Job Description

Position:  Van Assistant
Reports to:  Van Program Coordinator
Position Summary:  Responsible for assisting the van driver on trips.
Duties and Responsibilities:

· Assist van driver as requested with organization of van trips

· Navigate or assist with directions en route as needed.

· Call clients on cell phone while van is en route as needed.  This is particularly important when early or late for pick-up.
· Attends scheduled training sessions.
· Help passengers with seatbelts as needed and as they enter and exit the van.
· Keep track of clients at venu and make certain they have returned to the van.
· Assist van driver with backing up.
· Assist in emergency situations.

· Perform other duties as assigned.
Qualifications and Requirements

· Able to assist carrying light packages/bags to client’s house.
· Understand physical and essential demands of the functions of the job.
· Possession of a cell phone is required  (We have one to check out if you do not have one)
· Familiar with locations and areas of service.
