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JOB DESCRIPTION & PERSON SPECIFICATION – BELOW GRADE 8

	SERVICE AREA:

	Streetscene Services
	POSITION NO:

	SECTION:

	Operational Transport
	GRADE: 7

	JOB TITLE:

	Plan & Performance Team Leader

	DATE PREPARED:

	EVALUATION DATE:
	5 September 2018
	JE NUMBER: NC4240


	DIGNITY AT WORK: To show, at all times, a personal commitment to Looked after Children and treating all service users, customers and colleagues in a fair and respectful way, which gives positive regard to people’s differences and individuality (for example, gender, gender identity, nationality or ethnic origin, disability, religion or belief, sexual orientation, age).  Assists in ensuring equal access to services and employment opportunities for everyone and promotes the Council’s Equal Opportunities in Employment Policy.




	PURPOSE:
To lead and manage the Planning and Performance Team to contribute to delivering a safe, high quality, efficient, value for money Passenger Transport Service for Children’s Young People and Family Services and Adult Social Care that supports independence and attendance at school or Day Care Centres / Respite of significant numbers of Special Educational Needs Children, Looked After Children, Pupil Referral Units, Post 16 and adult clients.

Ensures that the councils statutory duty of providing free “home to school” transport for eligible children of compulsory school age living in the local authority area is discharged and compliant with national legislation.

Provides and interprets key performance indicators that inform service decision making, service development and reports performance against agreed standards to Elected Members, Safeguarding Boards, Corporate Strategy Team and stakeholder Management Teams. 
     



	PRINCIPAL ACCOUNTABILITIES:
Please note decision making must be included within the Principal Accountabilities

	1.
	To promote and safeguard the welfare of children, young people and/or vulnerable adults.

	2.
	Statutory Obligations – The Education Act 1996; the Education Act 2002 and the Education and Inspections Act 2006 places a duty on the Council to provide free home to school transport for eligible children of compulsory school age living in the local authority’s area. 

	3.
	Lead, motivate and direct the Planning and Performance Team including recruitment, induction, staff development, performance management, holiday planning, sickness absence and conducting grievance and disciplinary procedures to contribute to the effective and efficient delivery of the service. 

Ensure that there is positive communication throughout the team; that regular contact is made to allow for cascade of information and to receive comments and concerns from staff. Take independent action or escalate where appropriate. 

	4.
	Lead the Planning and Performance Team in working with Children’s Young People and Family Services and Adult Social Care to ensure full and complete information is received for young people with special educational needs and disability (SEND); looked after children (LAC); pupil referral units (PRUs); young people post 16 and Adults. 

Manage the planning / scheduling of routes for all passengers and allocate resources (contracts, drivers, passenger assistants) that correspond to their needs, from both the internal delivery team and external contractors to ensure that transport is delivered safely and on time to support independence and attendance at school.

	5.
	Identify passengers with complex medical needs and agree any necessary specialist support with Children’s, Young People and Family Services or Adult Day Care.

Commission the additional support (i.e. nurse or responsible adult and/or specialist equipment) and ensure that appropriate safeguarding controls and risk assessments are in place to ensure safe transportation.

	6.
	Establish and maintain records that demonstrate that external contractors hold a clean, current PSV or PCV license and an enhanced DBS (Disclosure Barring Service) and that they progress through a training programme that meets best practice for Safeguarding and Health and Safety.

	7.
	Lead, supported by Corporate Procurement, regular reviews of external transport contracts. Support suppliers to engage with the Councils Dynamic Purchasing System (DPS) to allow the sourcing of external resources from the market place via competitive tender that contributes to delivering effective and efficient services.  

	8.
	Implement and contribute to the development of a Performance Management Framework for the overall Operational Transport Service.

Manage the external contracts by measuring, monitoring and analysing a broad range of performance information including – actual service delivery against plan, customer satisfaction, contractor feedback (with particular focus on safeguarding concerns and /or challenging behaviour of passengers) and financials to inform decision making, the production and presentation of reports to stakeholders and a significant contribution to continual service improvement. 

	9.
	Authorise validated payments to external contractors, identify services failures and apply penalties if appropriate.

Devise and implement improvement actions and develop appropriate governance arrangements that incorporates clear decision making and sound monitoring procedures to maintain / improve effective and efficient service delivery.

	10.
	Ensure that all data held in Operational Systems (i.e. Mob iSOFT and Assyst) is accurate and complete to inform operational decision making, positive customer, staff and other stakeholder communications and performance management / reporting.

Manage the development of operational systems to contribute to meeting the needs of customers, the transport service and the wider council.

	11.
	To be a point of contact for the Planning and Performance Team and respond effectively and efficiently to day to day and complex enquiries and complaints to promote and maintain, positive relationships with customers. 

	12.
	The Health and Safety at Work etc. Act 1974 and associated legislation places responsibilities for health and safety on Hull City Council, as your employer and you as an employee of the council. In addition to the Councils overall duties, the post holder has personal responsibility for their own health, safety and wellbeing and that of other employees; additional and more specific responsibilities are identified in the Council’s Corporate H&S policy.

	GENERAL:
The above principal accountabilities are not exhaustive and may vary without changing the character of the job or level of responsibility. The postholder must be flexible to ensure the operational needs of the Council are met.  This includes the undertaking of duties of a similar nature and responsibility as and when required, throughout the various work places in the Council.



	
DIMENSIONS:  
All sections should be completed – if there aren’t any state ‘none’

	1. Responsibility for Staff:
3 Planning / Performance Officers – G4
1 Service Support Assistant – G3
Cost of £90k per annum.

2. Responsibility for Customers/Clients:
    Contributes to:
         Circa 850 Young People – Home to School Transport.
         Circa 190 Adults – Home to Day Care / Respite Transport.
         

3. Responsibility for Budgets:
   Contributes to:
        Overall Budgets:
· Staff – £238k
· Overheads –£6k 
· Recharges - £241k

4.	Responsibility for Physical Resources:
        Office Equipment.        


	WORKING RELATIONSHIPS:
All sections should be completed – if there aren’t any state ‘none’

	1.	Within Service Area/Section:
Key working relationships with:
· Peers within Operational Transport Team – Internal Delivery Team Leader, Operational Transport Manager and the Business Improvement Manager to coordinate management and delivery of a safe, value for money day to day operational transport for customers and to develop / improve the business going forward.
· Streetscene Network Management – To understand any potential highway works that could impact on service delivery.

2.	With Any Other Council Areas
Key working relationships with:
· Managers and staff of customers (Children’s, Young People, and Family Services and Adult Day Care) to ensure that passengers are transported safely, on time and within budget and that there is a positive customer relationship.
· The Councils corporate services:
· Procurement – For advice on ordering services / goods / equipment.
· Finance – For guidance / support on complex financial management.
· HR – For advice on employee matters and ensuring DBS compliance of drivers (contractors).
· ICT – For operational systems issues.
· DBS Team – To verify DBS compliance of Contracted Drivers 

3.     With External Bodies to the Council
Key working relationships with:
· Transport Contractors – To manage the delivery of a safe, effective and efficient service.
· Other Local Authorities – Recharges for transport services. 
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	ORGANISATION CHART: Please Provide Job Titles and Grades


	

	
	
	Immediate Line Manager
Operational Transport Manager – G10.     

	
	
	

	Other jobs (peers) that report to immediate line manager
Internal Delivery Team Leader – G9     
	
	This Position
Plan and Performance Team Leader – G7     

	
	
	

	
	
	Direct Reports
 3 x Planning / Performance Officers – G4
1 x Service Support Assistant – G3      








	
	Tick relevant level for each category
	

	
	Not applicable
	Low
	Moderate
	High
	Very High
	Intense
	




Supporting Information 
(if applicable)

	PHYSICAL DEMANDS:
Physical Effort and/or Strain – (tiredness, aches and pains over and above that normally incurred in a day to day office environment).
	X
	
	
	
	
	

N/A
	



	WORKING CONDITIONS:
Working Conditions – (exposure to objectionable, uncomfortable or noxious conditions over and above that normally incurred in a day to day office environment). 
	X
	
	
	
	
	

N/A
	



	EMOTIONAL DEMANDS:
Exposure to objectionable situations over and above that normally incurred in a day to day office environment.
	
	
	
	X
	
	
	Will regularly deal with sensitive situations; receive information regarding safeguarding concerns and contact with passengers in potentially difficult and aggressive situations.



	
PERSON SPECIFICATION
	Tick relevant column
	List code/s*

	The information listed as essential (the column that is shaded) is used as part of the job evaluation process.  The requirements identified as desirable are used for recruitment purposes only.
*Codes: AF = Application Form, I = Interview, CQ = Certificate of Qualification, R = References (should only be used for posts requiring DBS’s), T = Test/Assessment, P = Presentation
	Essential
	Desirable
	How identified 

	1. 
	Qualifications:

	
	NVQ level 4 in Supervisory Studies or equivalent experience.
	X
	
	AF/CQ

	
	Evidence of continuing professional development and / or membership of a professional body
	
	X
	AF/I

	
	
	
	
	

	2. 
	Relevant Experience:

	
	Experience of building and managing effective teams.
	X
	
	AF/I

	
	Experience of planning services at an operational level.
	X
	
	AF/I

	
	Experience of successfully managing activity and performance targets.
	X
	
	AF/I

	
	Experience of Safeguarding.
	X
	
	AF/I

	
	Experience of procuring transport services.
	X
	
	AF/I

	
	Experience of managing operational systems
	X
	
	AF/I

	
	Experience of financial management in an operational field.
	X
	
	AF/I

	
	Experience of Microsoft Office.
	X
	
	AF/I

	
	Experience in dealing with difficult /sensitive situations
	X
	
	AF/I

	3. 
	Skills (including thinking challenge/mental demands):

	
	Motivation to work with children and young people and/or vulnerable adults.
	X
	
	AF/I

	
	Ability to form and maintain appropriate relationships and personal boundaries with children and young people and/or vulnerable adults.
	X
	
	AF/I

	
	Able to lead and manage a team effectively in a challenging operational environment.
	X
	
	AF/I

	
	Able to negotiate and influence, to secure cooperation and develop / maintain good working relationships with a range of stakeholders.
	X
	
	AF/I

	
	Able to handle customer queries and complaints professionally
	X
	
	AF/I

	
	Able to plan, organise, prioritise and implement service improvements.
	X
	
	AF/I

	
	Able to analyse situations and present innovative and feasible solutions in a pressurised environment.
	X
	
	AF/I

	
	Able to analyse information and implement performance management / improvement.
	X
	
	AF/I

	
	
	
	
	

	4. 
	Knowledge:

	
	A knowledge and commitment to safeguarding and promoting the welfare of children, young people and/or vulnerable adults.
	X
	
	AF/I

	
	Well developed knowledge of the transport industry and associated legislation / regulations
	X
	
	AF/I

	
	Good understanding of council policy and procedures
	
	X
	AF/I

	
	Good understanding of procurement and transport operational systems.
	X
	
	AF/I

	
	Good understanding of performance frameworks in an operational environment.
	X
	
	AF/I

	
	Knowledge of the service to be able to make decisions on requirements of the service and its development.
	
	X
	AF/I

	
	Understands personal responsibilities when dealing with sensitive and confidential issues.
	X
	
	AF/I

	
	Financial awareness in an operational environment.
	X
	
	AF/I

	
	
	
	
	

	5. 
	Interpersonal/Communication Skills:
Verbal Skills

	
	Ability to establish professional, effective working relationships with a range of partners/colleagues and children & young people and/or vulnerable adults.
	X
	
	I

	
	Able to engage with a range of stakeholders and so build effective relationships / teams.
	X
	
	I

	
	Clearly spoken, with good telephone, face to face and presentation skills.
	X
	
	I

	
	
	
	
	

	
	Written Skills

	
	Able to write a range of structured and concise material including reports, letters, minutes, action plans etc.
	X
	
	AF/I

	
	Able to generate / maintain electronic records.
	X
	
	AF/I

	
	
	
	
	

	6.
	Other:
	
	
	

	
	Commitment to high levels of customer service.
	X
	
	AF/I

	
	
	
	
	

	

	The requirements listed below are not considered during the job evaluation process, but are essential requirements for the role that will be assessed during the recruitment process.

	7. 
	Competencies:

	
	The competencies listed below are all essential requirements for working at Hull City Council in any post; however, those that have been ticked as essential have been identified as key competencies for this role and will be measured as part of the selection process.  They are not required to be addressed in the candidate’s application form.
	
	
	

	
	Leading forward 
	X
	N/A
	

	
	Improving services
	X
	N/A
	I

	
	Analysis and decision making
	X
	N/A
	I

	
	Making things happen
	X
	N/A
	I

	
	Communicating with impact 
	X
	N/A
	I

	
	Collaboration 
	X
	N/A
	I

	
	Developing self and others
	X
	N/A
	I

	
	A copy of the Competency Framework can be accessed via the Council’s website – www.hullcc.gov.uk/jobs

	8. 
	Additional Requirements:

	
	Cross as an essential requirement if the candidate requires a Baseline Personnel Security Check (BPSS).
	
	N/A
	

	
	Able to attend meetings across throughout the city.
	X
	N/A
	

	9. 
	Disclosure of Criminal Record:

	
	The successful candidate’s appointment will be subject to the Council obtaining a satisfactory Enhanced Disclosure from the Disclosure & Barring Service (if ticked as an essential requirement).

	
	N/A
	DBS Disclosure

	
	If the postholder requires a DBS disclosure the candidate is required to declare full details of everything on their criminal record.

	
	N/A
	AF(after short listing)

	
	If the postholder requires a ‘Basic Disclosure’ or no disclosure is required, the candidate is required to declare unspent convictions only.
	X
	N/A
	AF(after short listing)
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