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General Definition of Work 

Performs intermediate semiskilled work transporting materials, supplies and various organization documents 

between branches, and related work as apparent or assigned.  Work is performed under the moderate supervision of 

the Administrative Services Coordinator. Active participation in the implementation of the library’s Long-Range 

Plan is expected of all employees of Blackwater Regional Library as it relates to their job descriptions. Employees 

are expected to set and accomplish goals for job performance annually as a part of the Long-Range Plan. 

 
Qualification Requirements 

To perform this job successfully, an individual must be able to perform each essential function satisfactorily.  The 

requirements listed below are representative of the knowledge, skill and/or ability required. 
 

 

Essential Functions 

Receives, processes and sorts books for delivery to various branches 

Delivers books, mail and materials to branches on a daily basis 

Delivers branch pay checks; receives and delivers petty cash 

Repairs and assembles equipment and furniture 

Maintains gas and mileage log and related records 

Performs preventive maintenance on delivery vehicle; checks fluid levels, tires, etc 

Takes bookmobile for scheduled and emergency repairs 

 

Knowledge, Skills and Abilities 

General knowledge of the geography of the area served and location of important buildings; some knowledge of 

office terminology, procedures and equipment; some knowledge of business mathematics; ability to understand and 

follow oral and written instructions; ability to operate large automotive vehicles safely; ability to work 

independently or as part of a team; ability to interact with a diverse population; ability to establish and maintain 

effective working relationships with associates and the general public. 

 
Education and Experience 

High school diploma or GED and minimal experience operating a motor vehicle in the delivery of materials and 

supplies, or equivalent combination of education and experience. 

 

Physical Requirements 

This work requires the occasional exertion of up to 100 pounds of force; work regularly requires speaking or hearing 

and using hands to finger, handle or feel, frequently requires standing, walking, reaching with hands and arms and 

lifting and occasionally requires sitting, stooping, kneeling, crouching or crawling, pushing or pulling and repetitive 

motions; work requires close vision, distance vision, depth perception and peripheral vision; vocal communication is 

required for expressing or exchanging ideas by means of the spoken word; hearing is required to perceive 

information at normal spoken word levels; work requires visual inspection involving small defects and/or small 

parts, assembly or fabrication of parts within arms length, operating motor vehicles or equipment and observing 

general surroundings and activities; work occasionally requires exposure to outdoor weather conditions; work is 

generally in a moderately noisy location (e.g. business office, light traffic). 

 

Special Requirements 

Possession of an appropriate driver's license valid in the Commonwealth of Virginia. 

Proof of satisfactory driving record. 

 


