
Job Description

Position Title:

Courier
Reports To:

Manager, Plant Operations

SUMMARY:
The Courier person must have a general knowledge of Board delivery sites and the ability to perform manual work.  This involves delivery of caretaking and office supplies, and courier service.  During the summer months, the Courier cleans carpets in all regional school locations.

SPECIFIC DUTIES AND RESPONSIBILITIES:
1. Moves furniture, equipment, and material as required throughout the system:

· Keeps track of cleaning machinery and picks up repairs or transfers to other locations;

· Picks up and delivers items for repair (i.e., computers, projectors, televisions).

2.
Cleans carpets throughout the system:

· Assigns duties to summer students, if applicable, in consultation with Manager, Plant Operations.

3.
Delivers courier items, caretaking and office supplies to all locations as per courier schedule:

· Schedules times for courier vehicle maintenance and repair.

4.
Collects water samples from rural schools and delivers to local Health Unit. 

5.
Performs other related duties as assigned.

KNOWLEDGE GAINED BY FORMAL EDUCATION AND PREVIOUS TRAINING:
Formal Education

· High School Diploma or equivalent.

Training and Experience

· Knowledge of safe handling of chemicals and cleaning materials (WHMIS);

· Valid Ontario Driver’s Licence;

· Safe driving record and truck driving skills;

· Knowledge of proper method of collecting water sample as per Health Unit or other government agency.

Required Skills

· Good physical health, with the ability to lift a minimum of 55 pounds;

· Ability to work with minimum supervision.

ORGANIZATIONAL RELATIONSHIPS:

Positions Supervised

· Nil

Work Assignments Received From

· Manager, Plant Operations
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