Pilton Equalities Project (PEP) - Transport Manager
Role & Responsibilities 

Part time role = 30 hours per week Monday to Friday.
Salary = £31,200 Based on 30 hours per week.
To report to the General Manager.

	Job purpose & primary responsibilities: 
1. To maintain the PEP fleet ensuring it is legally compliant, road worthy and presentable to high standards. Utilising RoSPA as a reference for policy and best practice.
2. To ensure drivers are legally compliant to drive PEP’s fleet, and to provide driver and Midas training for drivers. Driving CPC or equivalent essential.
3. To keep up to date and accurate records for both drivers and the fleet.
4. To communicate effectively with the General Manager and other office staff.

	1. Fleet Maintenance:
a) To schedule and ensure inspections, MoT’s, repairs, safety checks and other fleet requirements are completed regularly and in time to keep the fleet legally compliant and roadworthy. This will include liaison with service providers.
b) To sign off drivers’ daily sheets.
c) Retain membership with the CTA (and other sources) to keep abreast of and implement any changes required timeously to keep the fleet legally compliant.
d) To complete minor repairs and maintenance on site.
e) Complete quality assurance checks on cleanliness of the fleet.
f) Advise on fleet replacement.

	2. Driver checks and training:
a) To check drivers’ licences periodically to ensure they remain valid for driving minibuses.
b) To complete driving assessments for new drivers to confirm their competency for driving minibuses.
c) Provide vehicle familiarisation training for new/existing drivers.
d) To provide Midas training for new drivers and renewal Midas training for existing drivers. 
e) To complete periodical driver training to maintain standards or in line with insurance needs or to implement legal or updated good practice. 
f) To train others on various parts of the Transport Manager’s role.

	3. Record Keeping:
a) To keep all vehicle records up to date and in good order.
b) To keep the log of legal fleet requirements up to date and in good order. 
c) To keep all drivers’ records up to date and in good order.
d) To keep driver training modules up to date and in good order. 

	4. Communication:
       To liaise effectively with:
a) the hirer regarding the availability of both drivers & vehicles. To advise on resource options.
b) the Finance & Admin Officer regarding bookkeeping requirements for both drivers and vehicles. To sign off invoices received for maintenance.
c) the General Manager regarding workloads, time management, health & safety matters, and relationships with other staff, service providers and registered group representatives.
d) drivers to ensure fleet maintenance and driving standards are maintained.
e) maintenance providers and registered group representatives. 

	5. Professional Requirements:
a) Essential – Driving experience. Clean driving licence. CPC or equivalent.
b) Desirable – mechanical experience with mini-buses.
c) Desirable/willing to do: training experience – (In-house) Midas certified trainer via the Community Transport Association (CTA).
d) Desirable/Willing to do: familiarity with the Royal Society for the Prevention of Accidents (RoSPA) guidance.  

	

	6 Personal and skill specifications

	Knowledge of:
	essential
	desirable

	Driving 
	Y
	

	Information & comms technology (ICT)
	Y
	

	Health & Safety legislation 
	Y
	

	Community Transport operations
	
	Y

	Community Transport legislation
	
	Y

	Fleet Maintenance 
	
	Y

	Midas certification
	
	Y

	RoSPA guidelines
	
	Y

	Microsoft office
	Y
	

	Fleet Scheduling
	
	Y

	Training Drivers
	
	Y

	Record Keeping
	Y
	

	Office Administration
	Y
	

	Budget Control
	Y
	

	

	Experience of:
	essential
	desirable

	Driving
	Y
	

	Training others
	
	Y

	Managing staff
	
	Y

	Client liaison 
	
	Y

	Supplier liaison
	
	Y

	Production and analysis of fleet data
	
	Y

	ICT systems
	Y
	

	Budget controls
	Y
	

	Liaising with service suppliers
	Y
	

	Fleet scheduling
	Y
	

	Fleet Maintenance
	Y
	

	Developing vehicle specifications
	
	Y

	Working in a vol org. or a small business
	
	Y

	Record Keeping
	Y
	

	Represent PEP at Stakeholder Meetings                                                            Y

	Abilities 
	essential
	desirable

	Ability to communicate effectively with a wide range of people both verbally and in writing
	Y
	

	Competent organiser
	Y
	

	To work independently and as part of a team
	Y
	

	To prioritise workload
	Y
	

	Database operation and development
	Y
	

	Understanding the needs of older/disabled people.
	Y
	

	Strong ICT competence
	Y
	

	

	Personal Attributes:
	essential
	desirable

	Flexibility of approach
	Y
	

	Commitment to continued learning
	Y
	

	Tact and diplomacy
	Y
	

	Confidence and enthusiasm
	Y
	

	Friendliness 
	Y
	

	Dependable
	Y
	

	Responsible
	Y
	

	Accountable
	Y
	

	Trustworthy
	Y
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