BURY METROPOLITAN BOROUGH COUNCIL

JOB DESCRIPTION
	Post Title:
DRIVER/ASSISTANT

	Department:
ENVIRONMENT & DEVELOPMENT SERVICES
	Establishment/Post No:
CS020040007

	Division/Section:
OPERATIONAL SERVICES
	Post Grade:
Grade 6

	Location:
BRADLEY FOLD
	Post Hours:
37 hours per week on a split duty

	Special Conditions of Service:

Driving licence – essential
Minimum age of 25 years (Vehicle Insurance Condition)

Working in adverse weather conditions

Uniform / protective clothing provided and to be worn at all times

Bury MBC operates a no smoking policy within all buildings and vehicles owned or hired by the authority.

The influence or consumption of alcohol or other substances will not be permitted whilst on duty.

May be required to work additional hours subject to service requirements.

Adhere to all Council Policies.

To achieve NVQ level 2 in passenger transport.
Post holder to be CRB checked.

	Purpose and Objectives of Post:

To have individual responsibility to provide physical, practical amd emotional support for people with physical disabilities and people whose behavior challenges our services whilst transporting them to and from various establishments, also from time to time to operate the Courier Service.  Some clients are both mentally and physically challenged and there is a need for a sympathetic and tactful approach not only with the clients but also with their relatives.

To undertake and contribute to a flexible and a responsive service.


	Accountable to:    
Head of Transport and Workshop

	Immediately Responsible to:
Transport Supervisor

	Immediately Responsible for:
Service users whilst being collected and transported from home and vice versa

	Relationships:

Internal:

All Environment & Development Services employees and employees from other departments


	External:

Service users
Service user relatives and carers.
Members of the public



	Control of Resources:


Personnel:

None

Financial:

None

Equipment/Materials:
Responsible for ensuring high standards of cleanliness of vehicle being driven.  Responsible for vehicle, ignition and fuel keys and any other keys relating to associated duties also lubricants and cleaning fluids..

Health & Safety:  
Ensure compliance with health and safety guidelines and instructions as set out in the

                                     Councils and sections Health and Safety policies and procedures. Report incidents, accidents

                                     and hazards and welfare of service users.

                                     Responsible for health, safety and welfare of service users, bus escorts and members of the 
                                     public.



	Duties/Responsibilities:

Customer care

· Collect people from and return them to their homes and assist with any personal care tasks necessary before, during and after their journey.  Also assist as needed upon arrival at their destination.

· Provide first point of contact between service users and professionals others as appropriate to varied circumstances. 

· Assess situations when people cannot enjoy a trouble free journey such as passenger compatibility, disruptive behaviour, sickness, incontinence, removal of clothing and be able to take appropriate remedial action.

· Deal with service users queries either by direct personal action or by referring on appropriately.

· By exercising personal judgement and by taking direct action ensure that safety policies are complied with at all times and provide for the secure conveyancing of all passengers and specifically those who are unable to take personal responsibility for their own safety.

· Monitor passengers’ needs and behaviour and refer any significant changes, for Adults and Communities/Children and Young People’s staff attention or reassessment.

· Administer ‘first aid’ to passengers as and when required.

· Treat service users, members of the public courteously and report any complaints/messages and pass on to the relevant supervisor/centre manager.          
Working with people whose behavior challenges our services

· Work in partnership with Adults and Communities/Children and Young People’s staff and professionals to establish a programme to manage behaviour, e.g. explore/discuss reasons for behaviour changes, including the immediate trigger, and encourage independence where appropriate.
· Work with service users before, during and after their journeys in ways which enable them to manage their behaviour.
· Providing reassurance, encouragement and a calming environment when they are reluctant to travel on either the outward or return journey.
· Confronting behaviour which is unacceptable, in accordance with practice guidelines and training.

Driving and other tasks

· Drive and operate all classes of vehicle for which postholder is licensed.
· Be a competent driver capable of handling adapted minibuses and operating hydraulic passenger lifts,  and light vans.

· To transport wheelchair service users from home address to day centre and return, ensuring  

           wheelchair service users are safely and comfortably restrained in the vehicle.

· To transport mentally and physically challenged children to and from home to special schools.

· Be aware of special needs and vulnerability of passengers with a physical and learning disability and those in wheelchairs, and possess the necessary driving skills.

· To work flexibly within the requirements of the service

· Maintain the required standard of cleanliness of vehicles, inside and out.

· To check vehicle daily as per attached sheet before first use of the day, including all safety equipment and ensuring sufficient equipment required for the appropriate route.        

· Assist in induction training for new staff, and support and assist less experienced drivers and escorts as appropriate.

· Communicate effectively.

· To work with minimal supervision and to accept responsibility for the work assigned to him/her
· Ensure service users property is left secure and safe, including having access to key codes.
· Collect any necessary keys and route data information from Supervisor
· To deliver inter-school mail for the Education Department. (Optional)
· Fill vehicle with fuel, oil and water as required.
· Periodically steam clean vehicle in preparation for service and inspection and deliver vehicle to Workshops.
Health and Safety

· Report any vehicle fault to Transport reception and enter faults in the Defects Book.  If breakdown occurs whilst on duty, inform Transport and remain with vehicle until assistance arrives (at no time must service users be left unattended).
· Must undertake First  Aid and Manual/Personnel handling training.
· Report any accidents, incidents, injuries, hazardous occurrences involving vehicle and/or postholder and/or service users to the Supervisor and to include the completion of an accident report form.
· Clean up vomit/urine etc from vehicle as soon as is practicable, ensuring vehicle is disinfected on return.
· Observe correct safety procedures/regulations at all times.

General duties

· To attend training courses as necessary.
· To embrace modern technologies, such as vehicle tracking, data logging etc.
· Any other duties deemed necessary to the post.
· Complete basic routine clerical tasks, such as mileage sheets, time sheets etc.

· Must be prepared to undertake emergency duties as required.

· Correct use of two-way radio communication system must be adhered to at all times.                   

· Act as the “eyes and ears” or “on the spot” observer and report and/or action problems via Supervisor.

· Promote the image and customer care policies of the Authority at all times.

· Undertake Courier Service duties as per relevant Job Description
· Assist clerical staff with route planning and scheduling as required.
· To participate in staff meetings, training programmes and reviews where appropriate.

Where an employee is asked to undertake duties other than those specified directly in his/her job description, such duties shall be discussed with the employee concerned who may have his/her Trade Union Representative present if so desired. (See paragraph 203 of supplemental Conditions of Service).
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	ASSESSMENT METHOD
	SHORT-LISTING CRITERIA
	ESSENTIAL
	DESIRABLE

	Application and Interview
	Current D1 Driving Licence             Must be over 25 years of age                       (Insurance requirements)
	(
	

	Application and Interview
	Must have a minimum of 2 years experience of transporting passengers 
	(
	

	Application and Interview
	Must have experience of Manual Handling
	(
	

	Application and Interview
	Must have experience of handling clients from home to vehicle.
	
	(

	Application and Interview
	Demonstrate your experience of how you have used your own initiative within a working environment
	(
	

	Application and Interview
	Experience in customer care
	(
	

	
	
	
	


the above short-listing criteria plus the following:

	ASSESSMENT METHOD
	INTERVIEWING CRITERIA

	Interview
	Must have knowledge of the Bury area

	Interview
	Must be able to demonstrate a knowledge and sympathetic approach to service users with special needs.

	Interview
	Must have ability to identify when a service users condition requires additional medical attention√

	Interview
	Must be able to identify and report on any welfare needs of the service users

	Interview
	Must have a working knowledge of driver’s daily responsibilities with regard to daily checking of vehicle.

	Interview
	Must have an awareness of Health & Safety Regulations

	Interview
	Must be able to work on own initiative

	Interview
	Must have ability to communicate effectively and efficiently

	Interview
	Must be able to demonstrate organisational abilities

	Interview
	Must be adaptable/flexible

	Interview
	Must be able to portray a professional image at all times

	Interview
	Must be able to handle contacts sensitively and in a non-judgemental manner

	Interview
	Must have the ability to defuse potential volatile situations

	Interview
	Willing to undertake further training as required and be physically fit.
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