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JOB DESCRIPTION 

	1. JOB IDENTIFICATION

	Job Title:                  
Support Services Manager (Transport & Fleet)
Responsible to:          
Support Services Manager (Portering, Logistics, Waste))
Department(s):     

Facilities Services 
Directorate:            

Directorate of Property and Asset Management     

Operating Division:  
Corporate
Job Reference:             
No of Job Holders:        
1
Last Update (insert date): 
August 2022 


	2.  JOB PURPOSE

	To plan, procure, manage, monitor and review NHS Fife’s fleet of vehicles from procurement through to disposal. 

To develop working relationships with NHS Fife staff and influence other departments in the economic and safe practices associated with all modes of Transport. This includes liaising frequently with the Support Services Manager, Transport Co-ordinator and other Heads of Services in terms of fleet management advice including legalisation requirements.

Line management responsibility for drivers, which includes recruitment, disciplinary matters, appraisals, career development, sickness absence and work load planning and allocation etc. 

There is managerial responsibility for the budget for the Department and as authorised signatory for purchasing/leasing vehicles with Standard Financial Instructions. 

Deliver effective and efficient logistics planning for NHS Fife transport requirements applying innovative and cost effective solutions.

To lead on the decarbonising of the fleet from planning to implementation as per Scottish Government guidance.

To lead NHS Fife sustainable travel as per NHS Scotland Sustainability policies.
Participate in and contribute to NHS Fife development of sustainable operations, particularly in regard to the development and implementation of a sustainable transport and travel policy.

	3. DIMENSIONS

	Staff Responsibilities: approximately 30 WTE 
Budgetary Responsibilities: 
· Vehicle Replacement Capital – varied annually circa £70/£100K

· Fuel - £161K

· Insurance - £55K
Delegated budget: 
· Vehicle Leases - £228K

· Vehicle maintenance - £100k
Vehicles: currently 121 – made up of 72 commercial vehicles, 24 pool cars and 25 Car Club cars. 

Ensure statutory compliance and good practice, servicing, MOT’s, legal safety inspections for road transport vehicles and lifting equipment are undertaken and records kept and systems updated 
Locations serviced: The post-holder will have responsibility for vehicles located at all sites and areas across Fife. However, work base would be from the Victoria Hospital, Kirkcaldy.  



	4.  ORGANISATIONAL POSITION 

	





	5.   ROLE OF DEPARTMENT

	The Support Services Department is part of the Facilities Team within the Directorate of Property and Asset Management. The key operational functions within this Directorate include Estates, Capital Planning, Catering, Domestic, Portering, Transport, Waste, Security, Linen & Laundry. 
This requires the Facilities Management Team to be fully involved and conversant with all clinical priorities and strategies. The role includes the legal requirements of the statutory operating licence for larger vehicles and maintaining organisational good repute through legal compliance and good practice.
The role of post holder is to provide a robust and comprehensive range of Transport & Fleet management services across NHS Fife. To provide the professional advice to ensure Health and Safety, Road Legalisation, Infection Control and adherence to all internal policies, and procedures. 

The Transport Department includes:
· Provision of Transportation services across Fife, Hospitals, Health Centres, GP practices and patients home addresses and to Hospital and services out with Fife
Services include the collection, delivery, and care of:

· Laboratories Specimen 
· Pharmacy and Vaccinations   

· Radioactive medicine
· Clinical Waste uplifts
· Waste Medicine uplifts 

· Procurement Stores distribution 

· Removal, uplift and moving of furniture

· Mail and medical notes transportation 

· Transportation of discharged patients to home addresses
· Shuttle Services between hospital sites

· Ad-hoc deliveries, pick-ups on request

The department plays a significant part in the delivery of the Directorate of Property and Asset Management objectives contributing to specific projects, CRES targets and wider NHS initiatives.
The Post Holder will be the lead in managing change including efficiency savings, Decarbonisation of the Fleet and sustainable Travel within NHS Fife.


	6.  KEY RESULT AREAS

	RESPONSIBILITIES
· Patient Client Care

There is a responsibility to:

Ensure the smooth running of the up-lift and delivery of goods to clinical areas to support the delivery of care to the patient population.
Ensure the procurement and day to day running of the fleet is in line with the NHS Fife Board policies and procedures. 
· Policy and Service
There is a responsibility to:

Develop and implement policies, procedures, protocols, standards and objectives for the department as necessary in line with local and national guidance and in conjunction with other Health Professionals as required to ensure the optimal standards in fleet management
Support and provide advice on monitoring and reviewing the service provided on a regular basis to ensure that what is being provided is appropriate.

Be involved in the procurement of goods and services relevant to the area as delegated by the SSM.

Deal with any complaints about the service in line with NHS Fife policies, keeping the SSM up to date.

Ensure the roadworthiness of vehicles being used as per legislation, including maintenance schedules or statutory requirements, responsible for ensuring vehicles are road taxed, MOT’d and insured. Responsible for the update of the Motor Insurance Database (E.U. 4th Directive) for all of NHS Fife’s vehicles. 
Ensure compliance with the Road Traffic Legislation.

Ensure compliance with the Carriage of Dangerous Goods Legislation.
Contribute to specialist National Groups as appropriate to the department and operational activity.
Develop and maintain the NHS Fife computerised transport and fleet maintenance management database providing a central data base on vehicles and vehicle maintenance.  Translate this data into relevant information, which is current and available to assist NHS Fife in decision making regarding the Transport Management Strategy.
Monitor vehicle maintenance schedules, identifying schedules that are under/over maintained.  Provide feedback to Heads of Department and agree best practice based on breakdown and lifecycle information.

Develop policy and procedures for NHS Fife where required for use of and repair of vehicles including appropriate support out of hours.
· Finance and Physical Assets

There is a responsibility to:

Manage the budget for the area identifying cost pressures and overall spend, liaising with the SSM as appropriate.
Identify and implement best practice standards in order to enhance the Fleet’s operation and efficiency.
Participate in benchmarking exercises, identifying and analysing fleet management and maintenance costs to drive down costs and ensure the fleet is operating efficiently, including best routes and downtime.

Monitor and process all invoices ensuring accuracy, value for money and satisfactory completion of work.
Review and implement efficiencies in departmental administration. 
To provide regular expenditure reports on each budget heading to the heads of Departments and others as required ensuring effective overall financial management.

Develop systems to measure improvements in the contractor performance to ensure.
Ensure adherence to and monitor value for money of National Services Scotland Contracts concerning Vehicles, Insurance, etc. to ensure value for money.

Control the issue and administration of fuel cards to comply with financial instructions and best value.

Regularly, obtain tenders for vehicle maintenance services and ensuring service level agreements are in place, updated as required and adhered to.

Monitor all costs connected with the operation of NHS Fife transport and identify areas for corrective action or onward reporting.

The Post Holder will be responsible for the accuracy and check of fuel invoices and other service invoices to ensure standing finance orders are adhered to.

Provide professional advice to service leads on all Transport/fleet matters
· Staff Management/Supervision, Human Resources, Leadership and/or Training

There is a responsibility to:

Direct line management responsibility of staff including recruitment, training, leadership, development and motivation, including all levels of disciplinary action. Allocation of work, management of conduct and appraisals to ensure that staff have the necessary knowledge, skills and attitudes to meet current and future objectives.  
Adhering to NHS Fife’s policies, following procedural guidelines and protocols when dealing with staff grievances, disciplinary issues, performance and capability and attendance management issues, including the management on staff rotation to make sure the area has the resources and skills mix to function appropriately.
Liaise with departments to develop the specifications of vehicles and vehicle modifications to ensure vehicles are fit for purpose. Implementing training for all fleet staff groups within NHS Fife.
Provide ad-hoc training and advice to staff on vehicle related duties. 

· Information Resources

There is a responsibility to:

Record and store confidential staff personal information, including driving licences, and driving declaration forms etc.
Source and review data provided from the electronic Transport & Fleet management systems.
Prepare and produce papers and reports as necessary and on request for operational and reporting purposes, including funding requests.

Provide statistics relating to activity for inclusion in wider Directorate reports with regards to electric fleet target settings, repairs/maintenance, breakdowns, and running costs and potential down time.
· Research and Development

There is a responsibility to:

Monitor processes and procedures to ensure that they are effective and practical manipulating these as required, including control of accident management to ensure vehicles are repaired and returned to service timorously.
SKILLS
· Communication

There is a requirement to:

Communicate with a variety of staff groups in the course of providing the services and resolving problems and issues as they arise. Respond directly to all complaints and enquiries or other requests and provide solutions based on working knowledge. 
Communicate with relevant colleagues both locally and nationally regarding service provision and other related issues at group meetings such as Health Facilities Scotland and National Services Scotland National Fleet Support Unit.
Communicate with the staff and appropriate departments to ensure that they are kept up to date with changes in procedures and changes to the routine of the transport requirements including legal requirements, Green Travel, and sustainability proposals.
Maintain verbal and written communication systems with internal, external suppliers and delivery drivers. Compose appropriate written correspondence including professional letters and reports when required.
· Analytical

There is a requirement to:

Make professional judgements across a wide range of issues taking into account legislation, Health and Safety, Finance, conflicting demands and the condition of equipment/vehicles.

Develop reports and other papers to include statistical reporting information on Departmental activity for scrutiny at Senior Management level and for national reporting purposes.

Provide advice and information to support decisions regarding the management of the staff and resources in the Department on a day to day basis.
· Planning and Organising

There is a requirement to:

Planning and delivery of services to ensure equipment, resources and consumables from clinical and non-clinical service areas are delivered to the relevant places in a timely manner.

Manage conflicting pressures to meet deadlines for delivering statistics, reports and updates which may require the adjustment of other plans or strategies.

Develop business contingency plans for unforeseen events to be able to respond to major emergencies, incidents and outbreaks as they arise.
Plan and implement effective routes that will make the best use of the resources in the Department that will demonstrate that resources are being utilised to their maximum.
Lead on Travel Planning across NHS Fife

Plan/Lead on the Decarbonisation of the fleet 

EFFORT AND ENVIRONMENT
· Physical

There is a requirement to:

Sit in a restricted position for a substantial portion of the working day either for producing reports, statistics and papers as well as meetings. 
Ability to drive, site visits, travel and examine vehicles
· Mental

There is a requirement to:

Concentration required when producing and analysing data, when preparing project plans and reports, writing project protocols and analysing data across a wide range of clinical and non-clinical services whilst subject to frequent interruptions. 

Concentrate when processing financial and service information, drafting, reading and assessing tender specifications, managing conflicting priorities and meeting demanding deadlines.

Dealing with frequent service issues which can often be difficult and require focussed concentration to understand the issue and consider option for resolution.

Occasional dealing with difficult people, some of whom may be patients or staff, and finding compromises and resolutions to their satisfaction.

Respond to frequent interruptions either to support SSM, staff and colleagues in their work or to deal with urgently with unforeseen events or requests.
· Emotional

There is a requirement to:

Deal with sensitive and confidential issues within the department which can range from interactions with staff, management or colleagues.
Demands of deadlines of work tasks.
· Working Conditions
Located within a busy, open-planned and shared Transport office. 

Regular requirement to use a PC/Laptop, monitor, keyboard, mobile phone, software, printer, photocopiers, and vehicles in order to carry out tasks duties.
Examine and check vehicles in various weather conditions and locations.
· Environmental Management
Lead on the decarbonising of the fleet with support from national groups/policies. 

Lead on sustainable Travel planning for NHS Fife

Lead, promote and encourage improvements to environmental performance including the reduction of emissions of the fleet through influencing, vehicle types, fuel efficiency and drivers behaviours.

Implement, maintain and monitor NHS Fife’s vehicle risk management software (vehicle telematics system), and act according on data provided.
· Asset Management
The post holder is required to maintain the physical asset register of the Fleet by registering and disposing vehicle assets.

Provide regular reports to the NHS Fife’s Asset Manager in relation to NHS Fife’s fleet of vehicles.

· Deployment and Replacement of Vehicles
The post holder is required to identify vehicles for replacement and plan the replacement over the relevant time period. Make recommendations regarding vehicles to be replaced and costs for replacement for onward reporting.

The post holder will monitor the usage and utilisation of vehicles and take appropriate action regarding redeployment of vehicles to ensure maximum optimisation and efficiency of the fleet.

· Operators License Responsibilities
To ensure that robust management arrangements are in place in order that NHS Fife complies with the legal requirements associated with the Operator’s License.   



	7a. EQUIPMENT AND MACHINERY

	Computer/Laptop – computing skills to complete work, including headset and webcam for Microsoft Team meetings.
Telephone – office phone and mobile phone.
Vehicles - Ability to regularly drive a range of vehicles (from light goods to 7.5 tonne vehicles), some of which have hydraulic tail lifts. Secure loads in vehicle. Post Holder must hold a Full UK driving licence.
Use trolleys, load level, pallet lifter (manual and electronic), specialist sack trolleys and roll-on roll-off cages.

Use cleaning equipment, air compressor and oil and fuel dispensers, including topping up screen wash / water.
Various sizes of bins from sharps bins/boxes, pharmacy boxes, household sizes to 770ltr waste bins – transporting on and off vehicles and around Fife.


	7b.  SYSTEMS

	The following are examples of systems the post holder will be expected to use when undertaking the role:

· IT systems, including Microsoft Office, Outlook, Excel
· Internet/Internet

· Working in accordance with Support Services specification

· Specific application processes, e.g. capital and endowment

· Risk management system

· Health and Safety systems
· NHS Fife Waste Procedures 

· Manual Handling regulations

· SSTS / Empower – personnel systems

· E-Financials -  budget management system

· Appraisal and performance management systems

· Fleet Management System

· Telematics Systems
· Operator Licence – Self Service

· All Star Fuel Card
· Motor Insurance Database

· Vehicle defect reporting system

· Accident reporting

· Hazard identification (Chemicals, Medicines Etc.)

· Good record keeping

· Awareness of cross contamination/ Infection Control

· Enterprise CarClub system

· Datix Reporting 




	8. ASSIGNMENT AND REVIEW OF WORK

	Work is generated by needs of the service and Support Services Manager, however, the post holder will work autonomously and within annual objectives agreed with the Head of Facilities.
Performance will be reviewed in line with NHS Fife appraisal process.  

	9.  DECISIONS AND JUDGEMENTS

	The post-holder shall be responsible for the day to day management and decisions with a high level of autonomy regarding the Transport and Fleet Maintenance operations and is free to act on these decisions.  All decisions and solutions are governed by relevant regulations and Fleet Management Principles and Standing Financial Instructions. 

Decisions out with day to day operational matters will be taken in conjunction with the SSM.
The post-holder is expected to operate with a high degree of integrity, autonomy and to take necessary operational decisions on the provision and resources of services, which may include withdrawal of service.

Make decisions regarding reallocation of resources in response to changing service needs for example additional patient movement, clinical waste increases, demand of Scottish Governments vaccination campaigns, Winter Wards etc and the transport implications.
The post-holder will decide in conjunction with the Procurement Department on which contractors will be awarded vehicle and maintenance contracts within the parameters of the Standing Financial Instructions.




	10.  MOST CHALLENGING/DIFFICULT PARTS OF THE JOB

	The main challenges facing the post are:

· Improving standards whilst operating within financial constraints.

· Successfully introducing service improvements at a local and regional level whilst managing any resistance to change, including assisting and shared working practices with other Boards.

· Managing multiple deadlines.

· Integration of resources within Facilities that enables NHS Fife’s vehicle fleet  to be available to departments and which are  legal, reliable and roadworthy, ensuring that this carried out  within the allocated budget provision and resource to support the service.
· Given the large geographical nature of NHS Fife, managing the Fleet and disseminating information regarding Fleet Maintenance Schedules to appropriate departmental staff.
· Achieving sustainable operations within the fleet and wider transport/travel within NHS Fife.
· Planning the infrastructure required to decarbonise the fleet.



	11.  COMMUNICATIONS AND RELATIONSHIPS

	The post requires regular and excellent, professional and confidential communication skills and strong influencing skills in order to communicate information to staff, colleagues and management, also the Boards included in the local and regional level overcoming resistance and influencing fleet colleagues to reach agreement on regional process and policy and achieve buy-in across the region. 

Communications range from verbal, written or face to face.  
The main internal contacts of the post are: 
Liaise and develop relationships with both internal customers, co-ordinate with staff regarding the availability of vehicles for maintenance schedules ensuring patient/staff needs and the maintenance of the fleet are met.

Colleagues within the Support Services department Fife wide and the wider Directorate ensuring that service provision is fully integrated.

All staff, both clinical and non-clinical, including a range of Senior/Executive Managers as required providing advice and discussing service provision and change.

Clinical Managers, Charge Nurses, Infection Prevention and Control Nurses concerning cleanliness standards, Hospital Acquired Infection, Hospital Environment Inspection, Patient Quality Indicators and winter planning. HR staff as required regarding staff recruitment, development, attendance and performance management.
Sustainability colleagues and user group members.

Close working relationship with NHS Fife’s Operational Waste Manager to ensure waste transportation regulations are fulfilled when transporting waste. 

Working relationships with relevant departments in the safely transporting of Lab specimens, pharmacy and radioactive chemical and any other dangerous good items.

The main external contacts are:

To ensure latest information and regulations can inform decisions taken. Suppliers and contractors for procuring goods and services. 
Traffic Commissioner, Liaison with Community Police Officers ensuring an effective approach to site and vehicle security, including accident reporting.
Enterprise Car Club Scheme (Pool Cars), including internal Car Club Members.
Members of the public where assistance is required in accessing local hospital services.

Local Authorities e.g. regarding traffic management and access requirements.
Other regulatory bodies e.g. Insurers, SEPA, Health and Safety Executive and DGSA.
Scottish Government agencies such as the Switched on Fleet Scheme


	12. PHYSICAL, MENTAL, EMOTIONAL AND ENVIRONMENTAL DEMANDS OF THE JOB

	Physical

· The post-holder must be able to drive. Driving for periods of time. Concentration levels.
· Manual Handling – fitness and ability to undertake all aspects of the Transport drivers roles in order to provide adequate and robust staff training & demonstrations

· Work inside and outside buildings on a variety of surfaces including times when the weather conditions can be inclement.

· The post requires continuous mental effort due to the number of different departments throughout Fife that the post holder is in communication with.  This requires the post holder to deal with and help resolve a wide range of issues relating to the maintenance of the Fleet.  These issues and challenges often arise within a short period of time.

· The post-holder will be required  to carry out physical inspections of vehicles. 

Mental 

· The requirement to keep on top of a diverse range of functions within Logistics and Transport services.
· The ability to change and react to competing priorities within very challenging deadlines.
· The need to prioritise and progress a range of simultaneous projects whilst maintaining day to day operational functions.
· Responding to complaints in respect of services and/or staff.  Dealing with competing demands whilst facing constant interruption
· Frequent requirement for concentration when preparing, planning and reviewing e.g. budgetary information, site project implementation activities,  chairing meetings, analysing and reporting information from systems - weekly for some and less frequently for others.
Emotional

· Implementing change and maintaining the motivational level of a large staff groups.

· Undertaking performance and management of conduct matters which could involve communicating difficult information including exploring resolutions.

· The ability to deal with personal sensitive information showing a sympathetic and empathetic manner in order protecting individuals whilst ensuring service provisions are maintained.

· Dealing with conflict, demands and priorities.
· Negotiations, leadership and influencing others.

Environmental
· Frequently work within clinical and facilities environments when undertaking role / inspections. Requirement to travel across sites within Fife, and wider if required.



	13.  KNOWLEDGE, TRAINING AND EXPERIENCE REQUIRED TO DO THE JOB

	Qualifications and Knowledge
There is a requirement to be educated to a minimum of a degree level, or equivalent experience in a relevant industry specific subject, including managerial qualifications.

Health & Safety qualification from an accredited organisation e.g. REHIS, NEBOSH, IOSH.

Certificate of Professional Competence – Transport Manager Qualification.
The post holder is required to hold a valid Dangerous Goods Safety Adviser certificate (issued by the SQA on behalf of the DoT) for all classes by road and rail as well as a ‘Certificate of Professional Competence’ (CPC) for Transport Managers (Road Haulage). 

Extensive experience in a professional Support Services/Facilities role providing in-depth knowledge of the environment and previous senior supervisory or management experience, including fleet/transportation management, health & safety at work and risk management.

Involvement in operational planning, management change programmes, logistical operations.

Experience of report writing and statistical analysis.

Post-holder must pose excellent communication and customer care/service skills in order to carry out duties effectively.

Keyboard, computer skills and Microsoft packages required in fulfilling requirements of post.
Specific fleet management applications – MID, Tranman (fleet management system), Traffilog (telematics), Allstar (fuel card).
Extensive experience of Vehicle Fleet Operations.

Specialist knowledge of Motor Vehicle Legislation.

Committed to further training to improve management and personal skills.

Skills and Experience
Previous management experience within Support Services/Facilities or a similar environment, including experience of managing a large staff groups.
Leadership skills to enable achieving change in a service environment e.g. use of influencing staff, colleagues, strategies, persuasiveness, achievement drive, quality focus and patient/customer orientation.

Experience of budget management including planning, controlling, and reviewing financial resources.

Experience of project management ranging from small service changes to multi stranded projects.

Preferred knowledge of Fleet Management and Telematics systems.

Experience in report writing.

Excellent oral and written communication skills with the ability to influence outcomes effectively through reasoned argument.

Be self-disciplined, motivated and proactive and able to respond quickly to change and with a determination to achieve targets and commitment to achieve high quality customer service and support quality care.

Ability to develop and implement systems and procedures to ensure that department is well managed.




	14.  JOB DESCRIPTION AGREEMENT

	A separate job description will need to be signed off by each jobholder to whom the job description applies.

 Job Holder’s Signature:

 Head of Department Signature:


	Date:

Date:
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