
TC Resale & Donation Center 

JOB DESCRIPTION 

 
Position:  Box Truck Driver  

 

Salary Range:  Open                Vacation: See “Staff Policies and Procedures Manual” 

 

Selection Procedure:   

The selection process shall consist of an oral interview weighed 50 percent and evaluation of educational, organizational 

and work related experience weighed 50 percent. 

 

General Statement of Adult and Teen Challenge Pacific North West Ministries 

The Mission Statement of ATCPNW proclaims we endeavor “to help people become mentally sound, emotionally 

balanced, socially adjusted, physically well, and spiritually alive. Teen Challenge shall endeavor in its efforts to help 

people by enriching their lives with actual work experience to enable them to become profitable members of their 

community.” TC Resale & Donation Centers  are an intrinsic component to the ministry of ATCPNW. They provide 

educational opportunities for students to learn job skills and positive work ethics as well as provide a source of revenue for 

the ministry.  

 

 

General Statement of Duties & Responsibilities:  

The primary responsibilities of the Box Truck Driver are:  

1. The safe operations of the box truck. 

2. The pick-up of Donations. 

3. The delivery of purchased items.   

4. Other duties assigned by members of the management team. 

 

Specific Responsibilities: 

1. Safe operation of the box truck. 

2. Completion of the Daily Vehicle safety/ Maintenance checklist. 

3. Responsible for the Box Trucks mechanical maintenance. 

4. Weekly clean the Box truck in and out. 

5. Completes reports as required by store manager.  

6. Promotes safety among students and staff. 

7. Be polite and professional at all times. 

8. Prepare tax donation documents as requested by donor. 

9. Insure merchandise is secured properly to minimize damage. 

10. Ask donors of any additional donations. 

11. Recognize acceptable donations. 

12. Communicate politely on unacceptable donations. 

13. Recognize and secure high value items.   

14. Assists in the unload process at the store. 

15. Box truck driver to inform the donor of the fact “All donated items are the property of the store”.   

16. Collects "gas" donation from donor. 

17. All Cash donations and tips are given to a member of management upon arrival to the store. 

18. Assists the Store Manager with acquisition of inventory. 

19. Distribute flyers & yard signs at the directions of the Store Manger. 

20. Follow dress code.   

 

Supervision Received:  

1. The employee works under the direct supervision of an Assistant Manager to determine goals and work to be done. 

2. The employee works indirectly under the supervision of the Store Manager who determines the direction and processes 

that are executed in the Store.   



3. The employee shall exercise a high degree of independent decision making and judgment in relation to scope of duties 

and responsibilities. 

 

Supervision Exercised:  

1. Exercise full supervision of Student or Intern assigned to the Box Truck.   

2. Supervision of Students or Interns in the absence of store management.   

 

Examples of Principle Duties: (Examples do not cover all duties that will be performed). 

 

1.   A thorough working knowledge of all program policies and procedures relative to assigned scope of duties and 

responsibilities.  These specifically shall include ATCPNW "Staff Personnel Policies and Procedures Manual",  

"Student Manual", and "Thrift Store Staff  Manual". 

2. Possess good standards of personal hygiene and a clean neat appearance including prescribed standards for hair and 

dress. 

3. A working knowledge of the methods and practices of supervision and the ability to carry them out. 

4. The ability to work in harmony with other staff personnel. 

5. Emotional maturity, professional objectivity and the ability to act in a Christian manner. 

6. The ability to carry out recommendations and directives of the Store Manager or Assistant Store Manager. 

 

 

Experience and Training: 

 

1. High School Graduate or Equivalent 

2. Demonstrate competency to effectively interact, work with and supervise participating students. 

3. Any satisfactory equivalent combination of experience and training. 

 

Special Requirements: 

 

1. Must be currently in possession of a valid driver’s license in State of residence.  

2.    Good driving record   

3.    Physically able to handle the lifting requirements of the position.   

 

 


