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	SERVICE:


	Legal and Democratic

	SERVICE GROUPING:


	Democratic Services




	1. 


	POST TITLE:
	CIVIC CHAUFFEUR


	2. 2.
	POST NUMBER:

	MS19

	3. 3.
	GRADE:



	Scale 4
Job Evaluation Ref: N6981   

	4. 
	LOCATION:
	Your normal base for work will be County Hall, Durham.  However, you may be required to work at any council workplace within County Durham


5. RELEVANT TO THIS POST:

Flexible Working:
Subject to service needs the council’s flexible working policy is applicable to this post
  

6. ORGANISATIONAL RELATIONSHIPS:
The post holder will be accountable to the Senior Member Support Officer.
7. DESCRIPTION OF ROLE:
To organise, supervise and provide, in collaboration with the Senior Member Support Officer, an efficient and effective official transport facility for Council Members and Officers.
8. DUTIES AND RESPONSIBILITIES SPECIFIC TO THIS POST:
1) Plan and implement all official transport requirements for Members and Officers, in liaison with the appropriate Departmental staff.
2) To supervise, in consultation with the Senior Member Support Officer, and direct the work of the other chauffeurs and provide appropriate training wherever necessary.
3) To drive official vehicles on authorised journeys in line with the Durham County Council Driver and Operators Handbook.
4) To assist Members of the Council whenever appropriate (e.g., the Chairman or the Leader of the Council) with their ceremonial/official duties and functions.
5) To collate, scrutinise, maintain and supply to the Department as necessary all relevant documentation, e.g., vehicle log sheets, fuel supplies, maintenance history and overtime claims.
6) To liaise with appropriate Departmental staff and staff from Direct Services in relation to the maintenance and repair of official vehicles, including the completion and collation of reports of damage, deficiencies and symptoms of malfunction.
7) To maintain official vehicles at all time to a high standard of cleanliness (both inside and outside).
8) To be familiar with the manufacturer’s operating handbook for all official vehicles.
9) To make the necessary arrangements for the continual replenishment of fuel.
10) To comply at all times with traffic laws and regulations.
11) To participate in such training and instruction as the Department may deem necessary.
12) In the event of a breakdown, to:
(a)
ascertain so far as possible the nature of the fault; and

(b)
follow the departmental procedure for Vehicle Breakdown.
The above is not exhaustive and the post holder will be expected to undertake any duties which may reasonably fall within the level of responsibility and the competence of the post as directed by the Head of Service.
9.
COMMON DUTIES AND RESPONSIBILITIES:
9.1
Quality Assurance

To set, monitor and evaluate standards at individual, team performance and service quality so that the user and the Service’s requirements are met and that the highest standards are maintained.

To establish and monitor appropriate procedures to ensure that quality data are reported and used in decision making processes, and to demonstrate through behaviour and actions a firm commitment to data security and confidentiality as appropriate.

9.2
Communication

To establish and manage the team communications systems ensuring that the Service’s procedures, policies, strategies and objectives are effectively communicated to all team members.

9.3
Professional Practice

To ensure that professional practice in the team is carried out to the highest standards and developed in line with the Service’s stated objectives of continual improvement in quality of its service to internal and external customers.

9.4
Health and Safety

To ensure that the Health and Safety policy, organisation arrangements and procedures as they related to areas, activities and personnel under your control are understood, implemented and monitored.

9.5
General Management (If applicable) 

To provide vision and leadership to staff within a specialist team, ensuring that effective systems are in place for workload allocation and management, the application of the Authority’s and the Service’s policies and procedures, including those relating to equality, supervision and appraisal and all aspects of their performance, personal development, health and welfare.

9.6
Financial Management (If applicable)
To manage a designated budget (as required) ensuring that the Service achieves value for money in all circumstances through the monitoring and control of expenditure and the early identification of any financial irregularity.

9.7
Appraisal

All members of staff will receive appraisals and it is the responsibility of each member of staff to follow guidance on the appraisal process.

9.8
Equality and Diversity

As an organisation we are committed to promoting a just society that gives everyone an equal chance to learn, work and live free from discrimination and prejudice.  To ensure our commitment is put into practice we are developing policies, which will seek to remove any barriers to equality of opportunity and to eliminate unfair and unlawful discrimination.


These policies apply to all employees of Durham County Council.

9.9
Confidentiality

All members of staff are required to undertake that they will not divulge to anyone personal and/or confidential information to which they may have access during the course of their work.

All members of staff must be aware that they have explicit responsibility for the confidentiality and security of information received and imported in the course of work and using Council information assets.  The Council has a Personal Information Security Policy in place.

9.10
Induction
The Council has in place an induction programme designed to help new employees to become effective in their roles and to find their way in the organisation.

CIVIC CHAUFFEUR (Scale 4)

PERSON SPECIFICATION

	
	ESSENTIAL
	DESIRABLE

	Qualifications/

Attainments


	Driver Licence Categories:

Categories B and D1 (101) for licences issued after 1st January 1997.

Group A for licence groups passed before 1st January 1997


	Advanced driving qualifications.

MiDAS (Mini-bus Driver Awareness Scheme – Community Transport Association), qualification

4 GCSE’s including English Language or Literature or equivalent



	Skills/Knowledge


	Good interpersonal skills.

Organisational skills.

Safe and courteous driver.

Awareness of EEC work time directives and other health and safety issues impacting on driver and passenger safety.


	Knowledge of the County Durham and national road network

General clerical and keyboard skills

Basic understanding computer systems

	Experience


	Operating category B and D1 vehicles - car, people carrier (MPV) and mini bus driving experience

Effective route planning

Application of customer care principles.

Ability to project positive and favourable impressions of Durham County Council and of the geographic locality
	Initial diagnosis of vehicle defects



	Communication
	Effective communication skills.

Pleasant telephone manner.

Ability to relate and interact with individuals at all levels within organisations.

Record and action messages. 

Appropriate manner for dealing with personal enquirers.

Ability to respond to enquiries from varied sources.
	Involvement in meetings.




	Personal Attributes
	Pleasant courteous, confident, outgoing manner.

Methodical approach to tasks.

Work as part of a team.

Use of initiative and ability to work unsupervised

Smart appearance -corporate wear will be provided and must be worn.

Be discrete, diplomatic and tactful
	Ability to cope under pressure and apply rationale in deciding priorities

	Special Requirements
	Must be available to work flexibly at all times including evenings and weekends and during the night.

Prepared to fulfil overnight and weekend stays at various locations throughout the Country
	


The successful candidate prior to employment will be required to produce their driving licence and a driving licence summary sheet. Following authentication of their driving licence they must successfully complete a Durham County Council Pre-Employment Driving Assessment in association with the DCC Vehicle Operating Policy and as part of the driver Pre-Employment checks.

This driving assessment will be carried out in a Minibus.
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