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CHILDREN’S SERVICES
JOB DESCRIPTION

POST TITLE:

SEND Travel Needs Assessment Officer 
GRADE:


Band 5
RESPONSIBLE TO:
SEND Access and Travel Officer
Overall objectives of the post
To provide administrative and clerical support to the SEND Access and Travel Officer, and to work towards the objectives of the team and the wider Strategic Group. The post holder will liaise with key stakeholders, internal and externally, to provide independent and impartial advice on transport needs assessments, and the availability and provision of assisted transport services to meet assessed needs.
The post holder will be willing to work flexibly to support the requirements of the service and may in periods of absence be required to undertake the role of Passenger Assistant. 

Key Tasks of the Post

· Assist in the organisation and provision of clerical and administrative support, including maintaining records, scanning documents, preparing information for key meetings, responding to and answering queries, maintaining office systems, diary management, arranging meeting rooms and liaising with providers.
· Ensure that office equipment, stationery and other office consumables are ordered in accordance with purchasing procedures.

· Have responsibility for the provision of accurate advice and guidance to council staff, the public and other professionals regarding Home to School and College Transport policies/procedures and national guidance. 
· Support the management of the Council school travel assessment processes, ensuring we fulfil our statutory duty in the undertaking of home to school travel assessments, planning of travel solutions and reviews for eligible children and young people. 

· Lead, monitor and report on the effective implementation and adherence of the transport policies, providing updates to key stakeholders regarding progress made against key milestones, and supporting the service manager in policy reviews and ensuring legislation requirements are kept up to date.

· Provide impartial travel and transport advice, providing information and guidance to internal and external professionals and organisations.

· Communicate with families, schools, colleges, transport operators and other professionals to fully understand the travel needs of children facing frequently challenging and difficult circumstances. 

· To support with the statutory transport appeal processes, developing governance arrangements, and implementing processes to ensure that the statutory requirements for the council are fully met. 

· Implementing the records management process to maintain and update of accurate records of customers and their needs. 

· Working with operational transport team members, to take responsibility for developing creative travel solutions which are cost effective and value for money. 

· Building and maintaining working relationships with other local authorities and partners, to share knowledge and good working practices.

· The postholder will provide support to operational transport in the allocation, deployment and use of the council’s internal fleet transport resources and be contingency staffing for the role of Passenger Assistant in circumstances of unplanned absence. 
· Support the SEND Access and Travel Officer dealing promptly with complaints and FOI requests accurately and in a timely manner.  

· Effectively manage your personal development.

· Make a positive contribution to team working and value diversity.

· Understand the Council’s vision and priorities and how your role contributes to them.

· Identify new or improved methods of service delivery within your sphere of work.
· To ensure the principles of Value for Money in service delivery is fundamental in all aspects of involvement with internal and external customers

· To ensure that the highest standards of data quality are achieved and maintained for the collection, management and use of data.

· To positively promote the welfare of children, young people, and vulnerable adults and ensure that it is recognised that Safeguarding is everyone's responsibility; and to engage in appropriate training and development opportunities which enhance an individual’s knowledge and skill in responding to children, young people and vulnerable adults who may be in need of safeguarding.

South Tyneside Council is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment.  Successful applicants will be required to produce an Enhanced Certificate of Disclosure from the Disclosure and Barring Service.

All employees have a responsibility to undertake training and development as required.  They also have a responsibility to assist, where appropriate and necessary, with the training and development of fellow employees.

All employees have a responsibility of care for their own and others’ health and safety.

The above list is not exhaustive, and other duties may be attached to the post from time to time.  
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