows all procedures required to deliver meals to seniors in their homes.
d. Completes a monthly mileage reimbursement form recording all miles driven with personal vehicle.

3.  Follows Congregate Meal Program Procedures.

a. Delivers supplies to Congregate dining sites using own personal vehicle or company owned vehicle.

b. Picks up donation locked money bags and paper work from Congregate dining sites weekly, using own vehicle or company owned vehicle.

c. Is main liaison with Racine County Fiscal Department, delivering and retrieving donations/bags and mailings from Fiscal Department/Nutrition Department and Dining Sites.

d. Completes a monthly mileage reimbursement form recording all miles driven with personal vehicle.
3.  Health & Safety

a. Works safely, practicing preventative measures at all times.
b. Maintains clean, orderly work areas.

c. Reports and incidents or injuries to Nutrition Director.

4.  Polices & Procedures

a. Adheres to the attendance policy.

b. Adheres to department specific and general work rules, policies and procedures.

c. Attends required meeting and training.

Qualifications:  

1.  Valid driver’s license in the State of Wisconsin with adequate insurance coverage and a good driving record.

