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	JOB TITLE:
	Vocational Driver

	GRADE:
	E

	POST NUMBER:
	C020300123, C020300150,  C020300750

	DIRECTORATE:
	Communities

	SERVICE:
	Passenger Transport Service

	RESPONSIBLE TO	:
	Route Manager

	RESPONSIBLE FOR:
	Working collaboratively with TSU staff, teachers, group leaders and customers during transport operations.



	


	DBS Enhanced check required
This post is not politically restricted 

	JOB SUMMARY:	
	To safely and efficiently drive passenger, goods and other Council vehicles on scheduled and ad-hoc transport services. To ensure the safe transport of passengers and commodities, support passengers when required, and deliver service standards in accordance with Council policies, procedures and the Passenger Staff Handbook.


	ROLE REQUIREMENTS:
	

	1. 
	To safely and efficiently drive any allocated vehicle in accordance with a journey schedule or other verbal or written instruction, showing respect for other road users, passengers, and the general public at all times.

	2. 
	To undertake any other duties and responsibilities, when instructed by a manager, which are within the capabilities of the postholder and commensurate with the grade of the post.


	3. 
	To access the day’s work schedules without direct supervision, if necessary, check for any updates and changes and ensure the vehicle is equipped to undertake the required journey.


	4. 
	To be responsible for the wellbeing of passengers and users whilst they are in the care of the Service. 

To report as soon as possible to an appropriate manager any concerns about the well-being of passengers and users.


	5. 
	To be punctual at collections and arrive punctually at destinations.  To report any delay to managers to ensure passengers and users are aware of any delay.


	6. 
	To undertake all required checks to assess vehicle safety and legality prior to commencing a journey and ensure that vehicle condition checks are undertaken at the end of every journey, reporting any defects/damage as soon as possible to the appropriate manager.


	7. 
	To ensure compliance with Driver’s Hours and Records Regulations, Working Time Directives and any other legal requirements of vocational drivers and the type of journey undertaken.


	8. 
	To maintain the allocated vehicle in a clean, tidy and presentable condition, both internally and externally.


	9. 
	To ensure all required equipment is available, serviceable and ready for use before commencing a journey.


	10. 
	To ensure that appropriate records/registers are maintained for passengers and users travelling on the vehicle.  To be responsible for conveyance of messages or the safe keeping of envelopes passing between the passenger’s carers and the school/centre and vice-versa.  To ensure any medication/equipment transported with the passenger is carried safely and legally.


	11. 
	To operate, after appropriate training, digital tachographs, analogue tachographs, any on-board communication equipment, any other I.T. equipment, radio/other entertainment systems, electronic driver identification, vehicle tracking or navigation equipment fitted to the vehicle and check that it is working prior to any journey

	12. 
	To operate, after appropriate training, tail-lifts and any other equipment fitted to or carried on the vehicle, to ensure safe and easy loading of passengers.


	13. 
	When undertaking passenger assistant duties, ensure that customers in wheelchairs and special seats are adequately secured within the vehicle and all safety belts are properly adjusted and fitted.

	14. 
	To be responsible for the safe delivery of customers to identified destinations making sure that any customer is delivered safely and with dignity. Where appropriate, ensure a parent or guardian who is recognised or authorised by the Council receives the customer. In the event of arrangements failing ensure the service user is transported safely to the place nominated by the service.

	15. 
	To assist passengers, if necessary, to board and disembark the vehicle safely and assist with any light luggage or possessions.

	16. 
	To promptly report delays, accidents, incidents, safeguarding concerns or other adverse events and complete all required documentation.


	17. 
	To complete all mandatory and job-related training as required.


	18. 
	Wear the uniform and photographic identification provided, always maintaining a clean and professional appearance.


	CORPORATE RESPONSIBILITIES
	

	19. 
	Actively contribute to the council’s priorities and outcomes in a way that promotes a ‘one organisation’ approach.

	20. 
	Develop and maintain positive relationships with colleagues, stakeholders and communities to ensure the council and the directorate strategic priorities are effectively implemented.

	21. 
	Promote equality among all staff and ensure that services are delivered in a non-discriminatory way, that is inclusive of all disadvantaged groups.

	22. 
	Support organisational change and learning, following and implementing appropriate systems of self-development, communication and engagement, quality measures, monitoring and review in delivering the functions of the role.

	23. 
	Promote sustainability, including encouraging a culture of innovation and accountability amongst all council staff.

	24. 
	Adherence to the Council’s commitment to the health, safety and welfare at work policy
[The role requirements are the duties and responsibilities that are specific for each tier of staff and management are listed in the Appendices attached]


	25. PEOPLE
	This role will require contact and interaction with Children and/or Adults with special educational needs and/or disabilities and other individuals within a school or day care setting, either within the council and/or in outside organisations. A positive, collaborative, helpful and flexible individual is crucial in promoting positive outcomes within the service for children and families. 

	26. 
	Dealing with people in a caring, sympathetic and responsible manner.

	27. 
	Working with adults or children who need assistance with mobility, personal care and behavioural issues.


	28. SERVICE
	To read and understand the current Passenger Staff Handbook or any revisions/amendments.

· Holder of the Driver CPC.
· Holder of a valid Tachograph Card
· Ability to work on own initiative and/or as part of a team.
· To be physically fit and able to bend, push and pull
· To be able to work the varied hours required of the service
· To be able to commute easily from home to attend appropriate locations within the Borough at times required of the service
· Good inter-personal skills with a diverse range of customers, clients, colleagues and service partners with bi-lingual ability an advantage.
· Ability to communicate effectively with a wide range of customers, carers, colleagues and stakeholders.
· Ability to present a professional image of the Council and its transport operations.  


	PERFORMANCE
	

	29. 
	Completes accurate written and digital reports, records and documentation in accordance with service procedures.


	30. 
	Maintains satisfactory attendance and timekeeping standards.

	31. 
	Completion of all mandatory training 

	32. 
	Successful completion of all job specific training courses


OTHER CONDITIONS: 

To maintain personal and professional development to meet the changing demands of the job and participate in appropriate training/development activities including the council’s ‘My Annual Review’ scheme. 

Ensure that all duties and responsibilities are discharged in accordance with the council’s policies and procedures, Code of Conduct and relevant regulations and legislation. 

To comply with the council’s equal opportunities and diversity policies ensuring anti-discriminatory practice within the service area.
[image: ]
To undertake additional duties that may arise from time to time commensurate with the grade of the post.
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Person Specification for the Post of

	
Essential (E)
or
Desirable (D) (if applicable)

	
Method of Assessment
A= Application Form
T= Test
I= Interview

	Knowledge


	1. Knowledge of care to be provided to individuals with special needs.

2. Knowledge and use of a language other than English.

3. Knowledge of the geography of the Borough, the London and South East area

4. Knowledge of safeguarding responsibilities when working with children and vulnerable adults.


	E


D

E



E

	A, I


A, I

A, I



A, I

	Qualifications
& Experience
	5. Experience of driving minibuses, and accessible vehicles and coaches within an inner city area.
6. Experience of dealing with people in a caring, sympathetic and responsible manner.
7. Experience of working with adults or children who need assistance with mobility, personal care and behavioural issues.
8. To hold a Driving Licence (Category D)

	E


E


E


E
	A, I


A, I


A, I


A

	
Living the TOWER Values sets out the essential behaviours required of all staff. 
They are aligned to the organisation’s five TOWER Values


	We work TOGETHER across boundaries and with partners to achieve the best outcomes for Tower Hamlets

	9. Takes steps to get to know people within in the team and to build positive relationships with them.
	E
	A, I

	We are OPEN and transparent

	10. Uses effective listening and questioning techniques to understand the needs of others

	E
	A, I

	We are WILLING to challenge, innovate and be accountable

	11. Takes accountability for delivering own work and contributing to that of team

12. Identifies and speaks-up on providing solutions to problems and obstacles.

13. Willing to listen and try something new so we achieve better outcomes.


	E




E


E
	A,I




A,I


A,I

	We empower each other to be EXCELLENT and go the extra mile

	14. Understands how objectives contribute to the overall purpose of the council and is positive about the future.
	E
	A, I

	We RESPECT all communities, they are the heart of everything we do

	15. Listens to customers and take time to understand their point of view.

16. Is polite, helpful and inclusive towards people from our diverse community.
	E



E
	A, I



A, I

	Additional Requirements
	17. To comply with the requirement to carry out a DBS check on this role. 


	E
	A, I
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