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	Job title
	Courier

	Reports to
	Logistics Manager


Job purpose

Provide courier pick up and drop off service for CPC Pathology in the geographic area. Also must be able to provide “stat” pick up and deliveries to clients during the peak hours of service during the day. This person must have a good driving record, be dependable and professional with clients.

Duties and responsibilities

· Provides all courier services needed to include specimen pick up, supply deliveries, specimen returns and stat services.

· Transfer materials, as needed, between the laboratory and hospital.

· Maintains route sheets by recording all pick up/delivery times, specimens received and record special notations pertaining to the stop.

· Coordinates specimen receipt with a colleague and records specimens in electronic log.

· Must be accessible by phone or text while on duty.

· Must comply with all IDOT regulations, HIPAA regulations and follows chemical hygiene policy of the laboratory.

· Perform daily vehicle maintenance check and report any issues.

· When instructed, takes vehicles for routine maintenance and any scheduled repairs.

· Performs additional tasks as directed.

Qualifications

· Valid driver’s license.

· Dependable driving abilities.

· No driving issues within past 5 years.

· High school diploma or equivalent.

Working conditions
If the job requires a person to work in special working conditions this should be stated in the job description. Special working conditions cover a range of circumstances from regular evening and weekend work, shift work, working outdoors, working with challenging clients, and so forth.

Physical requirements

If the job is physically demanding, this should be stated in the job description. A physically demanding job is one where the incumbent is required to stand for extended periods of time, lift heavy objects on a regular basis, do repetitive tasks with few breaks, and so forth.

Direct reports

None
	Approved by:
	Tracy Knox, Administrative Laboratory Director

	Date approved:
	5/13/2020

	Reviewed:
	4/24/2025
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