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r Job Title Here

	About Aberdeen City Council

	Our purpose is to ensure the People and Place of Aberdeen prosper and to protect the People and Place from harm.  
The Local Outcome Improvement Plan 2016 – 2026 (LOIP) identifies how Aberdeen City Council, together with our Community Planning Partners, will tackle the key issues facing our city to ensure Aberdeen is a place where all people prosper.  The LOIP sets out our shared promises to the people of Aberdeen:  
· Prosperous Economy - Aberdeen has a flourishing, thriving and successful local economy. 
· Prosperous People - People in Aberdeen are happy, healthy and enjoy positive life outcomes. 
· Prosperous Place - People experience Aberdeen as the best place to invest, live and visit. 
· Enabling Technology - Innovative, integrated and transformed public services.

To deliver our promises to the city of Aberdeen, our focus is on:  
· Empowering staff to meet priority outcomes aligned to the determinates of good health 
· Empowering the communities we serve to be self-sufficient 
· Early intervention and prevention of harm to the people, place and economy of Aberdeen 
· Connecting with citizens, customers and partners through our use of digital 
· Using data and information to help us understand the demand on the Council and how we can better improve outcomes 
· Being entrepreneurial - creative and innovative in how we do our business. 

We count on our employees to be enthusiastic and proactive public servants, who are committed to our purpose and motivated to make a positive and lasting difference to the city and its people. 
 
Aberdeen City Council is arranged into three functions, two of which are aligned to the wider determinates of good health and the final function focussed on good governance. Each function is divided into clusters, and within each cluster are service areas/teams.   Teams from across the Council prioritise working together with local and regional partners to ensure a collective focus on improving outcomes for our citizens in keeping with the wider determinates of good health. 


	About the Families & Communities Function 

	The function comprises Education & Lifelong Learning, Housing, Children’s Social Work & Family Support, and Corporate Landlord which is responsible for the physical assets associated with each of these service areas. The function will ensure that services are delivered in an integrated manner to achieve better outcomes for people in Aberdeen City, within the framework of statutory responsibilities and consistent with the Council’s strategic objectives.
The function leads the development and delivery of a Family Support Model to enable delivery of The Promise and closer multi-disciplinary working at locality and neighbourhood level. It provides vision, leadership, strategic direction and professional advice to enable successful delivery the council’s and Community Planning Partnership’s priorities for families and our communities. The function facilitates multi-agency working at the most local level to support children and families; and ensure readiness and effective implementation of anticipated reforms to further strengthen the model of Family Support.

	About the Corporate Landlord Cluster

	Consolidates all our corporate landlord activities, which include the consolidation of all health and safety activities, and is responsible for the management of commercial and non-commercial land and property assets, facilities management, contractor management and council house stock management.

	About the  Facilities Management Team

	The team deliver a range of ‘Soft’ Facilities Management services within properties across Aberdeen City Council’s non-housing operational property portfolio, targeted cleaning services within both the housing portfolio and for external clients and Passenger Transport services. The full range of services delivered are Education Catering, Cleaning (housing and non-housing), Distribution (mail and non-person transportation), Janitorial & School Crossing Patrol (schools only), Office & Building Management (at Council headquarters premises and city centre multi-storey car parks) and Passenger Transport (Public, Education, Social Care and Demand Responsive passenger transport) services.



	
About the Role

		Job Title
	Contract Monitoring Officer

	Pay Grade
	G9

	Job Family
	Information Services
	Location

	Marischal College



To monitor and enforce contracted transport for home to school transport and social care service users and bring about improvements in the operation of contracted transport.




	

	Key Outcomes and Task Examples

	The post holder will deliver the following outcomes: 
	Examples of related tasks:

	Ensure that vehicles, drivers and escorts employed on school, social care and public transport services provided on behalf of the Council adhere to conditions of contract and relevant legislation.

	· Conduct checks of vehicles arriving at and departing from schools/establishments to ensure that drivers are on the Council’s approved list, that vehicles and wheelchair restraints are in good condition and as specified on the contract and that other contractual and legal requirements, such as timekeeping, are being adhered to.
· Devise and operate a system of regular checks to cover all school, social care and public transport contracts, but also target areas of reported difficulty and suspected quality shortfalls.
· In consultation with the appropriate Senior Transport Officer, conduct targeted checks to verify satisfactory operation when new arrangements (new contracts or new academic year) are in place.


	Provide expert advice on wheelchair and pushchair restraint systems and monitor staff dealing with the carriage of passengers with wheelchairs.


	· Be familiar with different types of wheelchairs, pushchairs and their restraint systems and passenger lifts. 
· Ensure that drivers and escorts are minimising risk and ensuring safe operating systems.  

	Investigate complaints and incidents in respect of contracted transport; deal with related correspondence and take appropriate action including administering the system of financial deductions and warnings applicable to breaches of contract conditions.


	· Liaise with transport providers, social workers, headteachers and school staff over any reported incidents of pupil misbehaviour and make recommendations to minimise such occurrences.
· Investigate complaints from members of the public or service users as directed by Senior Transport Officers and correspond with complainants as appropriate.
· Record observations of non-compliance, verify reported observations of non-compliance and apply the appropriate performance management system penalty notice.
· Provide the contractor with written advice of the non-compliance, consider any mitigating circumstances and agree joint action to avoid a repetition 
· Maintain records of contractor performance.

	Develop an expert knowledge of school, social care and public transport services operated under contract to the Council and make recommendations for improvements with regard to safe operating environments, timekeeping and effective route planning.


	· Conduct risk assessments of the arrangements for picking up and setting down pupils at schools and make recommendations to Senior Transport Officers, school staff and operators where there is room for improvement.
· Participate in route revisions planned by Senior Transport Officers and provide advice having regard to known patronage levels, traffic delays and other operational realities.
· Conduct passenger surveys on services subject to revenue support from the Council and make recommendations for change based upon survey findings and customer feedback.
· Assist as required in the provision and monitoring of any bus services procured by the Council.
· 

	Liaise with social work services, schools, parents and bus and taxi operators and their passengers as required and develop a close working relationship with DVSA, the Police and the Council’s fleet manager and take firm action to require vehicle inspections as and when appropriate.

	· To liaise with, Social Care Services, schools, parents, bus and taxi operators and their passengers as required.
· Liaise with the Vehicle Inspectorate and the Police where there is intelligence or reasonable grounds for further investigation of service providers.
· Liaise with the Council’s fleet manager to require a vehicle inspection where there is reason to believe that a vehicle on a Council contract may be unsafe or illegal.



	Report on conditions of bus shelters, stops and timetable cases to Senior Transport Officer and carry out investigations and assist generally as required by the Public Transport Unit.

	· Monitor the condition of public transport infrastructure whilst in the course of travel for other purposes and liaise with Senior Transport Officer where remedial action is required.




	Role Requirements  

	This section includes what the post holder needs to carry out the role or, for recruitment purposes, enables applicants to decide whether they meet these requirements.

	Minimum Qualification(s) / Certificates / Memberships etc. required


	· HNC/HND or equivalent in a business/technical related subject.

	As a minimum, demonstrate skills and experience in
	· Strong IT skills.
· Strong communication skills.
· Empathy with children with additional support needs and those with challenging behaviour.


	As a minimum, demonstrate an understanding of

	· Transport procurement or contract management.

	Demonstrate commitment to
	· Delivering outcomes for the citizens of Aberdeen
· The welfare needs of all customers
· Undertaking all mandatory training as defined by the organisation and any other training as defined by the service
· Continuous improvement of service delivery
· Personal development


	Other requirements
	· Holding of a full clean current driving licence.



	[bookmark: _Hlk15307435]Our Guiding Principles

	We are all responsible for the culture we work in, and our Guiding Principles help guide what we expect from each other:

	Purpose 
	We care about our purpose, our people and our city

	Pride
	We take pride in what we do and work to make things better

	Team
	One team, one council, one city

	Trust
	We trust each other and take responsibility

	Value
	We value each other and recognise a job well done


	Job Profile Version Date

	July 2025
	Job Evaluation Number
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This job profile provides indicative information about outcomes, tasks and activities that may be undertaken as part of this role.  It is not intended to be an exhaustive list due to the need for agility and flexibility in our workforce and to be responsive to change and meet business needs.
JP Template: 2024




Team Leader
(Passenger Transport Unit)


Contract Monitoring Officer


image1.jpeg




image2.png
Aberdeen City Council
Job Profile

£
ABERDEEN





