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	JOB DESCRIPTION


	Form

JD1

	JOB TITLE: Children and Young Person Transport Officer 
	POST NUMBER:  

	REPORTS TO:

	Project and Contracts Manager

	DEPARTMENT: Prevention, Commissioning and Education
	GRADE: 7

	JE REF:
	0020
	PANEL DATE:
	26/04/2022

	1.
	MAIN PURPOSE OF JOB 

· To develop and deliver the transport eligibility process for all children’s journeys as required for eligible children and young people by ensuring routes for journeys are safe, timely, offer best value and meet the needs of children and young people.
· Record any issues or concerns, taking appropriate action to resolve problems, amending arrangements or advising as necessary, responding to families and all stakeholders with courtesy, empathy and professionalism.

· Implement the system for bus pass eligibility fairly and transparently in line with policies.
· Support the Project and Contracts Manager in data collection, analysis and monitoring to inform policy development and effective oversight of the children and young people transport budget.
· Support the Project and Contracts Manager in the producing of reports for elected member Review Panel and in organising procurement cycles and public consultation.
· Support the management of contracts with transport providers by carrying out performance analysis and joining contract compliance meetings.


	2.
	CORE RESPONSIBILITIES, TASKS & DUTIES:



	
	i
	To analyse and interpret large volumes of data including budget reconciliation and to ensure that transport providers receive the correct funding. Working to tight timescales and in line with contract management arrangements.

	
	ii
	To analyse and interpret qualitative and quantitative data to assist in carrying out public consultations about proposed changes to transport policy, contract monitoring and compliance, monitoring of agreed key performance indicators by transport providers and procurement of new transport providers.

	
	iii
	To assess eligibility for transport, in line with CYC’s home to school transport policy and to ensure the effective running of the annual cycle for children and young people’s transport, for both taxi and bus transport.

	
	iv
	To support and advise parents, providers and other services on issues relating to transport and resolve issues relating to invoice payments.

	
	v
	To manage the day to day processing of children and young people’s transport arrangements including data inputting on our specialised transport database (Synergy) and producing termly passenger lists for providers.

	
	vi
	To design and develop reports using specialist report writing software to inform the effective delivery of children and young people’s transport.

	
	vii
	To organise, develop and arrange public consultations with parents, schools, local communities and other local authorities. Analysis of responses to inform policy changes and development.

	
	viii
	To contribute to the preparation of qualitative and quantitative information to be included in reports for Elected Member transport review panels and for other similar decision making meetings.

	
	ix
	To develop surveys to capture relevant information from parents, providers and local authorities to inform transport policy development.

	
	x
	To organise, service and contribute to meetings of strategic groups attended by internal and external colleagues.

	3.
	SUPERVISION / MANAGEMENT OF PEOPLE

Number of staff reporting to jobholder and  nature of supervision 

eg full line management responsibility or day to day supervision of work 

Direct: 0                              Indirect: 0

Although the post has no direct supervision/management of people, the post holder will need to work closely with colleagues within the Business Support team. This will be required as a number of tasks associated with children’s transport are administrative and are therefore delivered by that team. The post holder will need to oversee that daily tasks associated with children’s transport are forwarded to the Business Support Team and that work is being completed in line with service requirements.


	4.
	CREATIVITY & INNOVATION

With significant budget saving reductions required, the post holder will be encouraged to contribute in finding solutions for reducing expenditure on transport. Children and Young People’s Transport Provision is a high profile area of work and expectations on the Education Support Service to achieve significant savings and budget oversight are high. 
The role involves using a high degree of creativity and innovation in order to ensure that performance data drives improvements through the development of innovative and challenging solutions to service delivery.  This will be on a day to day basis and require the post holder to scrutinise provider data to ensure that the contract is running efficiently by analysing and challenging route optimisation, vehicle usage and associated costs. This involves designing and developing systems to enable the solutions to be put in place.
Some of the work is regulated by laid down procedures, but the post holder is expected to develop an excellent knowledge of these key services. Despite the regulation there is still scope for discretion and the post holder will need to be creative and innovative in solving difficult cases. This will include influencing and looking at alternatives. The post requires a significant amount of innovation in the development of Synergy to adapt to changing policy. A high level of creativity is required for the creation of reports, surveys and analytical data to serve a range of audiences and requirements. This involves using complex reporting tools with minimum guidance in responding to queries, many ad hoc, from internal and external partners.  
Creativity is required to present information to a range of audiences together with excellent interpersonal skills.
Creativity is required to support the Policy and Contracts Manager in the production of transport policy and procurement documents including public consultation publicity materials for parents, schools, local communities and other LA areas.


	5.
	CONTACTS & RELATIONSHIPS

There is a high degree of challenge required and the post holder will need to be an effective communicator to respond to a range of audiences such as transport providers, parents, schools and elected members.
The post holder will work closely with the Project and Contracts Manager to ensure key projects and activities are completed on time.
The post holder will have daily contact and close working relationships with external transport providers providing advice and support and resolving issues relating to invoices and payments. The post holder will also support and advise parents where there are issues raised about delivery that are not able to be resolved informally with the providers.
The post holder will have a collaborative working relationship with various teams within Education and Skills as well as specifically with Finance, Business Intelligence and Public Protection.
The post holder will be expected to liaise with a variety of Council and partner organisation staff at all levels including Multi Academy Trusts, Schools, Colleges, other educational institutions, Parent/Carer Forums, DfE, DfT and the Synergy software provider.
The post holder will be expected to attend regional meetings and build working relationships with other local authorities.
The role requires effective working relations with a wide range of people in other services and organisations both internally and externally. The delivery of transport services will change as service transformation continues and revised spending targets need to be met. This will require the post holder to both develop and maintain positive relationships with the LA’s contracted transport partners. This relationship will need to be challenging ensuring the LA achieves value for money through a meaningful and purposeful contract management role. The post holder will be expected to ensure that challenge is provided at all times whilst also ensuring service quality levels are maintained, continuous improvement is built in and is continually monitored. In a climate of cost reductions, the post holder will assist on reducing cost across all children and school transport whilst maintaining high quality of service. This becomes more demanding and requires experience, knowledge and an understanding of competing pressures from customers, contractors and commissioners.


	 6.


	DECISIONS – discretion & consequences

Discretion

The post holder is responsible for ensuring timely and accurate processing of eligibility for children and young people’s transport and also payments to transport providers. This involves the interpretation of transport local and national policy including decisions about discretionary transport. 

The post holder is responsible for system development under minimum supervision to ensure that that it is fit for purpose for the smooth delivery of transport and enables better use of data to identify areas of significant financial savings. The post designs and develops specialist reports to extract and analyse data which is crucial to support service delivery and statutory functions.

The post holder provides advice and support to ensure delivery of transport services which meet statutory duties as well as the needs of children and families including those with SEND. 

The post holder has a key role in ensuring accurate data and that it is validated to ensure that it is in line to support policy and contract arrangements.
Consequences

Failure to meet statutory duties in home to school transport provision will have a detrimental effect on a pupil’s educational outcomes.

The children and young people’s transport budget is significant and, as such, its management and administration is considered ‘high risk’.
The production of accurate data and monitoring reports is critical in making key strategic decisions around policy and delivery of services and statutory duties.
Decisions and challenges may result from Independent and Member Appeals Panels, Ombudsman or school adjudicator.
The post holder will be dealing with a number of wide ranging issues which are politically sensitive. These include services which impact on many of the city’s most vulnerable customers and projects which significantly impact on future relationships between the LA and other education providers across the city. The post therefore carries key responsibility and will require day-to-day exercise of judgement and discretion under the Project and Contracts Manager.


	7.
	RESOURCES – financial & equipment

(Not budget, and not including desktop equipment.)


Description
Value


Normal office equipment.




	8.
	WORK ENVIRONMENT – work demands, physical demands, working conditions & work context

Work demands

· Can be pressure caused by competing deadlines and unplanned demands.
· Subject to regular interruptions by queries from parents, transport providers and other services.
· Need to prioritise work to meet frequently conflicting critical deadlines.
· Occasional travel.
· High concentrations level required for working with large volumes of data.
Physical demands

· Manual dexterity required due to high volume of data to be accurately processed.
Working conditions

· Visits to transport partners, schools and children transport destinations and occasional visit to customers’ home addresses.
Work context

· Occasional exposure to abusive and difficult customers. 
· Working with parents and transport providers, involving sensitive and confidential situations that have to be handled with tact and diplomacy.


	9.


	KNOWLEDGE & SKILLS

· Educated to A level or higher (or equivalent) 
· A detailed knowledge of the statutory frameworks and legislation for home to school transport with the ability to manage transport processes and the data system effectively
· Advanced IT skills, with ability to develop and modify databases and system processes and have experience of using MS Office, GIS and specialist IT packages;
· Experience of working with high volumes of data, data verification and analysis to produce clear and accurate reports and statistics to support service delivery.

· Experience of undertaking research, consultation and monitoring work which contribute towards policy development at a local and national level. 

· A good understanding of Contract management and the ability to apply key features of this to home to school transport provision
· The ability to interpret complex legislation and guidance around school transport;The ability to design reports to extract reliable performance management information and to understand and analyse statistical data; and to  be familiar with Report Builder and/or SQL Reporting or an equivalent report writing mechanism.
· Ability to analyse complex information processes and develop innovative solutions.

· Ability to analyse complex information processes and develop innovative solutions.

· Excellent communication and negotiating skills, with the ability to deal with parents and multi-agency partners in a sensitive and appropriate manner, in an advisory or brokerage capacity;
· To be fully committed to ensuring the development and delivery of a customer focused service;

· To be self-motivated with the ability to work autonomously and under pressure and prioritise workloads to meet conflicting deadlines;

· Have the ability to make decisions based on logical assumptions;

· To be able to provide and present written information to senior officers 
· A good understanding of Equal Opportunities, the Equality Act and UK GDPR and the ability to apply these to working practices;
· The ability to maintain confidentiality and ensure appropriate levels of security of electronically stored data are adhered to.
Ability to converse and provide advice and guidance to members of the public, in spoken English, to Common European Framework of Reference for Languages (CEFR) - level C1 - Effective operational proficiency or advanced - Can express him/herself fluently and spontaneously, almost effortlessly. Only a conceptually difficult subject can hinder a natural, smooth flow of language.


	10.
	Position of Job in Organisation Structure
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Job reports to: Policy & Contracts Officer





Other jobs at this level: Transport Assistant





THIS JOB





Jobs reporting up to this one: None
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