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	ROLE PROFILE



	Job Title:


	SEN Transport Officer 

	Department:


	Place

	Division:


	Public realm

	Grade:


	Grade 7



	Hours (per week):


	36 hours Permanent role

	Reports to:


	CTS Operations Supervisor

	Responsible for:


	n/a


	Role Purpose and Role Dimensions:
	Provide an efficient passenger transport service on behalf of commissioning departments, in accordance with all legislative requirements, established procedures and standards, to ensure that clients are transported safely and efficiently.

	Commitment to Diversity:
	To take individual and collective professional responsibility for championing the council's diversity agenda, proactively implementing initiatives which secure equality of access and outcomes.  Commit to continual development of personal understanding of diversity.



	Key External Contacts:
	Bus and taxi providers

Schools, Colleges and Day Services.

Families and Carers


	Key Internal Contacts:
	CTS Deputy Deputy Head of Service – Travel Commissioner, Adults, SEN and Social Services departments.

	Financial Dimensions:
	Enable the provision of financial information by maintaining accurate records.

	Key Areas for Decision Making:
	Ensure that the daily provision of passenger transport services is carried out in an effective and efficient manner in accordance with SLAs and contracts.

	Other Considerations:
	Manage customer and supplier enquiries (between the hours of 07:00 and 1700) on a rota basis.  React accordingly and resolve.

Provide cover and support to the Transport Officer - Vehicles.


	Is a satisfactory disclosure and barring check required?
(click here for guidance on DBS)
What level of check is required?
	No
None

	Is the post politically restricted 
(Click here for guidance on political restriction)
	No



	Is the post exempt from the Rehabilitation of

Offenders Act (ROA) 1974 

(Click here for guidance on ROA )

	No


	
	


	Key Accountabilities and Result Areas:
	Key Elements:
Co-ordination of the day to day service, to ensure the smooth running of the service.

	Manage supplier payments and enable accurate financial reporting
	This will involve:
· Raising Purchase Orders and processing a large volume of invoices. Ensuring their accuracy through liaising with contractors and CTS records in line with contractual terms and conditions.

· Maintaining internal record systems (Oracle/EMS/Excel) to enable accurate reporting on number of children, adults and non SEN clients transported and cost per head.

	Handling supplier and customer enquiries including

special needs, parents, schools and commissioners


	This will involve:

· On a daily basis dealing with enquires relating to the service from suppliers and customers.

This will require knowledge of routes and contracts and the ability to deal sensitively with enquiries through to resolution. 

	Assist with contract management
	This will involve:

· Maintaining a system for complaints and supplier defaults. Enabling robust contract management in line with contract terms.

· Carrying out supplier monitoring including site visits as directed by the CTS Manager.

· Liaise with partners including taxi and bus operators and head teachers to ensure the smooth running of transport arrangements for adult and children services.

· Obtaining information from schools (start and end dates and time/inset days/passenger information).

	
	


	Green Commitment
	· Ensuring both individual and teamwork meets the Council's Green Commitment Policy goals in reducing energy consumption and waste, increasing renewable energy use and recycling, contributing to a reduction in traffic congestion and using sustainable materials.



	Data Protection
	· Being aware of the council’s responsibilities under the Data Protection Act 1998 for the security, accuracy and relevance of personal data held, ensuring that all administrative and financial processes also comply.

· Maintaining customer records and archive systems in accordance with departmental procedures and policies as well as statutory requirements.



	Confidentiality 


	· Treating all information acquired through employment, both formally and informally, in confidence.  There are strict rules and protocols defining employee access to and use of the council’s databases.  Any breach of these rules and protocols will be subject to disciplinary investigation.  There are internal procedures in place for employees to raise matters of concern regarding such issues as bad practice or mismanagement.


	Equalities and Diversity
	· The council has a strong commitment to achieving equality of opportunity in its services to the community and in the employment of people. It expects all employees to understand, comply with and promote its policies in their own work, undertake any appropriate training to help them to challenge prejudice or discrimination.



	Health and Safety 


	· Being responsible for own Health & Safety, as well as that of colleagues, service users and the public.  Employees should co-operate with management, follow established systems of work, use protective equipment and report defects and hazards to management.  Managers should carry out, monitor and review risk assessments, providing robust induction and training packages for new and transferring staff, to ensure they receive relevant H&S training, including refresher training, report all accidents in a timely manner on council accident forms, ensure H&S is a standing item in team meetings, liaise with trade union safety representatives about local safety matters and induct and monitor any visiting contractors etc, as appropriate. 


	Contribute as an effective and collaborative team member.

	This will involve:

· Participating in training to demonstrate competence.

· Undertaking training as required for the role.

· Participating in the development, implementation and monitoring of service plans.

· Championing the professional integrity of the service. 



	
	


	Person   Specification


	Job Title: 


	Transport Officer - Passengers

	Essential knowledge:
	Understanding of service delivery and clients’ needs
Knowledge of MS Office packages (word, excel and e mail)

	Essential skills and abilities: 
	Ability to communicate effectively verbally and in writing with suppliers, parents/carers, and commissioners to ensure outcomes are achieved.

The ability to be solutions focussed, flexible, pragmatic, and collaborative.

Ability to deal sensitively with the needs of vulnerable adults and children.

Customer services skills including effective complaints handling.

Ability to understand transport legislation.

 

	Essential experience:
	Experience of working in an operational service.
Experience of contract management in operational environment.

Experience of raising purchase orders and invoices at a large scale.

Experience of providing customer service in a busy environment.

	Special conditions:
	Handle customer and supplier enquiries (between the hours of 07:00 and 1700) on a rota basis. Required to attend Bernard Weatherill House of a minimum of 2 days a week.
Ability to carry out site visits.
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