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POSITION: Transportation Specialist  PAY GRADE: 3 
DEPARTMENT:  Wood Haven Health Care  STATUS:  Classified, FLSA Non-Exempt 

 
PURPOSE OF POSITION 
 
The purpose of this position is to coordinate and manage the transportation process for residents, which includes 
transporting residents to appointments.    
 
ESSENTIAL FUNCTIONS 
 
In addition to consistent and reliable attendance, the following duties are normal for this position.  These are not 
to be construed as exclusive or all-inclusive.  Other duties may be required and assigned.  Refer to the 
Comprehensive Position Questionnaire (CPQ) for this position for percentages of time. 
 
Maintains resident transportation and appointment calendar; schedules residents’ appointments; coordinates external 
transportation for residents’ appointments as needed. 
 
Drives residents to appointments; ensures residents are securely fastened during transportation; transfers residents in and 
out of vehicle; stays with residents during appointments. 
 
Reports resident care information received during appointment to Wood Haven nursing staff. 
 
Ensures vehicle is clean and reports any issues with the condition of the vehicle to maintenance staff. 
 
Fields and rectifies resident/family transportation or appointment concerns. 
 
Maintains working knowledge of current regulations governing Medicaid, Medicare and private insurance companies’ 
reimbursements. 
 
Assists with transportation for facility activities as needed.  
 
MINIMUM QUALIFICATIONS 
 
High school diploma or GED; supplemented by two (2) years previous transportation experience; or an equivalent 
combination of education, training, and experience that provides the requisite knowledge, skills, and abilities for this 
job.  Valid driver’s license required. 
 
 
PERFORMANCE APTITUDES 
 
Data Utilization: Requires the ability to classify, categorize, prioritize, and/or compile data and/or information.   
 
Human Interaction: Requires the ability provide guidance, assistance, and/or interpretation to others on how to apply 
procedures and standards to specific situations. 
 
Equipment, Machinery, Tools, and Materials Utilization: Requires the ability to operate and control the actions of 
equipment, machinery, tools and/or materials requiring complex and rapid adjustments.  
 
Verbal Aptitude: Requires the ability to utilize a wide variety of reference, descriptive, and/or advisory data and 
information. 
 
Mathematical Aptitude: Requires the ability to perform addition, subtraction, multiplication, and division; ability to 
calculate decimals and percentages; may require ability to utilize principles of fractions and/or interpret graphs. 
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Functional Reasoning: Requires ability to carry out instructions furnished in written, oral, or diagrammatic form.  
Involves semi-routine standardized work with some latitude for independent judgment concerning choices of action. 
 
Situational Reasoning: Requires the ability to exercise the judgment, decisiveness and creativity in situations involving 
a variety of generally pre-defined duties which are often characterized by frequent change. 
 
Physical Ability: Tasks involve the ability to exert moderate physical effort involving frequent lifting, pushing or pulling.  
Requires some stooping, kneeling of crouching.   
 
Sensory Requirements: Some tasks require visual perception and discrimination. Some tasks require oral 
communications ability. 
 
Environmental Factors: Essential tasks may risk exposure to temperature extremes, smoke, dusts, and animals/wildlife. 
 
Wood County is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the County 
will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective and 
current employees to discuss potential accommodations with the employer. 
 


