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WREXHAM COUNTY BOROUGH COUNCIL

ENVIRONMENT DEPARTMENT

Job Description

Job Title:  

Transport Operations Officer




 
Grade:

G05
Responsible to:
Integrated Transport Unit  Manager
Department:  
Environment



 

Hours of Duty:     37 hours per week




JOB PURPOSE

As part of a team, to ensure that the County Borough Council’s defined passenger transport network is operated effectively and efficiently, within the resources available.

PRINCIPAL ACCOUNTABILITIES

1 To maintain accurate records and summary lists  of all transport contracts, including financial, passenger numbers and utilisation levels.

2 To maintain up to date records of transport operator licences, vehicles and drivers used for Council hired transport

3 To ensure all contract variations are processed  in line with departmental instructions and  council financial regulations.

4 To maintain a record of all contract irregularities, and take appropriate action  against poor performance in line with current guidance.

5 To plan and contribute to the monitoring of  passenger transport contracts

6 To contribute to the planning of safe and efficient Education, Social care and Public Transport services

7 To contribute to the preparation of tender documents  for transport services

8 To receive and process requests for transport in line with policy and commissioning guidelines.

9 To assist with the  process for determining eligibility for free home to school and college transport.

10 To undertake  any other transport related  duties commensurate with the grade.

KNOWLEDGE AND EXPERIENCE

· Knowledge of passenger  transport legislation  and national guidelines
· Understanding of council financial regulations and conditions of contract for passenger transport
· Ability to work unsupervised and effectively represent the Council  within regional and national forums.  

· Ability to communicate clearly and concisely both orally and in writing.  

· Manage a varying workload

JOB CONTEXT

The ITU  is a Section within the Environment Department and deals with all   transport services for the Council, including Fleet Management, Vehicle Maintenance, Education and Social Care Transport, Supported Public Transport and Staff Business Travel.
CONTACTS

1 Strategic Directors, Heads of Departments  and other Environment Department staff.

2 Staff from other Council Departments.

3 Head Teachers and school personnel

4 Social Care Establishment Managers
5 Transport operators

6 Members of the public.

7 Any other relevant organisations
	Job Title
	Transport Contracts Officer

	Job Evaluation ID
	1815

	Grade
	L05


	Requirement
	Essential
	Desirable
	Measured by*

	Qualifications
	
	
	

	5 GCSEs (A*-C) grade or equivalent
	√
	
	C

	HNC or equivalent education
	
	√
	C

	Specialist Knowledge
	
	
	

	Knowledge of Passenger transport legislation
	√
	
	F/I

	Experience in transport contract management
	√
	
	F/I

	Practical and Intellectual Skills
	
	
	

	Ability to communicate in Welsh
	
	√
	C/I

	Confident communicator, ability to  produce and present reports to a wide range of audiences
	√
	
	F/I

	Strong analytical abilities and work accurately with management information systems
	√
	
	F/I

	Experience in supervising staff
	√
	
	F/I

	Computer literate
	√
	
	F/I

	Ability to work on own initiative
	√
	
	F/i

	Personal Attributes
	
	
	

	Good organisational skills
	√
	
	F/I

	Self motivation
	√
	
	F/I

	Proven ability to meet deadlines and targets
	√
	
	F/I

	Committed to professional development
	
	√
	F/I

	Personal Circumstances
	
	
	

	Ability to travel across the County Borough to carry out work (e.g. attend meetings / visit clients or work sites)
	
	√
	I

	Ability to undertake evening and weekend work as required
	√
	
	F/I

	Equality
	
	
	

	Knowledge of and commitment to Equality and Diversity
	√
	
	F/I

	Understanding of the importance of Welsh Language and Culture
	√
	
	F/I


*  Each of the requirements specified must be measurable.  Please indicate the approach that will be taken to assess whether applicants meet the requirements:

	F
	Job Application Form
	
	C
	Certificate of Qualification

	I
	Interview
	
	T
	Test
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