Community360
PERSON SPECIFICATION

Job Title:

Scheduler/Driver




	Experience, Technical Skills & Knowledge
	Essential
	Desirable
	Scoring

	Proven track record in working in an administrative environment
	(
	
	

	Good working knowledge of databases and Office 365 apps including excel, word, outlook and SharePoint
	(
	
	

	Experience of driving minibuses preferably up to 16 seaters.  (Experience within a community transport environment is a bonus)
	(
	
	

	Full, clean UK driving licence with D1 entitlement
	(
	
	

	Ability to carry out basic vehicle safety checks and basic routine maintenance
	(
	
	

	Ability to read and interpret maps
	(
	
	

	Ability to keep basic records of journeys and fares
	(
	
	

	Ability to undertake physical tasks including the removal of heavy seats from minibuses
	(
	
	

	Prior experience of scheduling 
	
	(
	

	Statutory and Health & Safety requirements
	
	(
	

	Experience of the not for profit sector and working with volunteers
	
	(
	

	Qualifications, Education and Training
	Essential
	Desirable
	Scoring

	Good, all round secondary education


	(
	
	

	Qualifications either at ‘A’ Level or equivalent
	
	(
	

	Commitment to self-development and continuing professional development
	(
	
	

	Personal/ Behavioural Characteristics
	Essential
	Desirable
	Scoring

	Effective team player and able to use own initiative
	(
	
	

	Ability to show empathy to members and members of the public and to deal with them in a courteous manner
	(
	
	

	Commitment to Diversity and Equal Opportunities
	(
	
	

	Ability to work amongst a diverse range of people
	(
	
	

	Ability to work under pressure and to prioritise workload
	(
	
	

	Effective organisation and time management skills
	(
	
	

	Able to adapt to different situations and environments
	(
	
	

	A belief in continuous improvement and developing standards of quality
	(
	
	

	Effective communication skills including written, verbal and listening skills
	(
	
	

	Conflict resolution
	
	(
	


Safer Recruitment

Community360 is committed to safeguarding and ensuring the welfare of vulnerable adults, children and young people.  We expect all employees and volunteers to share this commitment.

The suitability of all prospective employees or volunteers will be assessed during the recruitment process in line with this commitment.  We have safeguarding policies in place which staff/volunteers are expected to read at induction and keep up to date with any policy changes throughout their employment and/or volunteering experience.
Amendments – this description accurately reflects the present position; it may be amended and reviewed.  Any change will be made following a proper period of consultation.
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