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JOB DESCRIPTION

Job title:

Driver
Reporting to:
Transport Operations Manager
Hours per week:
30 hours per week – Term-time only.                                    Normal driving duties will take place between approximately 6.30am to 9.30am and 3.30pm to 6.30pm, Monday to Friday. Some weekend work may be required by arrangement with the Transport Operations Manager.
Contract type:
Support / Permanent 
Probation Period:
6 months

Salary per annum:
Draft Date:

Jan 2018

Main Purpose of the Role:

Responsible to the Transport Operations Manager for the provision of an effective transport service to College students in a responsible and competent manner, whilst ensuring the safety of passengers, other road users, members of the general public and yourself, at all times.
Main Duties & Responsibilities:
1. To drive an allocated College minibus or other College vehicle, to predetermined points for the collection and return of students, in accordance with an agreed timetable, mornings and evenings.
2. To be responsible for the safety, comfort and welfare of the students making use of the College service.
3. To carry out daily and weekly vehicle checks and any basic maintenance as agreed with the Transport Operations Manager and Senior Driver – Maintenance.
4. To maintain the cleanliness of the vehicle, inside and out, ensuring that the vehicle is in a clean and roadworthy condition as required.
5. To report any vehicle defects, faults, incidents or accidents to the Transport Operations Manager or Senior Driver – Maintenance, in a timely fashion.
6. To refuel vehicles as required using the College designated fuel stations.
7. To assist in maintaining and promoting a good company image whilst driving the College liveried minibuses.
8. To undertake any other associated duties that may be required occassionally by the Transport Operations Manager, for which overtime will be agreed and authorised where applicable.
9. To undertake any other reasonable duties that may be required from time to time by the College Executive. 

Other Reasonable Duties

This Job Description sets out the main duties of the post at the date when it was drawn up.  Such duties may vary from time to time without changing the general character of the post or the level of responsibility entailed.  Such variations are a common occurrence and cannot of themselves justify a reconsideration of the grading of the post.  This list of duties is not exhaustive and from time to time staff will be asked to undertake any other reasonable tasks in relation to their role.  
Safeguarding

The College recognises that it has a statutory and moral duty to ensure that the College safeguards and promotes the welfare of young people and vulnerable adults receiving education and training at the College. It is the responsibility of everyone at the College to protect young people and vulnerable adults and there are procedures in place to minimise risk and ensure appropriate action is taken should abuse be suspected.

You are responsible for familiarising yourself with the Child Protection & Safeguarding Policy and Procedures, the Code of Professional Conduct and the Guidelines on Professional Boundaries and adhering to these regulations in the workplace. A copy of these Policies and Procedures can be found in the Staff Handbook.
PERSON SPECIFICATION
	Requirements
	Essential
	Desirable
	How Tested?

(AF / IV / Other)

	Qualifications/Training
	
	
	

	PCV Driving Licence


	
	
	

	CPC Driver card (Training for CPC will be provided by the College)


	
	(
	

	Hold a clean driving licence inc. Cat.D1


	
	(
	

	Experience/Key Skills
	
	
	

	Experience of working in a similar role


	
	(
	

	An understanding of safeguarding and its importance in a College environment
	(
	
	

	Personal Competencies (Essential)



	· Communication, both oral and written, able to use a range of techniques and styles to ensure that communication is timely, clear and effective, to both individuals and groups, including athletes, coaches and support staff, members of college staff, other sporting bodies and outside organisations.  
· Personal Organisation, able to work in a methodical and organised way to achieve goals and ensure maximum efficiency and effectiveness. 
· Adaptability, able to adapt to a complex, ever changing work environment including adopting a flexible approach and reacting positively to changing circumstances.

· Accountability, able to ensure the successful completion of every task or activity they undertake at work including having a positive, can do attitude in their pursuit of their goals and duties.

· Teamworking, recognising responsibility as a team member to include providing active support and loyalty, valuing individuals for their knowledge and contribution, encourage everyone to contribute and to ensure fellow team members are fully informed of matters that may affect them.

· Quality & Customer Service, able to demonstrate clear commitment to achieving high levels of customer service to staff and students.

· Self Development, the ability to recognise the responsibility to develop oneself and proactively seeking assistance to meet development needs.
· Respect for Race, Equality and Diversity, Sees issues from another person’s point of view.  Is polite, tolerant and patient when dealing with people, treating them with respect and dignity, no matter what their race, religion, position, background, circumstances, status or appearance.
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