JOB DESCRIPTION
JOB TITLE: DELIVERY REPRESENTATIVE

SUMMARY: THE DELIVERY REPRESENTATIVE DELIVERS PRESCRIBED SUPPLIES, EQUIPMENT AND PHARMACEUITCALS TO CUSTOMERS AS DIRECTED. THE DELIVERY REPRESENTATIVE ASSISTS WITH PHARMACY ACTIVITIES; WHICH INCLUDES SHIPPING, RECEIVING, STOCKING AND PHYSICAL INVENTORY. THE DELIVERY REPRESENTATIVE MAINTAINS ALL VEHICLES AND TRANSPORTATION EQUIPMENT. THE DELIVERY REPRESENTATIVE WORKS WITH THE DIRECTION OF THE WAREHOUSE MANAGER.
DUTIES AND RESPONSIBILITIES:

1. PROMPTLYDELIVERS PRESCRIBED MEDICATIONS AND SUPPLIES TO PATIENTS AND CLIENTS AS SCHEDULED.

2. UNPACKS PRODUCTS, SUPPLIES, AND EQUIPMENT UPON DELIVERY AT DESIGNATED LOCATIONS AND PROVIDES ARRANGEMENT AND ASSEMBLY ASSISTANCE AS APPROPRIATE.
3. RETRIVES PRODUCTS, SUPPLIES OR EQUIPMENT FROM PATIENTS AND CLIENTS DUE TO TERMININATION OR DEFICIENCY.  
4. RECORDS ALL DELIVERY AND RETRIVAL INFORMATION ON APPROPRIATE FORMS IN AN ACCURATE AND TIMELY MANNER.
5. ENSURES ALL SAFETY AND INFECTION CONTROL PRECEDURES ARE FOLLOWED AND DOCUMENTED ACCORDINGLY.

6. ENSURES DELIVERY VEHICLE IS CLEAN AND MAINTAINED IN A SAFE OPERATIING CONDITION IN ACCORDANCE TO VEHICLE INSPECTION REPORT.
7. PERFORMS ROUTINE ROADSIDE REPAIRS AS NECESSARY. (E.G., CHANGE TIRE, WINDSHIELD WIPER)

8. REPORTS ALL ACCIDENTS IMMEDIATELY TO THE WAREHOUSE MANAGER OR APPROPRIATE SUPERVISOR IN ACCORDANCE WITH COMPANY POLICIES AND PROCEDURES.
9. PERFORMS AND COMPLETES MONTHLY VEHICLE INSPECTION REPORT AND ADDRESSES ANY INFRACTIONS.

10. REPORTS ALL PATIENT AND CLIENT CONCERNS, COMPLAINTS AND UNSAFE CONDITIONS RELATING TO DELIVERIES TO THE WAREHOUSE MANAGER OR APPROPRIATE SUPERVISOR AND COMPLETES ALL NECESSARY FORMS IMMEDIATELY.
11. STOCKS AND MAINTAINS THE PHARMACY AND PACKAGES PATIENT AND CLIENT ORDERS AND DELIVERY SLIPS AS DIRECTED.

12. MAINTAINS, CLEANS AND TESTS ALL HOME MEDICAL EQUIPMENT AS DIRECTED AND INFORMS THE WAREHOUSE MANAGER OF DEFECTIVE EQUIPMENT AND DEVICES.

13. PERFORMS EMERGENCY DELIVERIES ON AN “ON CALL” BASIS AS ASSIGNED.

14. UTILIZES APPROPRIATE PRECAUTIONS FOR HANDLING AND DISPOSAL OF HAZARDOUS AND INFECTIOUS MATERIALS AND WASTE BY ADHERING TO ALL INFECTION CONTROL POLICIES AND PROCEDURES.

15. PARTICIPATES IN BRANCH, DEPARTMENT AND INTRA-DEPARTMENT MEETINGS AND QUALITY ASSURANCE ACTIVITES AS DIRECTED.

16. ADHERES TO ALL CHAP STANDARDS RELEVANT TO MATERIALS MANAGEMENT INCLUDING HOME MEDICAL EQUIPMENT.
17. PARTICIPATES IN SPECIAL PROJECTS AND PERFORMS OTHER DUTIES AS NEEDED OR REQUIRED.
18. THOROUGHLY COMPLETES A PRE/POST VEHICLE CHECK FOR EVERY DELIVERY.

19. WEARS A SEAT BELT 100% OF THE TIME WHILE IN THE VEHICLE.

MINIMUM EDUCATION AND EXPERIENCE:

HIGH SCHOOL DIPLOMA OR GENERAL EDUCATION DEGREE (GED) REQUIRED. ONE YEAR OF TRANSPORT AND DELIVERY DRIVING EXPERIENCE.

LICENSES/CERTIFICATIONS REQUIRED:

VALID DRIVERS LICENSE AND DRIVING RECORD IN COMPLIANCE WITH MOTOR VEHICLE SAFTETY REGULATIONS

KNOWLEDGE, SKILLS AND ABILITIES REQUIRED:

· KNOWLEDGE OF BASIC HOME MEDICAL EQUIPTMENT

· KNOWLEDGE OF LOCAL HIGHWAYS, INTERSTATES AND BRIDGES 

· SKILL IN TIME MANAGEMENT
· SKILL WITH FORKLIFT, LADDER, DOLLY AND PALLET JACK OPERATIONS
· SKILL IN THE USE OF COMPUTER TECHNOLOGY AND RELATED SOFTWARE APPLICATIONS

· ABILITY TO UNDERSTAND AND FOLLOW SPECIFIC INSTRUCTIONS AND PROCEDURES

· ABILITY TO SORT, CHECK, AND VERIFY NUMBERS

· ABILITY TO ADD, SUBTRACT, MULTIPLY AND DIVIDE IN ALL UNITS OF MEASURE, USING WHOLE NUMBERS, COMMON FRACTIONS AND DECIMALS

· ABILITY TO INTERPRET MAPS                                          
· ABILITY TO EFFECTIVELY WORK ALONE AND IN A TEAM ENVIRONMENT

· ABILITY TO CLEARLY COMMUNICATE OSHA (OCCUPATIONAL SAFETY AND HEALTH ADMINISTRATION) SAFTY REQUIRMENTS

· ABILITY TO EXERT MAXIMUM MUSCLE FORCE TO LIFT, PUSH, PULL OR CARRY OBJECTS

WORKING CONDITIONS:
WORKING CONDITIONS ARE NORMAL FOR A TRANSPORTATION ENVIRONMENT. WORK REQUIRES SIGNIFICANT LOCAL TRAVEL.
PHYSICAL EFFORT:

PERFORMING PHYSICAL ACTIVITIES THAT REQUIRE CONSIDERABLE USE OF YOUR ARMS AND LEGS AND MOVING YOUR WHOLE BODY, SUCH AS CLIMBING, LIFTING, BALANCING, WALKING, STOOPING AND HANDLING OF MATERIALS. 

ENVIRONMENTAL CONDITIONS:

· WORKS AROUND MACHINERY WITH MOVING PARTS

· WORKS AROUND MOVING OBJECTS AND VEHICLES

· WORKS OUTSIDE AND INSIDE

· EXPOSED TO DAMPNESS, HUMIDITY, HOT AND COLD TEMPERATURES
I CERTIFY THAT I HAVE READ THE DELIVERY REPRESENTATIVE JOB DESCRIPTION, IT HAS BEEN EXPLAINED TO ME AND I UNDERSTAND MY DUTIES AND RESPONSIBILITES AS STATED HEREIN.
EMPLOYEE SIGNATURE: _______________________ DATE: _______
EMPLOYEE PRINT NAME: ___________________________________
SUPERVISOR SIGNATURE: _____________________ DATE: _______
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