

	Competency Based Job Profile Band 1 - 4



CITY OF BRADFORD METROPOLITAN DISTRICT COUNCIL

JOB PROFILE 
	DEPARTMENT: Corporate Services
	SERVICE GROUP: Facilities Management

	POST TITLE: Driver-Picker-Porter (FIPC)
	REPORTS TO: FIPC Service Delivery Manager

	GRADE: Band 3 SCP8/9  Subject to review
	SAP POSITION NUMBER : 


The following information is furnished to help Council staff and those people considering joining the City of Bradford Metropolitan District Council to understand and appreciate the general work content of their post and the role they are to play in the organisation.  The duties and responsibilities highlighted in this Job Profile are indicative and may vary over time.  Post holders are expected to undertake other duties and responsibilities relevant to the nature, level and scope of the post and the grade has been established on this basis.
As a candidate you will be expected to demonstrate your ability to meet the special knowledge, experience and qualifications required for the role by providing evidence in the application form for the purpose of shortlisting. Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column of this section.
The employee competencies are the minimum standard of behaviour expected by the Council of all its employees and the management competencies outlined are those relevant for a post operating at this level within our organisation. 

Both sets of competencies will be used at interview stage and will not be used for short listing purposes.  Please see the separate guidance information on how to complete the form located on Bradnet. 
	Key Purpose of Post: Max 3 sentences

	To pick, palletise, load and deliver frozen commodities (or any other items as reasonably requested by management) from the production unit to kitchens in schools, social services homes, and any other establishments as directed by the FIPC Service Delivery Manager. This is in accordance with food safety and quality standards.

To drive delivery vehicle and maintain compliance with Health & Safety Legislation and any Legal responsibilities connected to driving duties or relating to a duty of care with vehicle safety. This includes compliance to all Council daily vehicle checks, service schedules, compliance and health requirements to be a designated Council driver. Any damage or accident with a vehicle to be reported immediately to FIPC Service Delivery Manager. Responsible within school playgrounds etc. to be safety aware and not put children at risk either whilst driving vehicles or moving any other equipment used in the delivery of goods. Required to work from comprehensive instructions, making minor decisions with regard to route due to adverse road/weather conditions.  Must take immediate action in cases of rise in temperature of food in vehicles or vehicle defects, making FIPC Service Delivery Manager aware.
To carry out a range of portering duties as directed by the FIPC Service Delivery Manager.

	Main Responsibilities of Post: Max 15 bullet points

	· Responsible under the Food Hygiene Act to keep all foods at correct chilled and frozen temperatures during transportation and delivery to avoid any possible danger of temperature rise.

· Responsible for the security, safety and cleanliness and safe operation of nominated vehicles.

· Movement of equipment and food as per scheduled/planned/timed route or as directed by the FIPC Service Delivery Manager or Production Manager. Delivering and filling in of all required paperwork.
· Delivery of equipment to kitchens.

· Delivery of hot transported meals as directed.

· General work within production unit shut down periods

· Front line fact contacts with customers and members of the public.

· Adheres to operational procedures and ensure high standards of Food Safety
     and Safe Methods of Working are maintained at all times. Ensuring safety of self and 

     colleagues when handling equipment movements.
· To support, uphold and contribute to the development of the Council's equal rights policies and practices in respect of both employment issues and the delivery of services to the community. Also adhere to the Council’s Employee Code of Conduct and Social Media Policy. (It is the employee’s responsibility to be aware of the aforementioned policies)

· Assist in the day to day control and movement of stock within the production unit.  Participate in weekly stock-takes as directed ensuring accuracy in counting and recording. Ensure that energy consuming equipment in the production unit is switched off when not required.
· Undertake other duties and responsibilities of an equivalent nature as may be determined by the FIPC Service Delivery Manager as the service develops.
· Responsible to oneself and working colleagues for a high standard of hygiene and safety under the Food Safety (General Food Hygiene) Regulation 1995, the Health and Safety at Work Act 1974.
· To work efficiently and effectively as directed by the FIPC Service Delivery Manager to
 include the correct receipt and movement of incoming goods, decanting to stores, correct             storage of food commodities, consumables and cleaning materials within the production
unit.  

· To work to the cleaning schedule regarding equipment, production area, food storage

areas and the general building to ensure highest possible standards are maintained. 
Cleaning of building and equipment including the use of scrubbing machines and high 
pressure hoses. Removal of waste materials to the appropriate skip.
· The efficient and timely loading and unloading of frozen food stock/deliveries into vehicles 

when required, including the use of pump trucks in the safe movement of commodities.
· Cleaning Duties:
· General light equipment washing up and washroom itself. 
· Cleaning of all heavy equipment, e.g. steamers, ovens, etc. 
· Cleaning of all sections, walls, floors, windows, surfaces, doors, stairs etc.
· Cleaning of the toilets and cloakrooms to a high standard (compliance with food and premise Hygiene) - Health and Safety standards.
· Ground maintenance of depot and winter gritting of depot.

· Generally working in unfavourable conditions, i.e. wash rooms, bin areas, cleaning equipment etc.  Work outside when emptying delivery vehicles.  Required to clean out drains, gullies, toilets etc. and removal of unpleasant waste food.  Required to work in temperatures of -18(C when storing/picking of frozen food and 1(C when working in cold rooms.

· Clean and smart in appearance with good standards of personal hygiene. Ensure work areas are kept clean and tidy at all times.
· Courteous and respectful to customers, work colleagues and managers at all times.
· To make every effort to remain fit and healthy so that attendance at work is maximised, whilst ensuring the Council’s sickness absence targets are achieved.


	Structure:
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	Special Knowledge Requirement. Will be used for shortlisting. Max 10 

	Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column.

	
	Essential 

	Ability to complete administrative related tasks including completion of incoming delivery checks, stock taking, chilling/freezing paperwork etc.
	x

	Ability to read and understand written instructions such as procedures, delivery paperwork, COSHH information, Health & Safety information, Fire Safety information, Production Sheets and Food Safety information. (Must demonstrate the basic numeracy and literacy required to fulfil the role)
	x

	Able to work as part of a team, with a hardworking, positive and helpful disposition.
	x

	Customer focussed, pleasant disposition when dealing with colleagues, with a positive “can do” attitude.
	x

	
	

	Please add up to four additional knowledge requirements specific to the post.
	

	
	

	
	

	Relevant experience requirement: Will be used for shortlisting.


	Experience of driving in the catering industry or in a similar driving role. 

	Experience of portering in the catering industry or in a similar portering role. 

	Relevant professional qualifications requirement.  Will be used for shortlisting. 


	Full Driving License (Essential) 

	Basic Food Hygiene Level 2 (Essential) - must be willing to complete the course and pass within 3 months.

	Driver Competency Certificate (Essential)

	Bradford Council Induction Process, including production unit checklist to be completed within 3 months.

	Manual Handling (Within 6 months)

	Halal Module Training – must be willing to complete the training and pass within 3 months.

	Equality and Diversity Awareness (Desirable)

	Allergen Awareness (Within 6 months)

	Lone working (Within 6 months)

	Core Employee competencies to be used at the interview stage. 



	Carries Out Performance Management

	Covers the employee’s capacity to manage their workload and carry out a number of specific tasks accurately and to a high standard. 

	Communicates Effectively 

	Covers a range of spoken and written communication skills required as a regular feature of the job.  It includes exchanging information/building relationships; giving advice and guidance; counselling, negotiating and persuading and handling private, confidential and sensitive information.

	Carries Out Effective Decision Making 

	Covers a range of thinking skills required for taking initiative and independent actions within the scope of the job. It includes planning and organising, self-effectiveness and any requirements to quality check work.

	Undertakes structured Problem Solving Activity 

	Covers a range of analytical skills required for gathering, collating and analysing the facts needed to solve problems. It includes creative and critical thinking; developing practical solutions; applying problem solving strategies and managing interpersonal relationships.

	Operates With Dignity and Respect 


	Covers promoting equality, treating all people fairly and with dignity and respect, maintains impartiality/fairness with all people, is aware of the barriers people face. 

	Working Conditions: 

 

	 Must be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the Equality Act 2010 in relation to Disability Provisions.  

	

	Special Conditions: 

	You will be informed if there is a requirement for the post to have recruitment checks 

such as DBS, Warner Process.

	· Normal physical effort with periods of substantial effort, in awkward positions e.g. loading and unloading food items when delivering.

	· Generally working in favourable conditions but with some exposure low temperatures of -18(C in freezer stores.

	· Full participation in ongoing Personnel Development as required by the service.

	· Provide "emergency" and "out-of-hours" feeding delivery services as directed.

	· No work related issues or pictures to be raised in social media

	· General deep clean in production shut down periods.
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