

	Competency Based Job Profile Band 5-8



CITY OF BRADFORD METROPOLITAN DISTRICT COUNCIL

JOB PROFILE 
	DEPARTMENT: Finance
	SERVICE GROUP: Revenues & Benefits

	POST TITLE: Security Driver / Guard / Clerk
	REPORTS TO: Pay Office Team Manager

	GRADE: Band 5/6
	SAP POSITION NUMBER : 


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 following points should be noted: 
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.  As a candidate/employee you will be expected to demonstrate your ability meet the special knowledge, experience and qualifications required for the role. 

	Key Purpose of Post: 

	To provide a prompt, responsive and secure cash and valuables in transit service collecting & delivering cash, valuables & sensitive confidential documents to & from locations across the Bradford district, including single person operations
To collect money from car parking meters for on street car parking and Council car parks and ensure the safe & secure transfer of funds to the Cash & Security Team

To assist in administrative duties including counting cash and the provision of a Pay Office counter service for internal customers



	Main Responsibilities of Post: 

	1) Act as a Security Driver /Guard to transport substantial amounts of cash, cheques, valuables and confidential documentation and comply with Standing Orders. Total Cash collection for the team is £85m pa 
2) Work alone as a Cash & Valuables in Transit driver / guard performing single person operations  Empty and collect monies from Council car parking machines both on street parking and car parks and deliver to the Pay Office.  Total Car Park money collected by the team is £1.8m
3) Work within the security and safety requirements associated with cash & valuables in transit, in particular potentially dangerous security risks, threats and incidents.  Dealing with a variety of circumstances when delivering and collecting; especially being alert to possible security threats
4) Confidently handle, count and reconcile large sums of coinage and notes received from various establishments, preparing them for banking and comply with audit recommendations
5) Deal with customer enquires face to face & by telephone.  Expected to show a high degree of personal initiative in liaising with a wide range of people from service users, colleagues within all Council Departments, schools, internal audit and unit Managers to advise and resolve queries, working within specified procedures and in accordance with Council Financial Regulations and Key Controls, referring only the more complex matters to more senior staff
6) Collate and maintain a record of requests for changes in collection arrangements.
7) Record statistical data relating to sites visited etc on daily work sheets & produce word processed statistical documentation and reports 
8) Responsible for the safety & security of vehicles.  Required to carry out daily & weekly checks ensuring defects are reported & vehicles are safe to use
9) On a daily basis will work seated in a vehicle for long periods & will be required to lift & carry heavy items. Will work in confined spaces for long periods of time Required to wear uniform & personal protective equipment inside & outside vehicles including helmet, boots & ballistic vest 
10) Report any faults with car parking machines and other coin operated equipment immediately.
11) Assist in maintaining stocks of relevant stationery and banking materials as required (coin bags etc.)
12)  Deputise for the Cash & Valuables in Transit Specialist when required to do so (e.g. building/equipment security and alarms)
13) Act as a coach and mentor to support and develop new or less experienced members of staff to be able to carry out instructions.



	


	Special Knowledge Requirement: 

	Carries out a variety of working practices, applies complex regulations, rules, procedures and processes ideally in cash handling and / or security 

	Uses knowledge of health, safety and security policies , procedures and regulations  including continually assessing risks & taking appropriate action 

	Knows and understands how to use, interpret, handle and communicate information

	Able to carry out basic safety checks on Council vehicles

	Able to handle, count and reconcile large sums of coinage and notes

	Uses a range of complex IT packages 

	Ability to adopt a process of continual improvement and suggest ways of working more efficiently and effectively to improve service delivery.

	Able to work with internal + external customers face to face and over the telephone

	Ability to take on responsibilities associated with building security including alarms, key-holding and emergency response to call out

	Able to operate a range of office equipment e.g. telephone, photocopier, fax etc


	Relevant experience requirement: 

	At least 3 years driving experience with a minimum of 12 months professional

driving experience within the past 10 years of Transit size vehicle or larger.

2 years experience in a security or bulk cash handling environment 

1 years clerical experience

	Relevant professional qualifications requirement:

	Briefly outline the qualifications which are ESSENTIAL to the post. Please complete this section as it is essential short listing criteria for recruitment.



	Full driving licence 
Will hold or be willing to obtain a Front Line SIA Cash & Valuables in Transit Licence which requires:

· Level 1 Literacy or Numeracy

· Willing to study for a Level 2 Cash & Valuables in Transit qualification (or already has this qualification)

· The holder to be aged 18 or over 


	Core Employee Competencies

	Carries Out Performance Management

	Covers the employee’s capacity to manage their workload and carry out a number of specific tasks accurately and to a high standard. 

	Communicates Effectively 

	Covers a range of spoken and written communication skills required as a regular feature of the job.  It includes exchanging information/building relationships; giving advice and guidance; counselling, negotiating and persuading and handling private, confidential and sensitive information.

	Carries Out Effective Decision Making 

	Covers a range of thinking skills required for taking initiative and independent actions within the scope of the job. It includes planning and organising, self effectiveness and any requirements to quality check work.

	Undertakes Structured Problem Solving Activity 

	Covers a range of analytical skills required for gathering, collating and analysing the facts needed to solve problems. It includes creative and critical thinking; developing practical solutions; applying problem solving strategies and managing interpersonal relationships.

	Operates with Dignity and Respect 


	Covers 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 tins.

· Must be able to work in confined spaces for long periods of time.

· Must be able to wear safety equipment including stab vest and security helmet with visor.

· Must be occasionally available at evenings, weekends and bank holidays as a key-holder.   

· 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: 

	Disclosure Scotland Criminal Records Check

	Progression to Band 6 is dependant upon the post holder 
1) Holding a level 2 award for working as a  Cash & Valuables in Transit Operative
2) Holding an SIA Cash & Valuables in Transit Front Line Licence and 
3)  Working alone as a Cash & Valuables in Transit driver / guard in the large security vans
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Section Leader Cash Control





Cash Control Specialist (X2)





CVIT Specialist 





Cash Control Officer (X3)





Driver Clerk Guard (X8.6)





Cash & Security Support Officer








