Community360
JOB DESCRIPTION

Job Title:

Administrator/Scheduler
Employer:

Community360 

Reporting to:
Operations Coordinator
Responsible to:
CEO 

Job Purpose
To provide full administrative support to Community360 Community Transport Schemes (and its related projects) ensuring that the transport provided meets the needs of individuals as well as voluntary sector, public and private organisations and that it represents value for money.
Key responsibilities
1. Timely and efficient scheduling of all trips, administering and maximising all service bookings, organising the drivers transport schedules and producing daily passenger lists.  
2. Allocate volunteers or paid drivers to the routes booked and ensure the efficient use of vehicles.  
3. Accurate and timely data input into database.  Maintain accurate records of users, voluntary drivers and bookings on the database to enable monitoring and assessment of the service.  Collate and maintain journey statistics through a variety of IT applications for reports to the Community360 Trustees and funders.
4. Processing of new and renewal membership applications, promoting the scheme wherever possible.
5. Deal with all telephone enquiries in a polite and informative manner consistent with Community360’s policies and commitment to customer care, ensuring the call log accurately updated on a daily basis.
6. To assist with volunteer driver recruitment and subsequent induction ensuring all appropriate training delivered prior to driving our vehicles, maintaining the training schedule.
7. To market the transport scheme across a range of platforms including social media, website, contributing information for case studies, press releases and testimonials pre-approved in line with our policies and procedures.

8. Undertake general office duties as required (e.g. photocopying, filing, stationery)

Compliance

1. Support in ensuring fleet of vehicles have regular safety checks and basic routine maintenance, MOTs as required.  Update the vehicle repairs/maintenance log and check corresponding invoices.

2. Support in ensuring each vehicle is taxed and the database is updated accordingly.
3. Support in ensuring each vehicle displays the correct permit (Section 19 or 22) and flag to Operations Coordinator if due for renewal.
4. Ensure drivers conduct daily defect checks of vehicles prior to use, completing the defect checklist.  Sign off the checklists and flag any defects to Operations Coordinator.

5. Report to the Operations Coordinator any accidents/incidents involving vehicle damage, injury to passenger and any offences under the Road Traffic Acts as well as all matters affecting the efficiency and day to day running of the transport scheme.  Ensure the correct procedure for reporting is followed in line with our policies and procedures.

6. To make the Operations Coordinator aware of any complaints received.

7. To arrange completion of regular evaluations (in line with project requirements) and customer satisfaction surveys and record on central database.
8. To undertake any other work deemed necessary by the CEO and Operations Coordinator to further the aims and objectives of the Community360.

Overall

1. Ensure that C360’s policies and procedures are followed in all areas of work of C360.

2. Comply with the UK General Data Protection Regulations (GDPR) of the Data Protection Act 2018, following guidelines as per C360 processes.

3. Attend as appropriate, and participate in, internal meetings of the organisation, including, but not limited to, staff meetings, board meetings, the Annual General Meeting and Away Days promoting staff professional development and awareness.

4. Work co-operatively with other members of staff and act as an effective team member, promoting mutual respect amongst colleagues and a positive persona.

5. Comply with the internal and external monitoring and recording requirements of the organisation for accountability purposes.

6. Provide local intelligence and knowledge to the organisation, galvanising communication throughout, which would usefully inform discussions and decision making.  

7. Assist with co-ordinating and attend community events during the year, maintaining a flexible approach.

8. Contribute to marketing C360 services including but not limited to social media, website, newsletters, leaflets, presentations and any other marketing tools.

9. Pursue and undertake any training and personal development of skills necessary for the effective performance of your role, as agreed with your line manager, maintaining your training record in conjunction with Support & Supervision.

10. Ensure all information (including the shared drive) is kept confidential, in appropriate files, up to date and accurate.

11. Carry out other duties in line with the above primary duties, which are held to be within the scope of this post.

12. Ensure that all services are provided in line with all C360 strategic and delivery plans.

13. Take ownership and responsibility of communication both internally externally ensuring the sharing of appropriate information where necessary.  Continuously explore effective ways of working within the C360 Team.

14. From time to time you may be required to work unsociable/additional hours (evenings and week-ends) for which time off in lieu (TOIL) will be given

15. The job role may require at times, travel across Essex, the region and nationally

Amendments – this job description accurately reflects the present position; it may be amended and reviewed.  Any change will be made following a proper period of consultation.

2
Staff & Human Resources/HR Restricted/Job Descriptions v7 15 9 20

