GLENBOIG DEVELOPMENT TRUST  

JOB DESCRIPTION
Community Transport Coordinator
Job Title: Community Transport Coordinator
Directly Responsible to:
Senior Care Manager
Hours:      35 hrs flexible across 6 days to meet demand of service  
                 Job share may be considered.
                 Permanent   

Holidays:  28 days paid inclusive of Public Days 

Salary      £22,500 per annum 

Location :  Glenboig Coatbridge 
Primary Purpose of the Job:
Working in a community-based setting, you will be a member of our Senior Team, supporting the delivery services for people which promote health and wellbeing, reduce loneliness and isolation, increase participation and help to maintain wherever possible independent living.

The community transport service will be one element of this project and will be available to all people using our services and their carers, schools, and community groups in and around North Lanarkshire.

 The role will be to manage all aspects of the community transport service.
Our fleet consists of 

Two Electric Cars – one wheel chair accessible 

Two 16-seater Mini busses one wheelchair accessible 

One petrol car 

Our current Transport Services meet the demand of Section 19 Permit, offering 

Transport Support to 

Community Group Daily  
Seasonal Outings 

Community Meal Delivery Services Daily
In House Services & Support 
School Contract Services

Food Surplus Collections and Dispersal 

Main Duties and Responsibilities:

· Ensure all safety checks are carried out in line with schedule and that vehicles and properly maintained.
· Ensure daily check safety sheets and driver logs are completed.
· Ensure the safe cleaning/ valeting of the fleet

· Collate all statistical information as required by the project. 
· Ensure all legal requirements are fulfilled including insurance and MOT as well as meeting requirements as set out by SPT.
· Coordinate all bookings and regular minibus usage and arrange timely invoicing.
· Coordinate drivers’ shift patterns and drive vehicles as required.
· Arrange passenger assist training and carry out inductions for drivers and volunteer drivers.
· Attend Community Transport Network meetings and others as appropriate.
·  Attend team meetings in order to contribute to the planning and evaluation of services.
· Participate with PCTs’ 

· Manage, deliver and report on PCT

· Support and manage Community Drivers and passenger Assistants, along with recruit, train and support Volunteer Community Transport Staff.

· Research appropriate Grant funding and apply and manage efficiently any reporting requirements 

· Keep appropriate statistics and information 
This job description is intended to indicate the broad range of responsibilities and requirements of the post. It is neither exhaustive nor exclusive but, while some variation can be expected in particular duties, the outline is considered to provide a reasonable general description of the post.

Person Specification

Essential:

· Full Clean driving Licence inclusive of D1 licence. 
· A good knowledge of vehicle safety and maintenance. 
· A good knowledge of the regulation governing community transport.
· Good organisational skills.
· Good communication and interpersonal skills.
· Work in a way which respects individuals and confidentiality.
· Member of PVG scheme or willingness to undertake an application to the scheme. 

Desirable:

· Previous experience in a coordinator’s role.
· Previous experience within community transport. 

· Experience of working with vulnerable people and /or carers.
· Midas qualification.
· Experience of supervising staff/ volunteers.
