MIDLOTHIAN COUNCIL
JOB SUMMARY

	
JOB TITLE:   Client Transport Manager 
	
POST NO(S): NEW

	
JOB PROFILE: Grade 10

	
SECTION/UNIT:  Neighbourhood Services 

	
DIVISION:  Place

	
REPORTING TO:  Group Manager 

	
STAFF RESPONSIBILITIES: Operational Teams 

	JOB PURPOSE:

To assist the Group Manager – Roads and Transportation to ensure the provision of Client transport is efficient, meets the required quality and safety standards, and provides integration and best value to users by:

· Planning required school, ASN and Adult Social Care transport routes and timings, and scheduling effective school transport ensuring best value is achieved.
· Recruiting drivers and escorts.
· Managing school transport, ASN and Adult Social Care routes on a day-to-day basis.
· Providing solutions to school, ASN and Adult Social Care Transport issues.
· Work with the Fleet team regarding procurement, maintenance and deployment of the in-house School, ASN and Adult Social Care Transport Fleet.
· Manage budget monitoring process.
· Manage Transport Contract Management.
· Managing hire desk and ensuring best value is achieved with procurement 
· Acting as a core compliance member in relation to Midlothian councils Operator Licence 
· Ensuring council staff are suitably qualified for positions employed and relevant training registers are kept.
· Identify opportunities to improve value and reduce costs.


	MAIN DUTIES:

Operational Activities

Be responsible for the delivery of Transport Services – both operational and strategic, plus ensuring relevant policies in their area of responsibility are up to date through the development and implementation of service and work plans, in conjunction with their Group Manager. 

Develop and maintain asset register(s) and database(s) to ensure that Midlothian Council meets its statutory requirements, to include Client Transport and fleet compliance.

Represent the Council as directed on steering and working groups in the area of responsibility to include various stakeholders both internal and external.

Develop standards and specifications for all aspects of service delivery. Prepare costings and briefs for feasibility studies and for the appointment of contractors and business cases for internal delivery. Develop, implement and monitor work scheduling, project planning and performance monitoring mechanisms. Ensure that a quality assurance system is in place for all work undertaken in the area of responsibility and that this is maintained and updated as required.         

Ensure that works undertaken comply with industry approved specifications, practices and standards, including that of sub-contractors; and that appropriate risk assessments are undertaken in compliance industry standards.

Ensure the effective co-ordination and control of work in the area of responsibility to deliver best value.

Provide advice in the area of responsibility to other divisions within the Council and to members of the public. 

Supervise the conduct of staff in the area of responsibility, reporting on the outcomes as required.

Lead the development of local policy in the area of responsibility informed by national guidelines and legislation to include travel policy and Safe Walking to School Policy consultation with internal and external stakeholders (local and national).

Identify and secure external funding streams and income generation in the area of responsibility to support service delivery such as EV funding grants and BSOG.

Interpret legislation in the area of responsibility e.g. travel policy and Safe Walking to School Policy for implementation in Midlothian.

Participate in the coordination of the Council’s emergency response and winter service delivery, such as responding to flooding, adverse weather effects, snow etc. 

Undertake any other relevant duties determined by the Group Manager.

Management Activities

Prepare and manage work programmes with colleagues and external clients establishing the best method of organising work, set targets to achieve effective utilisation of all resources and carry out regular reviews of resource matching.

Coordinate staff teams to deliver a range of services in the area of responsibility e.g. passenger transport and fleet compliance.

Prepare and submit for Council approval operational plan(s) having determined the required resources, plant, methodology, priority routes in line with the relevant legislation and codes of practice to ensure the Council discharges its legal responsibilities. 

Contribute to the development, implementation and review of strategic policies in the area of responsibility and guidance documents, in line with asset management principles, the Divisional Plan and the Single Midlothian Plan to ensure Best Value for Midlothian Council.

Monitor service performance ensuring that performance and financial targets and rates of return are being regularly achieved as well as high performance levels of operational and service delivery. 

Manage the staff of the service in accordance with the Council’s HR procedures, policies and protocols and be responsible for staff recruitment, selection and development; review of performance and the motivation of staff; ensure the appropriate application of personnel policies to manage personal professional development and mentoring, absence, grievance and disciplinary matters.

Participate in management and execution of the weather emergency programme in line with the agreed policy.

Contribute to Corporate activities directed at service improvement, Health and Safety, divisional working groups and external benchmarking.

Administrative/Finance Related Activities

Monitor expenditure against approved budgets, identify variances and take remedial action where required. Assist the Group Manager with the preparation and monitoring of the service revenue and capital budgets. 

Exercise budgetary control for external funding, loans, grants and capital projects, authorise expenditure and establish monitoring arrangements to comply with external funders and internal audit requirements. 

Prepare and price tenders for internal and external clients.

Produce annual charge rates for all work and prepare costs for annual budgets.

For the area of responsibility prepare a programme of replacement plant and vehicles and agree servicing requirements and costs with the workshop.

Prepare, issue and evaluate framework contract documents for supplies and services in accordance with the Council’s procurement strategy.
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	KNOWLEDGE:

Essential

Educated to degree level in a subject appropriate to their area of responsibility, or in lieu of a degree at least five-year recent relevant experience in an organisation of comparable size and complexity with appropriate technical qualifications. 

The post holder must demonstrate at least 5 years’ experience working effectively at the strategic and corporate level of a large organisation with a clear understanding of the legislative framework within which the service operates. 

The postholder will be a technical expert in a transportation holding a recognised Managerial Operators Licence qualification (CPC) – or be willing to obtain with an agreed timeframe.  
Clear evidence of commitment to continuing professional development.
A driving licence is essential.

Desirable

Chartered Membership or equivalent in a subject appropriate to their area of responsibility

A post-graduate management qualification in a relevant professional discipline or completion of a recognised management development or leadership programme would be desirable.







POST 

I have read the job description and confirm that it is an accurate reflection of the duties and responsibilities for this post.

Jobholder

Signed	...................................................	Date	.........................


Manager

Signed	.....................................................	Date	.........................
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