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Job Description 

Job Title: Delivery Representative 

Summary: The Delivery Representative delivers prescribed supplies, equipment and 

pharmaceuticals to customers as directed. The Delivery Representative assists with pharmacy 

activities; which includes shipping, receiving, stocking and physical inventory. The Delivery 

Representative maintains all vehicles and transportation equipment. The Delivery 

Representatives works with the direction of the Warehouse Manager. 

Duties and Responsibilities: 

1. Promptly delivers prescribed medications and supplies to patients and clients as 

scheduled 

2. Unpacks products, supplies, and equipment upon delivery at designated locations and 

provides arrangement and assembly assistance as appropriate 

3. Retrieves products, supplies or equipment from patients and clients due to termination 

or deficiency 

4. Records all delivery and retrieval information on appropriate forms in an accurate and 

timely manner 

5. Ensures all safety and infection control procedures are followed and documented 

accordingly 

6. Ensures delivery vehicle is clean and maintained in a safe operating condition in 

accordance to vehicle inspection report 

7. Performs routine roadside repairs as necessary (e.g., change tire, windshield wiper) 

8. Reports all accidents immediately to the Warehouse Manager or appropriate supervisor 

in accordance with company policies and procedures 

9. Performs and completes daily vehicle inspection checklist and addresses any infractions 

10. Reports all patient and client concerns, complaints and unsafe conditions relating to 

deliveries to the Warehouse Manager or appropriate supervisor and completes all 

necessary forms immediately 

11. Stocks and maintains the pharmacy, packages patient and client orders and delivery 

slips as directed 
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12. Maintains, cleans and tests all home medical equipment as directed and informs the 

Warehouse Manager of defective equipment and devices 

13. Performs emergency deliveries on an “on call” basis as assigned 

14. Utilizes appropriate precautions for handling and disposal of hazardous and infectious 

materials and waste by adhering to all infection control policies and procedures 

15. Participates in branch, department and intra-department meetings and quality 

assurance activities as directed 

16. Adheres to all CHAP standards relevant to materials management including home 

medical equipment 

17. Participates in special projects and performs other duties as needed or required 

18. Completes all assigned DMEtrain courses 

19. Wears a seat belt 100% of the time while in the vehicle 

Minimum Education and Experience: 

High school diploma or general education degree (GED) required. One year of transport and 

delivery driving experience. 

Licenses/Certifications Required: 

Valid driver’s license and driving record in compliance with motor vehicle safety regulations 

Knowledge, Skills and Abilities Required: 

 Knowledge of basic home medical equipment 

 Knowledge of local highways, interstates and bridges  

 Skill in time management 

 Skill with forklift, ladder, dolly and pallet jack operations 

 Skill in the use of computer technology and related software applications 

 Ability to understand and follow specific instructions and procedures 

 Ability to sort, check, and verify numbers 

 Ability to add, subtract, multiply and divide in all units of measure, using whole 

numbers, common fractions and decimals 

 Ability to interpret maps                                           
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 Ability to effectively work alone and in a team environment 

 Ability to clearly communicate OSHA (Occupational Safety and Health 

Administration) safety requirements 

 Ability to exert maximum muscle force to lift, push, pull or carry objects 

 

Working Conditions: 

Working conditions are normal for a transportation environment. Work requires significant 

local travel. 

Physical Effort: 

Performing physical activities that require considerable use of your arms and legs and moving 

your whole body, such as climbing, lifting, balancing, walking, stooping and handling of 

materials.  

 

Environmental Conditions: 

 Works around machinery with moving parts 

 Works around moving objects and vehicles 

 Works outside and inside 

 Exposed to dampness, humidity, hot and cold temperatures 
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I certify that I have read the Delivery Representative job description, it has been 

explained to me, and I understand my duties and responsibilities as stated 

herein. 

 

Employee signature: _______________________ date: _______ 

 

Employee print name: __________________________________ 

 

Supervisor signature: _______________________date: _______ 

           


