
CITY OF BRADFORD METROPOLITAN DISTRICT COUNCIL

JOB PROFILE

	DEPARTMENT: Children’s Services
	SERVICE GROUP: Passenger Transport Services (PTS)

	POST TITLE: PTS Driver
	REPORTS TO: Transport supervisor

	GRADE:  Band 4, 
SCP 3-4 £18,887 - £19,264 Pro rata

	HOURS OF WORK:

30 hours per week term time

18.75 hours per week school holidays 

	
	


The following information is furnished to help Council staff and those people considering joining the City of Bradford Metropolitan District Council to understand and appreciate the general work content of their post and the role they are to play in the organisation.  The duties and responsibilities highlighted in this Job Profile are indicative and may vary over time.  Post holders are expected to undertake other duties and responsibilities relevant to the nature, level and scope of the post and the grade has been established on this basis.
As a candidate you will be expected to demonstrate your ability to meet the special knowledge, experience and qualifications required for the role by providing evidence in the application form for the purpose of shortlisting. Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column of this section.

The employee competencies are the minimum standard of behaviour expected by the Council of all its employees and the management competencies outlined are those relevant for a post operating at this level within our organisation. 

Both sets of competencies will be used at interview stage and will not be used for short listing purposes.
	Key Purpose of Post: 

	· To safely transport vulnerable children and adults from home to pre-arranged locations as determined by the clients needs and be responsible for the care and welfare of clients during transportation.
· To carry out additional Driver or Escorting duties as determined by both client and operational needs.

· To deliver a cost efficient and quality, high standard and safe service that meets the needs of all of our clients.
Main responsibilities of the post 

1. Comply with all driving regulations/legislation. Carry out driver vehicle checks daily, complete vehicle safety check book and report defects in the appropriate section quoting fleet service defect report serial number.  Hand appropriate documentation into the Operations Centre as instructed.
2. Professionally co-operate and work as a two person team with the allocated escort, carry out daily vehicle & equipment checks as described in the driver/escort bus pack.  
3. Refer to the daily schedule for your assigned runs and variations and comply with instruction given 

4. Depart at the scheduled time; comply with Running Board instructions regarding client information and client needs.  Provide a consistent service by not varying your route or time without authority, i.e. as far as practicable,  Complete your run in the allocated time and inform the Operations Centre of any delays or potential delays over 15 minutes
.

5. Record all hours of work in accordance with Driver hour’s regulations. (Driver not Escort)
6. Complete all appropriate work records and hand them to the Operations Centre on return, including bus change over records.
7. Ensure that all clients are accounted for prior to leaving schools / centres (confirm with school / centre).  Visually check that passengers have either their seat belts fastened or, if they are in a wheelchair, it is secured according to regulations before the vehicle moves.
8. Notify all issues to Planning or Supervisory staff, Ensure client variation slips are fully completed and handed in to the planning staff for minor client changes.  Notify the Operations Centre of any breakdown / RTA as soon as it is safe to do so.

9. Work as a two-person team (driver + escort) reporting any concerns regarding safety matters.
10. Do not use or hold a hand held / hands free mobile phone or similar device whilst you are in control of the vehicle under any situation.  Company mobile phones are to be used for contacting the operations office, or where necessary in any emergency situation parents/carers of clients.
11. Positively promote the Company by maintaining a high standard of general hygiene, demeanour and appearance at all times.  Adhere to the dress code policy and correctly wear any relevant Personal Protective Equipment (PPE) and company identification at all times during duty hours. 

12. Communicate effectively, positively, constructively and extend professional courtesy by always speaking in a professional manner, being helpful and giving consideration to all service users, colleagues and customers by treating everyone fairly regardless of age, race, sex, disability, sexual orientation and religious belief. 

13. Attend training as required and demonstrate satisfactory levels of competence, knowledge and understanding in areas such as health and safety, first aid, disability and manual handling.

14. Be medically fit to carry out the service responsibilities and be free from the effects of drugs,                          alcohol and fatigue.
15. Keep information regarding service users or colleagues confidential at all times, ensuring that out of date transport schedules are destroyed in accordance with PTS instruction


	Routine Communications: 
Depot Operational Management and Staff, Service Users, Parents, Carers, School staff, Centre staff and Customers


	Structure:

[image: image1]

	Special Knowledge


	1
	Due to the Governments Fluency in English Duty for posts where employees speak directly to members of the public the postholder is required to meet the Lower threshold level.

You should be able to demonstrate that you can use a wide range of simple words and a standard English sentence structure to express and maintain a flowing conversation even though you pause to think of the correct words with the ability to express and make yourself understood (this will also be tested during the interview).



	2
	Experienced driver with knowledge of Bradford area and road network

	3. 
	Experience of working with the general public

Able to work flexibly to accommodate the needs of the service

	Special Working Conditions: 

· Manual Handling will be required for securing wheelchairs on vehicles and manoeuvring 

             client wheelchairs between destinations
· Attendance at relevant mandatory training and annual refresher training

· Working mainly within the Boundaries of BMDC but may occasionally have to work outside 
             of this area.
An enhanced disclosure check with the Disclosure and Barring Service will be undertaken for this post



	Education/Qualifications/Experience: 
Must hold a category D1 or appropriate driving licence and be over 21 years of age.  
Must have a minimum of 3 years’ car driving experience

Experience within a customer facing and / or caring environment or working with vulnerable people  
Able to demonstrate literacy and numeracy skills 
Ability to carry out basic manual handling skills

	

	Compiled by:MP
Date: Nov 2012
Reformatted June 2017 SW
Reformatted March 2022
	Grade Assessment Date:


	Post Grade: Band 4

	For HR use only
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PTS Transport Operations Managers








Supervisors & 


Customer Planning Co-ordinators (Planner)








PTS Minibus Drivers


PTS Passenger Escorts
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