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Job description

	Job title: Transport Services Driver



	Department: Communities
Service: Neighbourhood Services
Grade: D
Post reference number: NSDRIVATT001

	

	1 Job purpose

To undertake a range of transport services including but not exclusively Passenger Transport.

	

	2 Principal duties and responsibilities

	1. To carry out checks to vehicles and equipment, to maintain safety at all times in line with established procedures.

2. To transport various client groups during normal working hours and occasionally evenings and weekends.

3. To undertake transport duties as appropriate within the service, which may include transporting goods and vehicles, as well as people.
4. To work in partnership with the Passenger Transport Services Escort to provide a friendly and safe service for adults and children.

5. To liaise with carers, parents, school and day centre staff and Passenger Transport Services to ensure any information is securely passed on, such as medication instructions or small amounts of cash.

6. To assist service users in boarding and leaving the vehicle calmly and safely, using a tail lift when appropriate and assisting with mobility aids and luggage as necessary.

7. To ensure all service users travel in a safe manner, adhering to all health and safety requirements and that they are appropriately seated and secured using specialist equipment where necessary.

8. To respond quickly and calmly in the event of an emergency, medical or otherwise, during a journey.

9. To undertake all relevant training and achieve the required levels of competency, such as first aid, safeguarding across the generations, disability, autism and dementia awareness and the use of vehicle tail lifts (this list is not exhaustive).

10. To deliver a high quality service through professional conduct, appearance and performance, ensuring service users experience a safe and satisfactory travel experience at all times.

11. To treat service users and customers with respect and in a dignified manner and maintain client confidentiality at all times.

12. The post holder must be prepared to work at locations throughout the whole area of the City and surrounding conurbation in accordance with the needs of the service and be flexible with the hours worked to ensure a flexible service.

13. To ensure that the vehicle is clean and tidy and suitable for the carriage of service users.

	

	3 All staff are expected to maintain high standards of customer care in the context of the City council’s Core Values, to uphold the Equality Scheme ‘Fair & Just’ and health and safety standards and to participate in training activities necessary to their post.

	

	4 This is not a complete statement of all duties and responsibilities of this post.  The post holder may be required to carry out any other duties as directed by a supervising officer, the responsibility level of any other duties should not exceed those outlined above.

	

	5 Numbers and grades of any staff supervised by the post holder:

	None

	

	6 Post holder’s immediate supervisor: Passenger Transport Supervisor

	

	Prepared by/author: Norman England

Date: January 2013

	Job title: Passenger Transport Manager


	Note: This section should only be included in job descriptions issued to employees and should not be sent to all job applicants.

I understand and accept the job duties and responsibilities contained in this job description.

Signature:







Date:


Person specification
	Job title: Transport Services Driver



	Department: Communities
Service: Neighbourhood Services
Section: Passenger Transport Services
Grade: D
Post reference number: NSDRIVATT001

	

	Areas of 

responsibility
	Requirements
	Measurement

	
	
	P
	A
	T
	I
	D

	Technical
	To hold a minimum of a D1 driving licence, with D desirable.
	
	(
	
	(
	(

	
	CPC (Certificate of Professional Competency - Driver) desirable.
	
	(
	
	(
	(

	
	Be aware of driver / vehicle responsibility.
	
	(
	
	(
	

	Experience
	Experience of driving passenger carrying vehicles in a social services / education / community based service.
	
	(
	
	(
	

	
	Experience of supporting service users with varying needs.
	
	(
	
	(
	

	
	Experience of responding to a diverse range of customer and stakeholder needs.
	
	(
	
	(
	

	Communication and Team work 


	Ability to communicate verbally and face to face at all levels.
	
	(
	
	(
	

	
	Effective listening skills with the ability to take direction.
	
	(
	
	(
	

	
	Ability to use own initiative and to make quick, calm and commonsense decisions.
	
	(
	
	(
	

	
	An awareness of the communication needs and social interaction difficulties of children, older people, people with disabilities and adults and children with learning difficulties.
	
	(
	
	(
	

	
	Ability to respond to emergency situations calmly and to evaluate and report on any emergency situations which may arise.
	
	(
	
	(
	

	
	Promote teamwork in all aspects of the service.
	
	(
	
	(
	

	Training
	To undertake all training relevant to the job and achieve the required levels of competency.
	
	(
	
	(
	


	Work Related Circumstances
	Work may be required out of hours, evenings and weekends.
	
	(
	
	(
	

	
	Must undergo and pass a CRB or any other check as requested.
	
	(
	
	(
	

	
	Willingness to comply with the City Council’s non-smoking policy.
	
	(
	
	(
	

	Work to promote mutual respect and good relations
	An awareness, understanding and commitment to the City Council’s Equality Scheme in terms of service delivery and employment.
	
	(
	
	(
	

	
	Ability to promote and develop the service and to maintain a high standard of customer care.
	
	(
	
	(
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	Prepared by/author: Norman England

Date: January 2013

	Job title: Passenger Transport Manager


