CITY OF BRADFORD METROPOLITAN DISTRICT COUNCIL

JOB PROFILE 
	DEPARTMENT: Corporate Services
	SERVICE GROUP: Business Support

	POST TITLE: Mail Courier  
	REPORTS TO: Mail Distribution & Archive Manager

	GRADE: Band 3
	SAP POSITION NUMBER : 50177708


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 provide a secure, safe and efficient mail delivery and collection service on behalf of the Local Authority

Complete all journeys / activities within the arrival, departure and duty timeframes as specified in the Service level Agreement and report all unforeseen occurrences and delays.



	Main Responsibilities of Post: 

	To provide a secure mail / courier service for BMDC, collecting and delivering post / packages / equipment as instructed from a variety of Council buildings / schools and the Post Office
· Ensure that the vehicle contents are secure and that the vehicle is always locked when unattended ensuring data security is not compromised

· Provide cover for any post / courier run as requested to meet operational and departmental requirements

· 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. 

· Refer to the daily schedule for your assigned runs and variations and comply with instruction given

· Notify the Corporate Mailroom Team Senior of any breakdown/ RTA as soon as it is safe to do so

· Positively promote the Council 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 PPE and Council identification at all times during duty hours

· 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.

· Keep information regarding Council business or colleagues confidential at all times.

Business Support Generic Duties
· To demonstrate a commitment to carry out duties in the best interests of the Business Support service, its customers, staff and other users, adopting the highest standards of customer care.

· To act in accordance with Data Protection Act principles and maintain confidentiality at all times. 

· To participate in in-service training and other training programmes as required, and maintain personal and professional development in order to meet the changing demands of the post.

· To undertake any other duties commensurate with the grade and overall level of the post.



	Structure :
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	Special Knowledge Requirement. Will be used for shortlisting. 

	Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column.

	
	Essential 

	Due to the Governments Fluency in English Duty for posts where employees speak directly to members of the public the post holder is required to meet either the Lower threshold level – where the person is able to demonstrate that they can during the interview: 

a) Use a wide range of simple words and a standard English sentence structure to express much of what they want to. 

b) Maintain a conversational flow even though they pause to think of the correct words or sentence structure in order to express themselves. 

or the Advanced threshold level (which will be implemented where the post requires a greater level of sensitive interaction with the public e.g. in children’s centres) – where the person is able to demonstrate that they can during the interview: 

a) Can express themselves fluently and spontaneously , almost effortlessly 

b) Only the requirement to explain difficult concepts simply hinders a natural smooth flow of language 
	X

	Required to understand and apply relevant technical knowledge, rules, processes and systems for the casual mail courier role. 


	X

	Uses basic awareness of Health, Safety and Environment , including Risk Analysis 
	X

	Awareness of data protection and data security protocols 


	X

	Interprets straightforward information
	X

	Able to carry out basic safety checks on Council vehicles
	X

	Ability to manage own time and work schedule within strict daily deadlines 
	X

	Carries out a variety of working practices, applying rules, procedures and processes ideally relating to courier driving with multi drop sites 
	X

	Relevant experience requirement: Will be used for shortlisting.


	A minimum of 5 years driving experience.

Some experience within the past 10 years of driving restricted rear view vehicles would be desirable.

	Relevant professional qualifications requirement.  Will be used for shortlisting. 


	Category B car licence and be over 21 years of age



	Level 1 Literacy or Numeracy



	Core Employee competencies to be used at the interview stage. 



	Carries Out Performance Management

	Ability to manage a daily workload and carry out a number of specific tasks accurately and to a high standard. 

	Communicates Effectively 

	Ability to communicate verbally with both colleagues and customers, giving information relating to mail rounds and deliveries.Show knowledge relating to handling private, confidential and sensitive information.

	Carries Out Effective Decision Making 

	Demonstrate a range of thinking skills required for taking initiative and independent actions within the scope of the job. This includes planning and organising schedules within strict deadlines and using own initiative relating to driving skills, vehicles and mail rounds.

	Undertakes structured Problem Solving Activity 

	Ability to use analytical skills in order to solve problems, developing practical solutions and managing interpersonal relationships.


	Operates With Dignity and Respect 


	Demostrate promoting equality, treating all people fairly and with dignity and respect , maintains impartiality/fairness with all people, is aware of the barriers people face. 

	Working Conditions: 

 

	·  Must be able to lift heavy bags and boxes.

· Working mainly within the boundaries of BMDC, but may occasionally have to work outside of this area   

· Hours will be within the scope of 6.30am to 4.00pm, Monday to Friday
Must be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the Equality Act 2010 in relation to Disability Provisions.  

	Special Conditions: 

	Must  be able to undertake manual handling relating to delivering and collecting parcels, large post items and archive boxes

You will be informed if there is a requirement for the post to have recruitment checks 

such as DBS, Warner Process.

	

	Compiled by: JL
Date: June 17
	Grade Assessment 

Date:
	Post Grade: Band 3



Mail Distribution & Archive Manager





Corporate Mailroom Team Senior





Mail Couriers x4


Casual Mail Couriers








