
JOB SPECIFICATION

GRADE:

School Bus Driver/ School and Main Office Support Services Assistant

DEPARTMENT:
Department of Education.

RESPONSIBLE TO:
Director / Headteacher or other delegated representative
DUTIES:
The main functions of the post are the following:

Bus Driving Duties (School and Main Office)

·    Operate, maintain and drive the department’s bus, in support of schools programmes, in-service training and cultural activities to transport pupils to and from school and other sites within designated route(s) (unless road works or traffic changes require a diversion to the set route). 

·      
Drivers will be required to park the vehicle in an allocated designated parking bay as directed by senior management.

·   
Drivers may be assigned to drive wheelchair buses and operate a special ramp bus. Undertake and/or assist the loading or unloading of wheelchairs and ensure that it is positioned and secured to the ramp in accordance with Health and Safety procedures.

·    
Drivers may be assigned to install and/or remove car seats and booster seats in accordance with appropriate model manual instructions and health and safety considerations.

·      
To ensure the safety of the pupils and staff passengers while in a school vehicle, keeping to the operating schedule for their routes, obeying traffic laws and ensuring the bus is not vandalised whilst in use. 

·      
Conduct safety and operational inspection of assigned vehicle on a daily basis and complete vehicle reports for management at regular intervals in relation but not exclusive to tear & wear and mileage. 

·   
Responsible for basic maintenance, including checking the vehicle's oil, tires and lights, in addition to keeping the bus clean both internally and externally.

·      Refuel bus with petrol/diesel fuel or other energy source as required. 

·      Perform periodical safety drills; completing necessary reports upon request.

·    
Attend meetings regarding safety, first aid and any other training relevant to the post.

School Support Services

·   
Collection and delivery of containers with school meals from the catering facility to the school. Collection and return of school meal containers from the school to the catering facility.
·      Accept/collect correspondence, parcels and stationery identified for the school and other Department of Education settings.

· Delivery and collection of internal mail to and from all school establishments.

· 
Assist schools and the Advisory Service in the general work required to augment and improve the facilities of schools and other Department of Education settings, including the setting up of seating/tables and/or arranging the room layout required.

· Assist the Administration and Advisory Section, receiving visitors attending appointments/meetings and directing them accordingly.

·    Assist the school by managing the Reception Area: answering phone calls and receiving visitors attending appointments/meetings and directing them accordingly. 

·      
To cover the duties of the departmental messenger when absent. 

· 
Undertake such other duties appropriate to the grade as may be required by the Headteacher or his/her representative, or the Director, or his/her representative.

Conditions:

·      
Annual Leave to be taken during school recesses. 

· 
Maintain a clean, valid driving licence.

PERSON SPECIFICATION – SCHOOL BUS DRIVER/SUPPORT SERVICES ASSISTANT
	CRITERIA
	ESSENTIAL
	DESIRABLE

	Qualifications:
	
	Ideally in possession of two GCSE (or GCE ‘O’ Level) passes at grades A, B or C or two CSE grade 1, or two CEE grades 1,2 or 3 one of which should be in English Language (or equivalent).



	Experience:
	
	Recent driving experience to include class ‘D’ vehicles.


	Knowledge:
	Competent knowledge of the English and Spanish Languages.

Sound knowledge of First Aid.  If not in possession of a First Aid certificate, the officer will be required to undergo a training course.
Understanding & respect for traffic laws.


	Computer literacy in dealing with standard MS Word and data processing, spreadsheets & communication packages.
Vehicle safety knowledge.


	Key Skills and Behaviours:
	Must carry a polite disposition and be well mannered.

Have good communication skills, both verbal and written.

Must be able to communicate well with Teachers and Pupils alike along with fellow members of staff.
Excellent driving skills.

	

	Other

Requirements:
	Must be in possession of a valid ‘D’ class driving licence, possess a clean driving record and must be aware of road laws/knowledge and skills.

Must be in possession of a Public Services Vehicle (PSV) license (known as white license).
Available to work regularly, as required, i.e. during lunch breaks, before or after normal working hours.
Look presentable at all times and convey an appropriate image.
	



