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JOB DESCRIPTION

	DIRECTORATE:
	CHILDREN’S SERVICES

	SECTION:
	TRANSPORT

	
	

	JOB DETAILS:
	

	Job Title:
	Passenger Assistant (Casual)

	Grade:
	1C

	Directly responsible to:
	Transport Officer (Passenger Transport Unit)

	Hours of Duty:
	Up to 15h per week

	Primary purpose of the job:

	Escorting disabled pupils and students between their homes and educational establishments ensuring their care, comfort and safety in conjunction with the driver of the vehicle.

	
	

	Main Duties and Responsibilities/Accountabilities:

(The duties listed below together with such other duties falling within the purview of this post, as may be required)

	1. 
	Responsible for the care, comfort and safety of passengers at all times between their homes and the establishments they attend, ensuring their safe arrival and handover to a responsible person where appropriate.

	2. 
	To take appropriate action in any unforeseen circumstances which gives cause for concern and report to the Transport Unit and the school Headteacher any matters of concern relating to the condition of the pupil, reasons for their non-collection.

	3. 
	To assist service users, as required, in and out of the vehicle. This may include very light handling of luggage.

	4. 
	To ensure all passengers are properly secured and supported in their seats on the vehicle including passengers travelling in wheelchairs.

	5. 
	To report any difficulties encountered in respect of the transport provided e.g. late arrivals, failure to provide correct vehicle etc. to the Transport Unit.

	6. 
	To generally supervise and control the behaviour of passengers and to report any problems to the Passenger Transport Unit, Operations Manager and to the school as appropriate.

	7. 
	To attend meetings with the Passenger Transport Unit to discuss issues relating to the Transport Service.


	The postholder must carry out their duties with full regard to the City Council’s Equal Opportunities, Health and Safety and Community Strategy Policies.

	To contribute and demonstrate a commitment to the City Council’s Crime and Disorder Reduction Strategy.

	To require and ensure all information received and disseminated, whether verbal or written, concerning all employees, prospective employees or clients, is related in the strictest confidence, and that all such information held is regulated and controlled in a similar manner.

	
	

	Review Arrangements:

	The details contained in this Job Description reflect the content of the job at the date it was prepared.  It should be remembered, however, that it is inevitable that over time, the nature of individual jobs will change, existing duties may no longer be required and other duties may be gained without changing the general nature of the duties or the level of responsibility entailed.  Consequently, the council will expect to revise this Job Description from time to time and will consult with the postholder at the appropriate time.


	Date Job Description prepared/revised:
	1/2/18

	Prepared by:
	Pete Harman

	Agreed by Postholder
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PERSON SPECIFICATION

	DIRECTORATE:
	CHILDREN’S SERVICES
	JOB TITLE:
	CASUAL PASSENGER ASSISTANT

	GRADE:
	1C
	POST REF NO:
	
	LOCATION:
	Turnpike House


Note to Applicants
Whilst all criterions below are important, those under the Essential heading are the key requirements.  You should pay particular attention to these areas and provide evidence of meeting them.  Failure to do so may mean that you will not be invited for interview.

	ESSENTIAL CRITERIA
	NECESSARY REQUIREMENTS - SKILLS, KNOWLEDGE, EXPERIENCE ETC
	*(MOA)

(See grid overleaf)

	1. 
	Ability to undertake simple written recording of incidents.
	A,I

	2. 
	Ability to communicate positively and sympathetically with service users with physical disabilities and/or learning difficulties.
	A,I

	3. 
	Ability to observe and report any concerns relating to the wellbeing of the service users to the transport office and Head Teacher at school.
	A,I

	4. 
	Ability to cope with the physical demands of the post associated with the care of people with learning/physical disabilities.
	A,I

	5. 
	Willingness to undertake any role related training required 
	A,I


	DESIRABLE CRITERIA
	NECESSARY REQUIREMENTS - SKILLS, KNOWLEDGE, EXPERIENCE ETC
	*(MOA)

(See grid overleaf)

	1. 
	Proven record of punctuality and reliability.
	A,I

	2. 
	Relevant experience in an escorting OR caring role.
	A,I

	3. 
	Demonstrate an understanding of the skills required for coping with challenging behaviour.
	A,I


	COMPLETED BY
	DATE
	APPROVED BY
	DATE

	Pete Hardman
	1/2/18
	
	


METHOD OF ASSESSMENT (*MOA)

	A = APPLICATION FORM
	C = CERTIFICATE
	E = EXERCISE
	I = INTERVIEW
	P = PRESENTATION
	T = TEST
	AC = ASSESSMENT CENTRE
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