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CITY OF BRADFORD METROPOLITAN DISTRICT COUNCIL

JOB PROFILE
	DEPARTMENT OF PLACE

	SERVICE GROUP: WASTE, FLEET & TRANSPORT SERVICES

	POST TITLE:  OPERATIONS SUPPORT OFFICER (TRAINING) 
	REPORTS TO:  

FLEET COMPLIANCE MANAGER

	GRADE: SO1
	POST REFERENCE (SAP)/ VACANCY CONTROL 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.  P 

	Key Purpose of Post 

	· To support the Fleet Compliance Manager by taking responsibility for a range of duties that enables the post holder to deliver an effective, cost efficient, customer focused Training Service on behalf of the Council and to ensure that Fleet & Transport Services meet operational, legislative and approved training centre requirements in accordance with DVSA, JAUPT, Qualsafe and Health & Safety regulations. 
· To have responsibility for the development of Training policies and make recommendations to the Fleet Compliance Manager as to how the effectiveness, efficiency and quality of training services can be improved in consideration of corporate initiatives, priorities, projects and policies.  

· To ensure provision of the highest level of customer service, communication and support to both internal & external customers, ensuring efficient, effective, prompt and courteous service is provided to by FTS Training staff to all customers.



	Main Responsibilities of Post

	· Responsible for supervising and developing a team of FTS Trainers and Operations Support staff to ensure delivery of prompt and effective information, advice and access to Training services provided by Fleet & Transport Services to its customers and be responsible for organising and managing the training diary for two specialist training instructors to ensure that their time is used effectively and efficiently in line with the needs of the service, and arrange training cover at short notice to ensure minimal disruption, inconvenience and loss to the service or its customers.
· Required to assist the Fleet Compliance Manager in the development and implementation of systems and procedures to ensure effective communication and the highest standard of customer service to all customers.
· Be the primary contact for training providers and suppliers, expected to refer only complex queries to the Fleet Compliance Manager, and be the primary contact for external agency Centre Audits and Quality Assurance visits to ensure F&TS maintains its” Approved Training Centre” status

· The post holder will be responsible for the quality assurance of training providers and suppliers to include decision making regarding training provision for F&TS and comply with Driver CPC legislation and JAUPT & Qualsafe audit processes and action any advisory and corrective action notices issued.
· Manage high volumes of specialist and technical training courses for customers and staff using a number of IT applications (Outlook, Excel, Word, Government Gateway, Qualsafe Portal, Uniform and Evolve), issue joining instructions and course information and research, organise and ensure accurate administration of a number of specialist instructional and technical courses and material 

· Accurately maintain a range of high volume information systems in line with service user guidelines and procedures i.e. JAUPT, DVSA, NOCN and Qualsafe, issue training certificates and badges and ensure training records are uploaded accurately to ensure compliance with HC&PH Licensing Conditions, DVSA, Qualsafe and NOCN legal requirements.
· Produce resources for planned courses, evaluate feedback and produce regular management reports including reports required for budgets and efficiency planning

· Provide financial and performance information to assist in the completion of internal and external financial and performance requirements with a view to maintain and improve the service. 
· Deal with and resolve requests for advice/help and address any complaints in relation to training and other FTS training provision
· Ensure all FTS staff are compliant with mandatory training requirements including Bradford Energy, Information Security, Fire Awareness, First Aid, Manual Handling and DSE Workstation Assessments, using a range of systems such as Evolve, Outlook, Access and Excel.  
· Liaise with other sections/departments to verify information and/or seek authorisation for action

· Provide support by covering holidays and sickness absence

· Responsible to the Fleet Compliance Manager from whom they will receive formal supervision 

· The post holder will be expected to work within established procedures and guidelines and to prioritise day to day work, referring unusual or complex queries to their line manager.  
The post holder will make decisions using some judgement but within established procedures and guidelines and will give advice and information and where necessary liaise with other Officers and redirect enquiries appropriately. 


	Structure:
 SHAPE  \* MERGEFORMAT 




 

	Special Knowledge Requirement (used for short listing).  Applicants with disabilities are only required to meet the essential special knowledge requirements, highlighted below)

	Due to the Government’s Fluency in English for posts where employees speak directly to members of the public the post holder is required to meet the Advanced threshold level which will be applied where the post holder requires a greater level of sensitive interaction with the public. 

You must be able to demonstrate that you can express yourself fluently and spontaneously (this will also be tested during the interview).
	X

	Able to understand and apply relevant technical knowledge, rules, procedures, processes & systems for the FTS Senior Training Operations Support role and be able to work flexibly to accommodate the needs of the service.            
	X

	Able to demonstrate an understanding and be able to interpret relevant Training compliance

legislation and carry out the working practices, procedures and basic operations across a Fleet and Transport Services Training environment
	X

	Able to look at complex issues and consider the best option/solution to multi-faceted problems, able to consider all relevant factors and use sound judgement to make logical decisions
	X

	Provide advisory/regulatory advice regarding Training within a customer focussed service delivery organisation, able to provide clear verbal and written high level training advice to a wide range of internal and external customers, including assisting customers to  comply with legislative requirements
	X

	Effectively uses a wide range of basic computer applications using ICT systems/ packages to improve ways of working and applies the requirements about data protection and the appropriate transfer of data through internal and external mechanisms
	X

	Must be highly accurate and able to demonstrate good numeracy & literacy skills 
	     X

	Able to review, research and implement technical changes and updates to FTS training course lesson plans and course resources/material              
	X

	Able to diffuse difficult and potentially harmful situations, support colleagues in dealing with difficult situations and intervene as necessary.                            
	X

	Able to deal with internal and external customers both face to face and over the telephone and resolve customer service problems   
                                                  
	X

	Relevant Experience Requirement (used in short listing)

	· Required to provide evidence of having previously spoken fluently to members of the public in order to meet the advanced threshold level outlined under Special Knowledge above.

· Experience and evidence of co-ordinating highly technical and legally compliant training delivery processes and procedures.
· Supervisory experience in a general office environment including 

overseeing Reception, dealing with a high volume of calls, visitors, emails, general enquiries, dealing with public and staff enquiries.

· Must have proven experience of outstanding organisational skills and the ability to produce high quality written communication

· Experience of using computerised databases and spreadsheets and ability to use ICT systems and applications



	Relevant Professional Qualification Requirement (used in short listing)

	English and Maths grade 9 – 4 (or equivalent qualification) or NVQ level 2 in Business Administration (or 
equivalent) or experience evidencing ability at this level.



	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
· Must be legally entitled to work in the UK.


	Reviewed by: SW/MP
02/02/2021

	Grade Assessment Date:

	Post Grade:







Fleet Compliance Manager








Senior Information Support Officer








Fuel, Hire & Compliance Officer


(x3)








Fleet Enforcement Officer


(x2)





Senior Operations Support Officer (Training)





FTS Training Officer








