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JOB DESCRIPTION
	Job Title:  Driver / Case Aide 
	Reports to: PQI & Evaluations Coordinator

	Department:  Youth Development
	( Exempt      x Non-Exempt   

	Revision Date: December 2016
	Titles of Direct Reports: None


	JOB PURPOSE

	Driver/Case Aide works in the afterschool program to provide the transportation for clients in our afterschool.  They transport clients to and from afterschool program, community activities and their homes.  They also assist with the supervision of clients during programming. 


	MINIMUM REQUIREMENTS

	Education:  High School Diploma or GED 
Licensure/Certification: N/A
Minimum Requirements: 
· Minimum age requirement is 21 years old.  
· A minimum of one year of experience in  driving 
· Ability to drive a 8-12 passenger vehicle

· Strong interpersonal relationship and communication skills necessary. 

· Valid PA driver’s license with excellent driving record
Clearances Required:  PA Act 33 (Child Abuse) / Act 34 (Criminal History) / Federal Criminal History Record (FBI Fingerprint)
Other Skills/Abilities:

· Must demonstrate an understanding of and respect for the cultural diversity of clients
· Ability to make safe and appropriate decisions during times of crisis



	POSITION SUMMARY

	· Provides transportation for clients to and from the afterschool program, group activities and other transportation needs.  

· Provide transportation updates to staff about girl’s behaviors and interactions during transports.  

· Provides supervision on clients during the afterschool program or community events, as applicable.

· Actively participates in all required team meetings, trainings and supervisory sessions. Meets regularly with supervisor, communicates openly needs, concerns, and ideas; utilizes feedback given in supervisory sessions.
· Performs in accordance with established system-wide competencies and receives satisfactory performance evaluations annually.

· Performs other duties as assigned. 



	WORK ENVIRONMENT

	Works in an afterschool setting with adolescent girls with adverse backgrounds.  Staff must be prepared to engage in verbal and physical interventions in the event of a crisis.

Physical Requirements:  Sitting, standing, kneeling, bending, stooping, reaching over head, speaking, hearing, reading comprehension and the ability to lift and carry 50 pounds.
General Requirements: 1) Indoors in busy office, working in close proximity to co-workers; 2) Frequently required to work at a fast pace; 3) Requires considerable concentration and creativity;  4) Weekend and evening work required; 5) Travel required (transporting clients).



STATEMENT OF NONDISCRIMINATION

Gwen’s Girls, Inc. is an Equal Employment Opportunity Employer providing equal employment opportunities without regard to race, color, sex, age, religion, or national origin.  This policy includes the handicapped and all Vietnam-era veterans.  Gwen’s Girls utilizes only job-related criteria in making decisions concerning applicants and employees.
NOTE: This position description is intended to describe the general nature and level of work being performed by employees in this job. It is not an exhaustive list of all responsibilities, duties, and skills that may be necessary for this role. Personnel may be required to perform duties outside of their normal responsibilities from time to time, as needed.

I have read and agree to carry out the above Job Responsibilities.
______________________________________________________        __________________________

Signature
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