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POSITION DESCRIPTION 

Position Title:  

Volunteer Driver 

 

Date Prepared: 

10 January 2025 

Reporting to:  

Transport Operations Team Leader 

 

Positions Reporting:  

-  

 

Position Purpose: The Driver will be responsible for safely transporting passengers from one 

location to another. The role requires drivers to drive passengers in a safe, comfortable and 

professional manner while simultaneously keeping track of navigation, traffic and timing. 
 

 

Organisational Context: 

 

 
 

 

 

 

 

 

 
 

 

Key Responsibilities: 

• Operate vehicles in accordance with the law 

• Upkeep transportation records 

• Perform pre-trip and post-trips vehicle inspections and document these inspections as 

required 

• Maintain vehicle cleanliness 

• Report deficiencies of vehicles and other transport equipment to Transport Operations Team 

Leader 

• Ensure compliance with LINK policies, work health and safety, ethical behaviour, and equal 

employment opportunity 

• Provide excellent customer service standards within the Transport Operations Team and with 

LINK clients 

• Report Incidents and Accidents as per incident processes •  
 

Limits of Authority: 

• As directed by Transport Operations Team Leader 

 

  

Working Hours and Location: 

• Standard days/hours are Monday to Friday between 7:00am and 7:00pm 

• Additional hours may be required as per business needs 

• Role is based at either Thomastown, Hoppers Crossing or Hurstbridge office 

Chief Executive Officer 

Volunteer Manager Team Leader – Transport Operations 

Volunteer Driver 
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Licences and Qualifications Required: 

• A valid Working with Children Check and Police Check are mandatory 

• NDIS Workers Screening Check Clearance 

• First Aid and CPR Certificate 

• Current and valid Driver’s Licence 
• Background in transport sector, understanding and previous experience assisting older 

individuals or those with disability and/or previous volunteer experience is advantageous.  

 

Work Experience and Skills Required: 

• Acquire an excellent sense of navigation 

• Be responsible and reliable 

• Effective interpersonal and communication skills 

• Clean driving record 

• Patient 

• Being always cautious 

• Good knowledge of road rules 

• Good attention to details 

• Good geographical knowledge 

 

Personal Qualities and Behavioural Traits 

• Authenticity and honesty 

• Mission driven 

• Effective communicator 

• Empathy 

• Vision 

• Able to quickly learn systems and processes 

 

Health and Safety: 

• Report all hazards, accidents, incidents, injuries, and unsafe work conditions immediately 

• Provide adequate vehicles and facilities for the welfare of workers 

• Comply with any reasonable instructions, policies and procedures provided by management 

• Meet the correct licensing, qualification and training standards required for the work you’re 

undertaking 

• Take care of your own health and safety and take care of your actions to ensure no risk to 

the health of other people 

• Never willfully or recklessly interfere with or misuse anything provided in the workplace 

• Observe the no smoking requirements and adhere to the no alcohol and no drugs policy 

 

Physical Requirements: 

• Able to safely undertake the requirements of the role 

 

Other Relevant Information 
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Tasks and Responsibilities Key Performance Outcomes 

1. Safe transportation 1.1 Transport passengers to their destinations safely and 

efficiently 

2. Obey traffic laws 2.1 Ensure all traffic laws are followed and always obeyed 

3. Follow manifest as directed 3.1 Correctly follow routes as directed by the Operations 

Transport team 

4. Effective communication 4.1 Be clear and concise when communicating with clients and 

other staff members 

5. Maintain vehicle  5.1 It is a requirement that all vehicles are cleaned, wiped down 

and refuelled prior to returning to depot to ensure the vehicle 

is ready for service the next day 

6. Handle customer enquiries 6.1 Customers are provided with the requested information in a 

timely and professional manner 

7. Reporting 7.1 Effectively report any client/driver incidents and vehicle 

accidents as required 

8. Other duties as directed 8.1 As per expectations 

 

Volunteer’s Name: 

 

Volunteer’s Signature: 

 

Date: 

 

Manager’s Name: 

 

Manager’s Signature: 

 

Date: 

 
 


