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Job Description
Students’ Union:

The aim of the Students’ Union is to support and enhance the educational, social, cultural and recreational activities, and opportunities of the student body, and also to provide a channel of communication for students with the University, NUS and other bodies.

Purpose of the post:


The post-holder will be responsible for the effective provision of the Union’s evening Safety Bus Service, and for driving the 15 seated vehicle.  They will ensure the safety and welfare of our members by taking them between Bognor Regis and Chichester Campus, and home from campus, and will develop and maintain a professional yet friendly approach whilst ensuring that fares are collected and relevant cash and other operational procedures are adhered to.
Reporting to: 




Commercial Services Manager
Functional Relationships:
UCSU Bars Management Team, Security Team, Service Users (students), Union Officers and staff & University of Chichester Drivers and campus security.
Any other relevant Information:
Grading:

Grade 5 of the University Pay Scales
Salary:


£11.25 per hour (Plus Holiday Pay)
Hours of Work: 
0-16 hours per week 
During Term-Time (28 weeks per year)

Appointment is subject to a successful DBS check, and to the post holder maintaining a full current driving licence with D1 entitlement, and incurring no serious driving convictions or other factors that may affect the Union’s ability to insure the vehicle / service.



1.0
Service Provision

· To drive a 15 seated minibus in a professional yet patient and focussed manner, in and around Bognor Regis and Chichester and between the two campus locations, regardless of any noise or distractions from passengers, and in line with driving legislation.

· To provide an efficient driving service to passengers both in accordance with specified schedules and flexible service requirements at all other times.

· To use initiative in order to fulfil the ever changing needs of the service, and in order to provide the most efficient service at peak times – seeking support and assistance from the Bars / Security Teams as required to maximise service efficiency and customer experience.
· To maintain a system whereby women, disabled, or other passengers considered vulnerable, are given priority (and to make alternative arrangements for wheelchair users in accordance with current procedures).

· To operate the service and conduct oneself at all times in full accordance with the Union’s values of promoting equality and welcoming diversity, and to enforce / promote these values as appropriate during working hours by challenging or reporting any incidents in line with current procedures.
· To develop a good understanding of the local area and optimum routes, particularly in respect of student housing locations, and to adopt efficient routes at all times to maximise the number of passengers taken home.

· To represent the Students’ Union and its interests at all times, ensuring that its reputation is enhanced wherever possible and minimising any potential damage, including by the behaviour of service users (particularly during passenger drop-off late at night).

2.0
Health & Safety and Safeguarding
· To comply at all times with the Union’s Health & Safety Policy, and to adopt a pro-active approach to ensure that risk to people and property is managed and minimised and any issues or potential problems are reported immediately.
· To be responsible for the day to day condition (and cleanliness) of the vehicle including ensuring its roadworthiness and undertaking (and recording) appropriate checks in line with agreed procedures prior to each shift, and for adding diesel where necessary and appropriate.
· To report any passenger accidents or incidents in line with established policies and procedures.

· To remain vigilant and have an awareness of passenger activity and welfare requirements ensuring that all reasonable steps are taken to ensure the welfare and safety of those affected, and all other passengers

· To maintain a confident and focussed driving style whereby reasonable noise and distractions from passengers can be ignored or tolerated with no immediate risk to people or property
· To undertake / support as appropriate the risk assessment and safety audit processes relating to the service provision, and to remain mindful of the Health & Safety of self and others at all times.
· To remain up to date and compliant with all relevant policies and procedures, and legislation, and to attend any training courses as required

3.0
Finance / Administration

· To undertake and maintain all ‘safety check’ and related records in line with procedures.
· To ensure all necessary equipment and stationery is gathered and available from the start of each shift, ensuring that suitable stock levels are maintained to run an efficient service as appropriate

· To receive, process, reconcile, and submit cash takings from each shift in full accordance with agreed financial policies and procedures, and ensuring that the Finance Office receives all necessary invoices and other paperwork, that it is accurate and on time.

· To attend meetings about the service and its delivery and development with the General Manager from time to time outside of usual shift times (with reasonable notice and by mutual agreement and such additional time will be paid at standard rates)
4.0
Other Duties

· To contribute to the positive image of the Union with students, the University and the local community.

· To abide by the Union Constitution, policies and procedures at all times.
· To undertake other tasks and responsibilities, compatible with the level and nature of the post, as may be reasonably required, from time to time.
Please Note
In addition to the above you will be expected to carry out any other duties, as may be reasonably expected, as directed by Management.
It is important to know that you will be expected to participate in any training programme, meeting or conference considered relevant to your job.  The Students’ Union expect all staff to proactively participate in, and take ownership of, their Induction and continuous personal development, Personal Review Programmes and Objective setting, Staff Meetings, and be responsible for reading and carrying out duties with full regard to the rules, policies and procedures and conditions of service, and within individual Departments of the Students’ Union.   

All duties and responsibilities must be carried out with full regard to the Students Union Equal Opportunities Policy, and its commitment to increasing student participation in the Union.

Staff are expected to portray a positive image, both internally and externally of the Students’ Union (and University) by displaying high standards of service, integrity, punctuality, politeness and professionalism.     




SAFETY BUS OPERATOR





The Students’ Union is committed to Equal Opportunities





Duties and Responsibilities (not in order of priority)








