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Chauffeur Series

I.  CHAUFFEUR SERIES:
Chauffeur
II.   SUMMARY OF SERIES:
Incumbents of positions in this series operate light motor vehicles; perform minor preventative maintenance to motor vehicles; maintain records and prepare reports; and perform related work as required.
The basic purpose of this work is to operate light motor vehicles to transport persons and/or materials in connection with assigned agency activities.
III.  ORGANIZATIONAL LEVELS:
Chauffeur is a service job.
IV.   EXAMPLES OF DUTIES COMMON TO ALL LEVELS IN SERIES:
1.    Operates light motor vehicles such as station wagons, passenger automobiles, panel trucks, etc. to transport persons and/or materials to designated locations.
2.    Performs minor preventative maintenance to motor vehicles such as checking tire pressure and battery, oil, gas and water levels.
3.    Contacts appropriate individual for motor vehicle repair and/or maintenance.
4.    Maintains records and prepares reports on such matters as vehicle use, mileage, destinations, accidents, repairs, gas and other vehicle expenses.
5.    Performs related duties such as loading and unloading furniture, equipment and supplies; picking up and delivering mail, supplies, etc.; and sorting, distributing and/or collating mail or other documents.
Based on assignment, incumbents of positions may also:
1.    Operate radio communication equipment.
2.    Escort clients, including blind or handicapped clients, from motor vehicle to destination.
V.    DIFFERENCES BETWEEN LEVELS IN SERIES:
None.
VI.   RELATIONSHIPS WITH OTHERS:
Major work contacts are with staff members, residents, inmates, patients and/or clients.
VII.  SUPERVISION RECEIVED:
Incumbents of positions in this series receive direct supervision from employees of higher grade who provide instructions, assign work and review performance for conformity with applicable policies and procedures.
VIII. SUPERVISION EXERCISED:
None.
IX.   WORKING CONDITIONS:
Chauffeurs may lift and carry heavy objects; may work varied shifts, weekends, holidays or nights; and may be subject to a standby (on call) work status.
X.  QUALIFICATIONS REQUIRED AT HIRE FOR ALL LEVELS IN SERIES:
1.    Knowledge of the state laws, rules, and regulations and safety practices governing motor vehicle operation.
2.    Knowledge of the types and characteristics of motor vehicles.
3.    Skill in the operation of motor vehicles such as automobiles, panel trucks, vans, station wagons, etc.
4.    Ability to understand and apply the laws, rules and regulations governing assigned unit activities.
5.    Ability to read road maps.
6.    Ability to read, write and comprehend the English language.
7.    Ability to follow written and oral instructions.
8.    Ability to exercise sound judgment.
9.    Ability to maintain accurate records.
10.    Physical stamina and endurance.
Based on assignment, the following additional qualifications may be required at hire:
1.    Ability to lift and carry heavy objects.
XI.  QUALIFICATIONS ACQUIRED ON THE JOB AT ALL LEVELS IN SERIES:
1.    Knowledge of laws, rules and regulations governing assigned unit activities.
 Based on assignment, the following additional qualifications may be acquired on the job:
1.    Knowledge of the terminology, codes, standard abbreviations and standard procedures followed in operating mobile radio communication equipment.
XII.  MINIMUM ENTRANCE REQUIREMENTS:
None.
XIII. SPECIAL REQUIREMENTS:
Possession of a current and valid Massachusetts Class 3 Motor Vehicle Operator's License.
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