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T.H.E. CLINIC, INC. 
JOB DESCRIPTION 

 
POSITION:  DRIVER  

DEPARTMENT:   Operations 

STATUS:  Full-Time, Non-Exempt 

 
POSITION SUMMARY: 
 
Under the direction of the Operations Manager, the van driver is to provide reliable and 
courteous transportation service to patients with safety a top priority and to maintain 
vehicle and customer records. 
 
   
Essential Duties and Responsibilities: 
  

1) Operate assigned vehicle in a safe and courteous manner; 
2) Maintain defensive driving; 
3) Provide a communication link between customers and staff 
4) Assist passengers, including handicapped, in and out of the vehicle; operates 

ramp and lift as needed; 
5) Read and interpret maps and driving directions to plan the most efficient route 

service for patients,  
6) Keep the assigned vehicle clean inside and outside; 
7) Maintain accurate, up-to-date records on trip sheets, patient transportation 

forms, vehicle maintenance, fuel purchases, incident reports, accident reports, 
and other records that are requested from management;  

8) Fuel the assigned vehicle adequately; 
9) Coordinate the schedule for major or periodic vehicle maintenance with 

management. 
10) Serve as T.H.E. Clinic ambassador while providing transportation service. 
11) Provide coverage for Patient Service Representatives as needed. 
12) Other duties as assigned. 

 
  
Qualifications and Experience Requirements: 
 

 High School grad or equivalent 

 Certification in CPR 

 A valid California Driver’s License with the ability to drive a multi-passenger 
vehicle. 

 An acceptable safe driving record per insurance standards. 

 Ability to work with people of diverse cultural, educational, social, and economic 
backgrounds 

 Ability to prepare concise and accurate records and reports. 

 Ability to recognize vehicle maintenance needs. 

 Excellent oral and written communication skills 
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 Excellent organizational skills 

 Experience utilizing an Electronic Medical Records (EMR) system is highly 
desirable 

 Computer proficiency 

 Bilingual preferred. 
 
 
Physical Demands:  
 
The physical demands described here are representative of those that must be met by 
an Associate to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 
essential functions.  
 
While performing the duties of this job, the driver is regularly required to sit for 
extended periods of time; to stand; walk; walk up and down stairs while carrying 
objects; use hands to  handle, or feel objects, tools, or controls; and reach with hands 
and arms. The employee must occasionally lift and/or move up to 25 pounds. The driver 
is required occasionally to stoop, kneel, or crouch to inspect the vehicle. 
 
 Specific vision abilities required by this job include close vision, distance vision, depth 
perception, the ability to adjust focus and the ability to recognize color of traffic signals. 
 
 
Job Description Disclaimer 
 
This position requires compliance with Health Center’s written standards, including its 
Standards of Conduct and policies and procedures (“Written Standards”).  Such 
compliance will be an element considered as part of the Driver’s regular performance 
evaluation.   
 
Failure to comply with Health Center’s Written Standards, which may include the failure 
to report any conduct or event that potentially violates legal or compliance 
requirements or Health Center’s Written Standards, will be met by the enforcement of 
disciplinary action, up to and including possible termination, in accordance with Health 
Center’s Compliance Program Policy and Procedure. 
 
I have reviewed and understand the job functions required of me for the position in 
employment with T.H.E. Clinic, Inc. I understand that T.H.E. Clinic, Inc. reserves the right 
to modify job duties or job descriptions at any time.  
 
 
 

Employee’s Signature  Print Name  Date 
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