
 

Van Driver 

Job Summary 

The job of Van Driver was established for the purpose/s of transporting students over scheduled routes 

and/or to/from special excursions in a vehicle; ensuring vehicle operation is in a safe operating condition; 

ensuring safety of students during transport, loading and unloading from buses; and assisting with routine 

deliveries. Incumbents in this class perform assignments under general supervision within a framework of 

standard policies and procedures. They exercise responsibility for the operation of a van or other vehicle.  

REPORTS TO:  

This position reports to the Office Manager or Director of Operations in the absence such position. 

WORKING CONDITIONS: 

The usual and customary methods of performing the job's functions require the following physical 

demands: significant lifting, carrying, pushing, and/or pulling; some climbing and balancing; frequent 

stooping, kneeling, crouching, and/or crawling; and significant fine finger dexterity. Generally the job 

requires 75% sitting, 20% walking, and 5% standing. The job is performed under temperature extremes 

and under conditions with exposure to risk of injury and/or illness. 

A specific schedule will be worked out between the two people, identifying who is covering which route. 
A calendar will be planned out in advance which will highlight program breaks or changes in the typical 
schedule. 

Additional Qualifications: 

 Must maintain a valid AZ Driver’s License and safe driving record. 

 Must be 25 years old 

 Understanding of youth development and effective professional practices. 

 Works across ethnic/racial/economic lines for effective communication and rapport. 

 Works in a collaborative and coordinated effort. 

 Communicates effectively in oral and written forms. 

 Self-starts and effectively problem solves. 

 Handles confidential information separately. 

 Dependable and reliable. 

 Sets appropriate limits on personal and professional boundaries. 

 Criminal background check required if hired. 
 

RESPONSIBILITIES: 

(Major responsibilities and target accomplishments expected of the position including the typical 

problems encountered in carrying out the responsibilities.) 



 Monitors children in a trauma informed care environment to ensure transportation environment 

is consistent with Higher Ground methods 

 Drives school vans for the purpose of transporting youth over scheduled routes and to/from 

Higher Ground and/or field trips in a safe and timely manner.  

 Escorts children across the street to ensure the safety and welfare of students.  

 Fuels assigned vehicle (e.g. oil, water, fuel, etc.) and maintains vehicle in a safe operating 

condition.  

 Informs Higher Ground office personnel, parents, etc. of practices and incidents (e.g. rules, 

regulations, laws, procedures, suspicious situations, etc.) for the purpose of providing information 

for follow-up action and/or proper procedures.  

 Maintains assigned vehicles, both interior and exterior (e.g. cleaning floors/windows/seats, etc.) 

and ensures safety, appearance, and sanitation of vehicle. 

 Monitors passengers during transit for the purpose of maintaining order and ensuring the safety 

of passengers.  

 Performs first aid as necessary.  

 Performs pre-trip and post-trip inspections (e.g. fluid levels, tire pressure, exterior condition, etc.) 

and ensures the safe operating condition of the vehicle and meeting state requirements.  

 Prepares documentation (e.g. daily mileage and condition reports, incident/accident reports, 

inspections, disciplinary and positive behavior reports, mileage, etc.). 

 Assesses incidents, complaints, accidents and/or potential emergency situations to help resolve 

or assist in recommending a resolution to the situation.  

 Assists students and other passengers (e.g. seating, restraints, special equipment, etc.) and 

provides safe loading and unloading from vehicles including both emergency situations and 

normal transport.  

 Attends meetings, trainings, etc.  

 Communicates with parents, students, staff, etc. as needed 

 Recommends routes for the purpose of coordinating bus routes and maximizing Higher Ground’s 

transportation services.  

 Assists other personnel as may be required 

 Must maintain Professionalism and follow Higher Ground’s Policies and Procedures Manual and 
keep themselves informed of updates, revisions and any additions 

 Performs other duties as deemed necessary by Supervisors and/or Executive Director. 
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________________________________ 

 Supervisor’s Title 

 

________________________________ 

 Supervisor’s Signature 

 

_____________________ 

 Date 

 

 

I certify that this job description is an 

accurate description of the responsibilities 

assigned to the position. 

 

 

 

 

________________________________ 

 Employee Signature 

 

________________________________ 

 Employee Printed Name 

 

_____________________ 

 Date 

 

 

I certify that I have read and understand the 

responsibilities assigned to this position. 

 

 

 

 

 

__________________________________________ 

 Executive Director’s Signature 

 

________________________________    ___________________ 

 Employee Printed Name     Date 

 

 

I approve the delegation of responsibilities outlined herein within the context of Higher 

Ground’s organizational structure. 

 

The above statements are intended to describe the general nature and level of work being 

performed by the incumbent(s) of this job. They are not intended to be an exhaustive list of all 

responsibilities and activities required of the position. 

In addition to above job description, I agree that I will also be performing customer service 

related tasks and will receive sales training to assist in fundraising of Higher Ground as 

required of all employees at Higher Ground. 

I also agree that this job description is subject to change without prior approval. 



 


