	JOB DESCRIPTION & PERSON SPECIFICATION  (JDPS)                           



	Job Title:  

	Integrated Transport Driver Escort
	Job Evaluation         Reference Number:  
	AA 3022

	Service:


	Integrated Transport
	Grade:


	SLGE 4

	Department/Section:


	Development and Infrastructure Services
	Location:
	Various

	Line Manager (post):

	Administration Officer - Transport

	Date JDPS was created / last reviewed / amended:
	September 2014

	This JDPS should be read in conjunction with:


	1. Core Training Requirements (link)
2. Service plan/team plan (link) 
3. Argyll & Bute Council Competency Framework  (link) 
4. Managers guide to recruitment (link)
5. Job Evaluation process (link)


	Job Summary:   (This should summarise the main purpose of the job in 1 or 2 sentences – what is done, to what / whom, with what outcome.)
To assist the Integrated Transport team to ensure all pupils are transported to and from school safely and on time by fulfilling required duties as scheduled each day / week, in accordance with Council policies and all requirements.  


	Scope / Dimensions:  (This should summarise the level of any operational / financial / budgetary / staffing responsibilities.)
N / A
 

	Job Description:  Main Outcomes required  (see Note 1 below)


	1.
	Service delivery / implementation:  
Assist the  Administration Officer - Transport to ensure that high quality services and best value are delivered to service users by ensuring that all agreed plans are implemented efficiently and effectively and all necessary information is communicated.  In particular:
· Transport school children to and from educational establishments both within Argyll and Bute area, and outwith.
· Ensure the transported children are handed over safely at the drop off point.

· Take appropriate care of vehicle to ensure it is roadworthy at all times, including fuelling vehicle as necessary and ensuring that vehicle defects are reported daily.

· Provide cover throughout the Section as directed by the Integrated Transport Section.



	2.
	Health & Safety responsibilities:
Ensure all Health & Safety duties and responsibilities are treated as a priority and fully met / delivered at all times.  In particular:

· Act in a professional manner showing good road manners and courtesy to pedestrians and other road users, observing speed limits and road conditions at all times.

· Ensure seatbelts are worn by all passengers.
· Ensure wheelchair apparatus within minibus is utilised appropriately to secure passenger safety. 
· Safely assist passengers where required including using wheelchair access tail lifts where appropriate.
· Open and close vehicle doors for all children, ensuring they board and alight on the near side of the road.
· Ensure all vehicle doors, emergency exits and passages are free from obstructions.
· Responsible for the daily checks of the vehicles, ensuring vehicle is clean at all times.
· After appropriate First Aid Training, administering emergency First Aid support within agreed levels.
· Ensure that all concerns relating to safety or other relevant areas are intimated timeously to the Administrative Officer (Integrated Transport)
· Attend driver training courses as instructed.


	3. 
	Administration:
Ensure any required paperwork or administrative duties are carried out in full and on time, including:

· Ensure any administrative paperwork relating to the vehicle used or the transport duties carried out is completed and returned to the Administration Officer on time.

· Notify the Integrated Transport Section of any changes to his / her driving licence

· Attend such meetings as required for the effective performance of the Integrated Transport team.


	4.
	Ensure that employees and/or outside bodies under his/her control comply with the department’s or their own health and safety at work procedures and ensure that safe systems of work are used at all times.


	5.
	Undertake other duties appropriate to this job and grade, and as required by the line manager and ensure appropriate outcomes are achieved.   



	Person Specification:  (see Note 2 below)


	CRITERIA:     E = Essential              D = Desirable    


	Education and / or professional qualifications  (Including membership of professional bodies)


	
	N / A


	Experience



	E.1
D.1

D.2

	Driving experience.

Transporting groups

Experience of dealing with children who have additional support needs.



	Specific job-related knowledge  


	D.1

D.2


	 First aid.

 Moving and handling.  



	Any additional job-related requirements   


	E.1

E.2
	PVG membership required.

Appropriate current, valid driving licence.



	Competencies   (The skills, knowledge and behaviours required to perform this job effectively)
(Link to Competency Framework)


	E.1
	Level 1.
The postholder requires to be an excellent timekeeper, and to possess good communication skills.



	Guidance Notes for Job Description & Person Specification (JDPS):

 

	1. Main Outcomes Required: every post in Argyll  and Bute Council has between 5 and 10 distinct areas where results are required to allow the team/service to deliver the required service.  To identify these, the tasks and duties are listed and grouped into relevant areas, which allows the required OUTCOME to be identified for each area.  
2. In the Job Description section above, the JDPS clearly sets out the key outcomes the post holder is expected to achieve – in other words, WHAT needs to be achieved.  
In the Person Specification section, the JDPS sets out the Essential and Desirable Criteria that the post holder must meet/demonstrate to be able to carry out the job effectively.   In particular, the core competencies reflect how the job should be done.  During recruitment, any candidate must meet/demonstrate all essential criteria to be considered for selection.  
3. In developing each JDPS, the Council demonstrates its commitment to equality & diversity by ensuring that job criteria are consistent, relevant and justifiable to the successful undertaking of the job and do not indirectly or disproportionately disadvantage any individual on the grounds of age, disability, gender including sex and gender reassignment, sexual orientation, marriage and civil partnership, pregnancy and maternity, race, ethnic origin, colour, nationality, national origin, religion or belief. 
4. The Competency Framework sets out what the Council’s expectations are of our employees at all levels of the organisation, by identifying the skills, knowledge and behaviours required by each employee depending on their job within the Council.  These competencies demonstrate our vision and values in how we deliver our services. The Competency Framework Level relevant to this JDPS is shown on page 1.
5. The Framework also provides the basis for the development of our corporate learning and development programme, which is designed to encourage all employees to realise their potential.  From this, the council have developed a set of Core Training Requirements for each post  in each service/ department.  The Core Training Requirements level relevant to this JDPS is shown on page 1.
6. The work of your team will help to achieve the objectives set out in your Service's Service Plan and all of the Council's Service Plans show how the council achieves the objectives set out in the Council's Corporate Plan.
7. In addition, the statements contained in this JDPS should be considered in the context of their relationship with relevant Council policies and procedures, operating arrangements, and other statutory responsibilities of each job holder.  All policies and procedures can be accessed on the Hub under My HR.
8. JOB EVALUATION: job evaluation is a method for comparing different jobs to provide a basis for a grading and pay structure. Its aim is to evaluate the job, not the jobholder, and to provide a relatively objective means of assessing the demands of a job.
Any fundamental change to the JDPS could potentially require you to follow the new post procedures rather than a change to the existing post (Link to process).  
9. RECRUITMENT: Argyll and Bute Council strives to demonstrate its commitment to equal opportunities. .  
See Note 3 above.  You (Line Manager) should review and agree the JDPS with your HR Officer to ensure it is completely up to date and in particular, that the person specification includes skills, qualities and experience genuinely required to perform the role to the required standard.  In general terms, this will not include any requirements relating to male / female, age, or any other protected characteristic, although your HR contact will be able to advise you if any objectively-justified exceptions, based on genuine occupational requirements, apply.   (Link to policy).
10. NEW EMPLOYEE:  the Council’s Induction Process is designed to ensure new employees are integrated effectively into the Council, and that a consistent approach is taken to achieve this.  As part of the Induction Process, you (Line Manager / Supervisor) are encouraged to explain more detail about the team, its goals and responsibilities.  You should also discuss the new employee’s JDPS again in more detail, and clarifying how it fits in within the team.  Ensure you describe clearly any initial and also clarify what performance standards are required.  This should be done in line with the Induction Process on Week 1, Week 6 and 6 months and the should follow the step below for PRD.  (Link to induction process).
11. PRD:  performance Review and Development is a process that ensures each employee (a) is clear about their contribution to the overall ambitions of the Council, (b) has targets that are aligned  to the values and priorities of the organisation and (c) has their learning and development needs linked to their individual targets.  As part of the annual process, each employee is expected to review their JDPS with their reviewer (usually the line manager) and consider how well the employee has performed in comparison to this over the last year, and identify where any development needs are.
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