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Job Description
Minibus Driver (part-time)


This job description gives an overall indication of the areas of responsibility of the position, but is by no means all encompassing or fixed. The post may include other duties and responsibilities as determined by management that fall within the general responsibilities of the post. St. Francis’ College Trust (‘the College’) is an equal opportunities employer.

	Location:
	

	Accountable to:
	The Minibus Driver is directly responsible to and supervised by the Estates Manager. However, the Minibus Driver may also receive instructions from the Head, who is responsible for the leadership and management of the College and reports to the Board of Governors or the Bursar. 

	Responsible for:
	N/A



Overall Purpose of the Job		

The part-time Driver’s primary purpose is to drive the school’s minibuses to collect and return pupils at the beginning of the day as per the daily route schedule and in accordance with the College’s Minibus policies and Hertfordshire County Council Assessment Standards. To work as part of a team to help achieve the overall aims of the College. 

Additional Duties include:

· Carrying out routine condition checks of the College vehicles used for the daily school run
· Assisting with route planning and familiarity of college school routes
· Maintaining cleanliness of the vehicles
· Assisting with refuelling as required


General

Owing to the presence of girls in the College, strict rules governing staff behaviour and, in particular, regarding access to areas of the College, are in place.  Details may be obtained from the Bursar.

All employment is subject to satisfactory child protection screening being carried out. 

Hours of work candidate:

Monday to Friday 6.45am to 8.45am, term time only. The hours are subject to a certain degree of flexibility depending on the needs of the academic timetable. 

The post requires weekend driving for two Saturday Open Days (April / October) plus occasional driving for school trips and events and attendance to College INSET days, which will be paid as overtime and agreed in advance. Other additional hours may also be required from time to time and will be paid as overtime.

Holidays are as per School holiday calendar.





Training and Work Equipment 

The College will provide training or pay reasonable training costs where the need arises.  “Everyday” work equipment, staff uniform and Personal Protective Equipment, if required, will be provided by the College.

Person Specification
Minibus Driver

	Essential
	Desirable

	Education: 
 
	Education: 


	Skills:
· Ability to navigate and plan routes
· Excellent time management skills and attendance records
· Must be reliable and punctual 
· Demonstrate a calm and professional image 
· Be flexible and willing to be part of a team

	Skills:


	Experience: 
· Previous driving experience 
	Experience: 
· Passenger driving experience

	Knowledge:

· Previous experience of carrying out  pre-use vehicle checks
	Knowledge:

· [bookmark: _GoBack]Knowledge of the local area

	Other:
· Must hold a full clean driving licence including a D1 category on their licence 
· Must be willing to undergo an Enhanced DBS check
· Must be willing to undergo an annual licence check 
· Be willing to wear branded work wear
	Other:
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