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June 2017
Part 1:
Job Description

	1.0 Purpose: 

To provide a high quality driving service to the project in the transportation of service users.  As a driver, you will be responsible for a maintaining a regular pick up and drop off service in the morning and afternoon on a set route.

This programme is part financed by the European Social Fund and the Department for Employment and Learning
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2.0
Group:



Extern NI
3.0
Directorate: 
              Services Directorate
4.0
Job Group:



Training & Employability
5.0
Responsible To:

Business Development Manager
6.0
Location:

            Mallusk, Newtownabbey
7.0
Hours of Work:

16.5 hours per week 
Split Shift 7:45 am – 9:30 am & 2:30 pm – 4:00 pm
8.0
Salary


Grade 3, £6,799 per annum
9.0
Functional 



              Responsibility:

Extern Works
10.0
Responsible for:

Service Users Transportation
11.0
Direct Reports:   


12.0
Budget 
13.0
Key Responsibilities:
To transport service users to and from our 
designated route to Extern Works in the morning and afternoon on a split shift basis.
Service Users
· Assess the needs and ability of service users using Extern transport to ensure they are both safe to travel and are able to function for the proposed activity i.e. they are not obviously under the influence of drugs or alcohol.
· Facilitate the transportation of service users to Extern Works and back to their drop off point. 
Risk Management
· Assist in the development of service users risk assessments in relation to transportation and continually review and amend as and when required.

· Efficiently and effectively manage the use, maintenance and security of extern vehicle/s.
· Adhere to safeguarding procedures and relevant external standards.

Communication (Internal & External)
· Attend and participate in internal and external meetings as required and act as advocate for service user when appropriate e.g. Development Officers, Skills Tutors.
· Develop and maintain appropriate professional relationships with Services Users, colleagues and stakeholders.

· When required, liaise with appropriate staff.
Recording
· Ensure compliance with necessary recording requirements and responsibility for accurate and timely completion e.g. Vehicle Log.
Supervision
· Supervise conduct of service users whilst on bus.
Training
· Responsible for keeping abreast of current legislation and Extern’s policies and procedures, and attend appropriate training as and when required.

Health & Safety
· Adhere to Extern’s Health & Safety Policies and Procedures e.g. Lone Working Policy, Guardian 24.
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PERSON SPECIFICATION
Essential Criteria:
· Full unendorsed Driving Licence which permits the holder to drive cars/minibuses in the UK (Licence must include D1 category)
· A minimum of 1 years’ experience of working in a role that included regular minibus driving duties. 

· Relevant experience of working with adults with complex needs and/or challenging behaviours
· Be available to work a split shift pattern as required.
NOTE
This position is subject to an Enhanced Access NI check. Copies of the relevant policy on the recruitment of ex-offenders as well as the Access NI Code of Practice are available on request. Please note that having a criminal record will not necessarily be a bar to obtaining a position with EXTERN.
EXTERN is an Equal opportunities Employer

Ability to understand and demonstrate commitment to EXTERN’s Equal Opportunities Policy and to ensure all activities are consistent with the Equal Opportunities Policy.  This includes all staff activities and their interface with the service users and the general public.
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