
 
Delivery Driver 

JOB DESCRIPTION 
 

JOB TITLE:  Delivery Driver 
DEPARTMENT: Manufacturing 
REPORTS TO:  Warehouse/ Delivery Supervisor 
  
SUMMARY:  Responsible for supporting warehouse operations thru delivery, transferring, storing 
and picking activities 
 
DUTIES AND RESPONSIBILITIES:   

 To  generate stores’ purchase orders 
 To pull/pick products from purchase orders 
 To receive/commit stores’ purchase orders 
 To load and deliver to retail stores in company vehicle according to schedule 
 To unload and check in delivery or order at stores 
 Pickup and delivery as needed 
 Pick up and distribute mails and interoffice envelops accurately to proper personnel 
 Organize packaging boxes and warehouse 
 Operate forklift, hand truck, pallet jack and other warehouse equipment in a professional 

and safe manner 
 Maintain the cleanliness of vehicle interior and exterior; refuel as needed 
 Maintain daily record of delivery times and locations 
 Assist in identifying vehicle maintenance requirement 
 Perform other duties as assigned including housekeep of common area and restrooms; 

packing, moving and setting up of furniture, cabinets, equipments, etc. 
 Respect and supports supervisors and manager 
 Follow and enforce Company rules & regulations such as smoking, drinking & drug use 

policies 
 Proper product handling 
 Other duties as assigned 
  

REQUIREMENTS/SKILLS: 
 Able to understand and follow oral or written work instructions 
 Good communication skills 
 Able to work with fellow coworkers 
 Forklift certification preferred 
 Clean driving abstract/record and valid driving license 
 Able to work as scheduled and on times 
 Good vision 

 
PHYSICAL DEMANDS: 

 Able to stand and walk throughout the scheduled work shift 
 Able to lift and/or move up to 75 lbs. on a continuous basis throughout the work day 
 Physically fit 


