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JOB DESCRIPTION & PERSON SPECIFICATION

	SERVICE AREA: Streetscene Service
	
	DATE PREPARED: Nov 2024

	

	SECTION: Operational Transport

	
	GRADE: 5
	

	JOB TITLE: Passenger Transport Coordinator / Scheduler 
	
	EVALUATION RESULT: 453
	

	EVALUATION DATE: 
	30th April 2025
	JE NUMBER: NC4233
	

	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 coordinate all activities relating to home to school transport for children and young people with special educational needs and disabilities, reviewing arrangements, promoting independent travel and Personal Transport Budgets in line with the eligibility criteria of council policy and statutory guidance.  

Ensuring all relevant information is obtained and kept up to date to enable children and young people and adults to be transported safely and appropriately meeting their needs. 

To contribute to planning a safe, high quality, efficient, value for money Passenger Transport Service for Children’s Young People and Family Services and Adult Day 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.

Contributes to ensuring that the Council’s 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.

Plays a key role in commissioning external contractors, allocating routes to both the internal delivery team and contractors.









	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 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 residing in the local authority’s area. Ensure administration of requests, reviews, complaints and appeals for home to school transport, adult day care are in line with council policy and procedures and SEND Code of Practice.

	3.
	Coordinate all home to school transport requests for children and young people with SEND ensuring all relevant information is obtained from parents/carers and CHCP professionals to enable appropriate scheduling of transport and drivers and passenger assistants have access to accurate and up to date information.

	4.
	Engage in partnership working to find ways of meeting the needs of children and young people in a creative, outcome focused way whilst ensuring the principles of value for money.

	5.
	Check that appropriate safeguarding controls and risk assessments are in place and effectively plan / schedule all passenger transport in relation to the received specification. Allocate resources from both the internal delivery team and external contractors, and where appropriate support the commissioning of additional / specialist support (i.e. Nurse) to contribute to ensuring that transport is delivered safely and on time to support independence and attendance at school. Review and adjust plans / schedules in light of changing needs of individuals and of changes in demand.

	6.
	Updates and maintains operational Transport Systems (i.e. Mobisoft; Synergy, Care First) with the latest information. Produces and shares system reports with stakeholders to inform positive communications and performance management / reporting. Contributes to the development of key operational systems (Mobisoft and Assyst) to enhance communication with customers and support service improvement.

	7.
	To be a point of contact for the Planning and Performance Team. To respond efficiently and effectively to day-to-day customer and supplier enquiries and complaints that promotes professional relationships with stakeholders. Escalate more complex issues to the Team Leader. To manage the child’s, young person’s, and family’s expectations of service provision, mediating problems, and issues as they arise.

	8.
	Annually review all home to school transport eligibility, ensuring personal information is up to date and accurate; communicating any changes, in a timely manner to enable appropriate scheduling of transport and drivers and passenger assistants have access to accurate and up to date information.

	9.
	Liaise with academies, schools and special schools attending multi agency meetings to ensuring child focused transport arrangements are in place for children and young people with complex needs.

	10.
	Identify children and young people who require independent travel training; liaising with Independent Travel Trainer to ensure resources are maximised and free travel passes are organised.

	11.
	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 workplaces in the Council..



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

	1.	Responsibility for Staff:   

None

2.	Responsibility for Customers/Clients:

        Responsible for contributing to the welfare and protection of service users’ adults and 
        children. Liaise directly with families providing in depth advice and guidance to parents, 
        schools and other agencies on matters relating to transport as laid down in Policies.  
        Communicate sensitive and sometimes contentious information to others.

Children and young people with special educational needs and disabilities 
Parents and carers of children and young people with special educational needs and disabilities approximately 900 children will require reviews per annum.

Circa approximately 1200 passengers per day, SEND, Pupil Referral Unit’s Social Care and adults.

3.	Responsibility for Budgets:

None directly but will support and promote the most effective and efficient use of resources in line with Council Policy and SEND Code of Practice

Indirectly ensuring best value is achieved, Transport spend currently 6 million. 

4.	Responsibility for Physical Resources:

Implementing HCC Home to School Travel and Transport Policy
Office equipment, Mobile Phones, Laptop



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

	· Within Service Area/Section:
Key working relationship with:
· Managers & Staff within Operational Transport Team – Other Planning / Performance Officers; Service Support Officer; Internal Delivery Team Leader; Internal Delivery Officers; Service Support Officer and the Operational Transport Manager – To coordinate the 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 Health and Safety Implementation Officer – To ensure safe working practices and to comply with Health and Safety Legislation and Regulations.

2.	With Any Other Council Areas

·    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 Council’s corporate services:
· ICT – For operational systems issues.
· Corporate Health and Safety Team – To ensure compliance with Legislation and Regulations.
· Corporate Complaints Team.  

Special Educational Needs and Disability Team 
· referrals and reviews linked to EHC Plans
Childrens Disability Team 
· administering of disability travel pass
16-19 Team
· Independent Travel Trainer transition to adulthood independent living
Civica (Debtors Team)
· chasing outstanding contributions from parents/carers
Customer Feedback Team
· complaints/appeals in relation to transport requests
Customer Insight Team 
· administering of client feedback and surveys
· 
3.     With External Bodies to the Council

· Transport Contractors – To contribute to managing the delivery of a safe, effective, and efficient service.
·  Other Local Authorities – Re recharges for transport services. 

Academies, Schools, and Special Schools
· Multi-agency meetings for children and young people with complex needs.

Continuing Health Care Partnership (CHCP) 
· obtaining and updating medical needs information
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	ORGANISATION CHART: Please Provide Job Titles and Grades


	

	
	
	Planning and Performance Team Leader  Grade 7

	
	
	

	Other jobs (peers) that report to immediate line manager

Planning and Performance Team Leader 
Independent Travel Trainer 
Grade 6
Contract Monitoring officer Grade 4
Service Support Officer
Grade 3 
	
	SEND Transport Coordinator / Scheduler (this post)
Grade 5

	
	
	






	
	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).
	

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

	EMOTIONAL DEMANDS:
Exposure to objectionable situations over and above that normally incurred in a day to day office environment.
	The post-holder may work in high conflict/socially challenging and emotional/stressful situations, often dealing with distressed individuals and highly sensitive information. Attend identified meetings, annual reviews, multi-agency meetings. Parents/carers dissatisfaction in their child not qualifying for home to school transport can become irate.





	
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:

	
	GCSE (Grade A –C) Or,
One of the following qualifications in a work related area.
- Key Skills level 2, or equivalent 
- BTEC First Diplomas and certificates
- OCR Nationals or equivalent experience. 
	
	
	AF,CQ

	
	Level 3 qualification (ie A Levels, BTEC National, NVQ 3)   or equivalent experience 
	
	
	AF,CQ

	
	Level 4 qualification (ie Higher apprenticeship, higher national certificate, NVQ)
	
	
	AF,CQ

	2. 
	Relevant Experience:

	
	Proven experience of working in a busy front-line capacity working with families and other professionals in a multi-agency approach.
	
	
	AF

	
	Experience of updating and maintaining sensitive and contentious information and records.
	
	
	AF, I

	
	Experience in dealing with dissatisfied customers and dealing with difficult sensitive situations preferably within a local authority environment.
	
	
	AF, I

	
	Experience of interpreting, inputting, retrieving and maintaining accurate and sensitive data and documents.
	
	
	AF, I

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

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

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

	
	The ability to establish and maintain professional, effective working relationships with families and a range of professionals and partners.
	
	
	AF, I

	
	The ability to use own initiative and own judgement without close supervision.     
	
	
	AF, I

	
	To be able to communicate and engage with families and young people working in a child centred way putting the family at the centre of everything - listening, engaging, involving and empowering. Dealing with customer queries and complaints professionally.
	
	
	AF, I

	
	The ability to manage time, organise and prioritise own workload. Ensure legally stipulated deadlines and Performance Indicator targets are met.
	
	
	AF, I

	4. 
	Knowledge:

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

	
	Knowledge of Data Protection Legislation.
	
	
	AF, I

	
	Basic knowledge of SEND Code of Practice and Council policies and procedures, including HCC Home to School and College Transport Policy
	
	
	AF, I

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

	
	Good verbal communication skills, communicating facts, assessments, ideas and proposals to others in an effective and persuasive manner. Good Telephone, Face to face and presentation skills 
	
	
	AF, I

	
	Excellent negotiation and mediation skills.
	
	
	AF, I

	
	Written Skills

	
	Good IT skills, able to generate / maintain electronic records.
	
	
	AF, I

	
	Ability to communicate effectively and professionally through written work. Able to write a range of structured and concise material, including letters, minutes, action plans.
	
	
	AF, I

	
	Ability to present information in a clear and interesting format appropriate to the needs of the audience.
	
	
	AF, I

	6.
	Other:
	
	
	

	
	Must be able to transport themselves to various locations within the city.
	
	
	AF, I

	
	Commitment to high levels of customer service.
	
	
	AF, I

	



	7. 
	Values and Competencies:

	
	The values and 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 for this role and will be measured as part of the selection process.  They are not required to be addressed in your application form.

	
	Values:

	
	People First
	
	N/A
	I

	
	Respect
	
	N/A
	I

	
	Learning
	
	N/A
	I

	
	Ambition
	
	N/A
	I

	
	Partnership
	
	N/A
	I

	
	Competencies:

	
	Leading forward 
	
	N/A
	

	
	Improving services
	
	N/A
	I

	
	Analysis and decision making
	
	N/A
	I

	
	Making things happen
	
	N/A
	I

	
	Communicating with impact 
	
	N/A
	

	
	Collaboration 
	
	N/A
	

	
	Developing self and others
	
	N/A
	

	
	To access Our Values and Behaviours and Competency Framework, please visit the Council’s website – Hull City Council

	8. 
	Additional Requirements:

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

	
9. 
	Disclosure of Criminal Record:

	
	The successful candidate’s appointment will be subject to the Council obtaining a satisfactory:

BASIC

Disclosure from the Disclosure & Barring Service (if ticked as an essential requirement). #Service area to select as required.
	
	N/A
	DBS Disclosure

	
	If the postholder requires a Standard or Enhanced DBS disclosure the candidate is required to declare full details of everything on their criminal record unless the conviction/s and/or cautions are considered “protected” in line with filtering rules for DBS checks.
	
	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.
	
	N/A
	AF (after short listing)





Version: 8
Date: 12 January 2024
Author: Human Resources 
Document Status: JD Blank Template 

OFFICIAL

4OFFICIAL


6OFFICIAL


image1.jpeg
Hull

City Council





